ID check with
Resourcing/Medical
Staffing Team

Employee attends New
Starter Day at The Green,
1 Roger Dowley Court,
Russia Lane, Bethnal
Green, E2 9NJ

Smartcard Team prints
issues Smartcard on New
Starter Day

ID check with
Resourcing/Medical
Staffing Team

Employee attends New
Starter Day at Charter
House, Alma Street,
Luton Lul 2PJ

Smartcard Team prints
issues Smartcard on New
Starter Day

ID check with
Resourcing/Medical
Staffing Team

Smartcard Team print
and issue Smartcard

Student/honorary
requests training
elft.riotraining@nhs.net

Agency/Locum completes
online form_

Smartcard Team
Registers Staff on Care
Identity System (including
an NHS email address).
Prints and issues
Smartcard

Agency/Locum/Social
Services Staff requests
RiO training
elft.riotraining@nhs.net

Substantive/Bank/Doctors - London

ID Checks completed

Resourcing/Medical
Staffing Team book
employee/candidate on
New Starter Day
(Mondays of Tuesday if
bank holiday) and inform
New Starter

Employee requests RiO
training at
elft.riotraining@nhs.net

Substantive/Bank/Doctors - Luton

ID Checks completed

Resourcing/Medical
Staffing Team book
employee/candidate on
New Starter Day on
aTuesday (except bank
holiday week) and inform
New Starter

Employee requests RiO
training
elft.riotraining@nhs.net

ID Checks completed

Resourcing Medical
Staffing Team send
confirmation of
assignment number to
candidate and
elft.servicedesk@nhs.net
to request Smartcard

Once trainined Electronic

Systems Team activates

RiO account and informs
user

Agency and Locum Staff

Agency/Locum/Social
Services staff ELFT
Manger approves

If Agency/Locum/Social
Services Staff does not
have a Smartcard

Electronic Systems Team
activates RiO account and

informs user

Resourcing/Medical

Staffing Team enter

candidate/employee
details on ESR

Resourcing/Medical
Staffing Team associate/

send request for RA to
print Smartcard

Once trainined Electronic

Systems Team activates

RiO account and informs
user

Resourcing/Medical

Staffing Team enter

candidate/employee
details on ESR

Resourcing/Medical
Staffing Team associate/
send request for RA to
print Smartcard

Once trainined Electronic

Systems Team activates

RiO account and informs
user

Students/Honorary Contracts/Social
Services/Placements

Resourcing/Medical
Staffing Team enter
student/honorary details
on ESR

Resourcing/Medical
Staffing Team associate/
send request for RA to
print Smartcard

If Agency/Locum/Social
Services Staff alreedy
holds a Smartcard

If agency/Locum/Social
Services Staff has a
Smartcard record but no
Smartcard

Agency Workers Only needing access to
ESR/OLM or on Bank Direct Engagement
needing access to RiO

Resourcing/Medical

Staffing Team enter

candidate/employee
details on ESR

ID check with
Resourcing/Medical
Staffing Team

ID Checks completed

If Agency Worker on Bank
Direct Engagement Staff

. Resourcing/Medical
completes online form

Staffing Team associate/
send request for RA to
print Smartcard

Smartcard Team make

appointment for agency
worker

for RiO access only

For RiO only, Agency Electronic Systems Team
requests RiO training at activates RiO account and
elft.riotraining@nhs.net informs user

Smartcard Team print
and issue Smartcard
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