
GP Recruitment Hub – Booking Process 

 

 
 

Stage 1 
 
 

 

GP Practice 
contacts Hub  
 

 
1.1 The Hub send them the booking form (BFP1) 

  
1.2 Practice returns completed booking form to Hub 
 

 

 
 

Stage 2 
 
 

 

Hub contacts a 
GP  
 

2.1 Add to Vacancy List to circulate to GPs 
 
2.2 Check database for suitable candidates: e.g. remoteness, close to hospital, preferred area, available dates, 
OOHs. 
 
2.3 Email/contact suitable GPs with details of job if applicable. 
 
2.4 GPs reply -check availability dates, previous post evaluations if applicable. 
 
2.5  Confirm with GP that they can commit to dates 
 

 

 
 

Stage 3 
 
 

 

Send 
confirmation to 
practice  
 

 
3.1 Get practice to sign confirmation pro forma (COB) 

 

 
 

Stage 4 
 
 

 

Confirm 
booking with GP  
 

 
4.1 This is now a confirmed booking with the Practice and the GP should not cancel 
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Stage 5 
 
 

 

Travel and 
accommodation 
 

 
5.1 Put GP in touch with practice and ask PM to arrange accommodation. Assist with any travel queries if needed. 

 

 
 

Stage 6 
 
 

 

Update 
databases etc  
 

 
6.1 Update Hub Booking spreadsheet to reflect booking 
 
6,2 Update GP record in database 

 

 

 
 

Stage 7 
 
 

 

Placement 
completed 
 

 
7.1 Once the placement has been completed the Hub will ask for feedback from both the GP and the Practice. 
The Practice will be sent any feedback that the GP provides. The GP will receive the feedback that the Practice 
supplies. 
 
7.2 Practice will be invoiced for the work 
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