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Contents Introduction

Introduction 1 In line with The National Health Service (Performers Lists) (England) Regulations 2013,
Important information before you start 1 as amended, you are required to keep your details on the National Performers List for
: England is up to date. This guide will provide step by step instructions on:
Change of personal details 2 _ _
About the personal details section 3 ®  Changing your name or contact detail
How to change your name 4 ®  Changing your employer
Update your Date of Birth 5 ® Changing your status
How to change your telephone number(s) 6 ® Changing your local office
How to change your address 7 @ Ifyou need to make any changes to your details you will need to do this via PCSE
How to change your email address 9 Online, click here for more information about registering.
Update your National Insurance Number 9
Change of employment details 10
About the employment details section 11 1 1
e sy Important information before you start
Adding a new practice 12
Changing existing practice details 15 Are you changing your name or address?
Change of status 17 Please ensure that you have updated your details with your regulatory body
Change of NHS England local office 18 before updating the National Performers List via PCSE Online.
Withdrawal from Performer List 19
_ For quick I tant t N t
24 Hour Retirement - :cxdccelss o 20 mportant 1o Note
1
Retract Withdrawal Request cll?clgvc:nﬁesﬁgggrnsg 22 If your performer record has been reinstated, following removal or suspension, please

youcvovﬁpetnifsthe check your Employment details carefully. You may need to reset your practice details by

following the ‘Change Employment Details’ process.
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Change of personal details

About the Personal Details section

How to change your name

How to update your date of birth

How to change your contact telephone number(s)
How to update your address

How to update your National Insurance Number

Performer Management details

About the personal details section

You can update your name, address and telephone number via the Personal
Details section.

In this section you can view the existing personal details held for you on the Performers
List for England.

& lestob@masiek com 0 Messages  @Sellings @ Log oul

PCSE Online NHS

England

HOME FEHFORMERS LIS | HELM

Primary Care Support England Online Performer Home Page

Home Personal Details
Emplayment Detaits 2 v Pankaj
Local Officc Details SURNAME PREVIOUS SURNAME O
Wilhdrawal From Perfommer Lis! Par Par
P i Bt DATE OF BIRTH GENDER
UoR2/201S =] = Male Female

RESIDENTIAL ADDRESS

Search for your residential address by enfering your pastcode
Q

Flat 4 §, St. Andrews Cross, PLYMOUTH, United Kingdom,PL1 10N

GMC/GDC/GOC ADDRESS &
Search for GMCIGDC/GOC registered address (if different from residential address).

Q

Flat & &, St. Andrews Cross PLYMOUTH, United Kingadom,PL1 1DN

NATIONAL INSURANCE NUMBER

CONTACT TELEPHONE NUMBER ALTERNATE TELEPHONE NUMBER

123456789

INHE England will routincly share email addresses and contact details with the relevant local representative committee.
in the event that you wish for your information NOT to be shared in this way. Please tick the box.

m Change Telephone Number Change Address

© NHS England 2016 | lerms & Conditions | Privacy | Accessibility | Cookics

Viersion: 1.5.0.0 | 30 Nov, 2047
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How to change your name

Please ensure that you have updated your
regulatory body details with your regulatory body

before you update the National Performers List

In the Personal Details section, scroll to the bottom of the page and click on Change
Name to open an extended part of the Personal Details section.

Your existing details will be shown above the blue boxes. If you wish to update your
name you can enter the new details into the blue boxes.

Then click Submit.

CONTACT TELEPHONE NUMBER ALTERNATE TELEPHONE NUMBER

123456789

NHS England will routinely share email addresses and contact details with the relevant local representative committee.
In the event that you wish for your information NOT to be shared in this way. Please tick the box

S

‘ Change Name l Change Telephone Number Change Address
R ———

1y | Accessibility | Cookies
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A pop-up box will appear to prompt you to confirm the change. Click OK to submit the
change request, or click Cancel to cancel the update.

Once you have submitted your change request, a Case ID will automatically be
generated by the

system, which you should use if you need to follow — up with PCSE on the request.
You will receive a letter from PCSE when the change has been completed.

Change Name

Please enter your new name and or title. Please note that this will be checked against the name displayed on the website of
your professional body. It is different the change will be rejected

CURRENT TITLE [ CURRENT FORENAME(S) PFankaj

Please Select -

CURRENT SURNAME _ Par

Update your Date of Birth

If your date of birth is incorrect, you are able to correct this.
Click on the calendar icon in the Date of Birth field and select the correct date.

Personal Details

Hoame

TITLE FIRST NAME
Dr | Faldrick

Ermployment Dolails:

SURNAME PREVIOUS SURNAME ©
Local Office Datails
Test
Perfomer Typa
DATE OF BIRTH GEMDER
Withdrawal From Perfommer List JEMEMOEE E i =

Click Save at the bottom of the page to save your change, and click OK when
prompted “Are you sure you want to update your Date of Birth and/or NI number?”
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How to change your telephone number(s)

In the Personal Details section, scroll to the bottom of the page and click on Change
Name to open an extended part of the Personal Details section.

Click on Change Telephone Number to open an extended part of the Personal
Details section.

Your existing details will be shown above the blue boxes. If you wish to update your
details you can enter your new contact number(s) into the blue box(es).

Then click OK.

CONTACT TELEPHONE NUMBER ALTERNATE TELEPHONE NUMBER

123456789

NHS England will routinely share email addresses and contact details with the relevant local representative committee.
In the event that you wish for your information NOT to be shared in this way. Please tick the box.

Change Name ( Change Telephone Number Change Address

e e —
1cy | Accessibility | Cookies

A pop-up box will appear to prompt you to confirm the change.

Click OK to submit the change request, or click Cancel to cancel the update.

Once you have submitted your change request, a Case ID will automatically be
generated by the system, which you should use if you need to follow — up with PCSE on
the request.

You will receive a letter from PCSE when the change has been completed.

Change Telephone Mumber

Please enier your new telephone conlact defais

CURRENT CONTACT TELEPHONE NUMBER = TB9465123 CURRENT ALTERNATE NUMBER - NA

3
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How to change your address

In the Personal Details section, scroll to the bottom of the page and click on Change
Address to open an extended part of the Personal Details section.

You will need to confirm whether you wish to change your residential address or the
address you have registered with your regulatory body. PCSE records both addresses.

For example, some performers register the address for their place of work with their
requlatory body, instead of their residential address. Please only update your GMC/GDC/
GOC address via PCSE Online after you have updated it with your requlatory body.

CONTACT TELEPHONE NUMBER ALTERNATE TELEPHONE NUMBER

123456789

NHS England will routinely share email addresses and contact details with the relevant local representative commitiee.
In the event that you wish for your information NOT to be shared in this way. Please tick the box

e ——

Change Name Change Telephone Number Change Address

1cy | Accessibility | Cookies
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You can enter details of your new residential address using the postcode search facility,

or you can enter your address manually, by selecting Enter Address Manually.——

To use the postcode search facility, enter your postcode into the blue box and click on
the magnifying glass icon next to I; on some browsers this may just show as a box. A list
of addresses corresponding to the postcode you have entered will be displayed. Select
the correct address from the list. [

Performer Management details

How to change your email address

® loginto PCSE Online and navigate to the Home page

® (lick on Settings in the top right hand corner

When you have found the correct address, or entered it manually, click OK to submit the
change request, or alternatively, click Cancel to cancel the request.

A pop-up box will appear to prompt you to confirm the change.
Click OK to submit the change request, or click Cancel to cancel the update.

Change Address

Are you changing your residential address or GMG/GDC/GOT registersd addrsss?

@ Residential Address O GMC/GDCIGOC Address

Flease enter your nevy posicode for your residential address. Please select the address from the list below

RESIDENTIAL ADDRESS
Search for your residential address by entering your posicode.

yEdoctor com 0 Mewsages (hange Organbation & 5elings

PCSE Online NHS

® Choose My Details

® The email address you registered with is displayed

My Details

FIRST NAMES SURNAME
Geronimo Day
USERNAME

doctorgenymo@nhs.com

TELEFPHONE MOBILE
01234567830 07123450783

cnncel

g

T

Once you have submitted your change request, a Case ID will automatically be
generated by the system, which you should use if you need to follow-up with PCSE on
the request.

You will receive a letter from PCSE when the change has been completed.

® Type your new email address over the old in the ‘Username’ field
® (lick Update

Updating your email address this way will change your username to your new email
address.

Update your National Insurance Number
If your National Insurance Number is incorrect or missing, you can update this.

Click in National Insurance Number field and enter the correct/missing information.

HATIONAL INSURANCE NUMBER
JNETES3d

Click Save at the bottom of the page to save your change, and click OK when prompted
“Are you sure you want to update your Date of Birth and/or NI number?”

>
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Change of employment details About the employment details section

To add new practice details, or change your existing practice details click on Employment

Details on the left hand menu.
Contents

® About the Employment Details section

2 arkiptosteom I Messnges  BUsmngs = ng o

PCSE Online NHS

Adding a new practice

HUME I"ERFUIMERS LIS | HELY

Changing your existing practice details
PCSE Online Performer Home Page

Changing your status

Change of Employment

Home

Prasunal Delsibs FERFORMER EMFLOYMENT DETAILS

Cmnplrymel Netais

Lol Odice: Dexiails ARE YOU STARTING AT A NEW PRACTICE 7

Wiihdrawal From 2eomer List TS ® Ko

JAlinur Reqremen

The next screen will show your current employment details.

PCSE Online NHS

Fngland

HOMF PFRFORMFRS 1 IST HFI P

PCSE Online Performer Home Page

Change of Employment
Huam
Mersonzl Details PERFORMER EMPLOYMENT DETAILS
Local Office Details ARE YOU STARTING AT & NEW FRACTICE 7
Willwdrawal From Pefomes Lisl it Yus O No Add Pracice

24 Hour Retiremert

© NHE England 2010, All ightc rocorved. | Torme £ CondiSione | Prvacy | Acooceibifity | Cookins
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Adding a new practice

If you are changing practice, select Yes where it says Are you starting at a
new practice?

Then click on Add Practice.

& jack@test.com 0 Messages @Seitings ® Log out

PCSE Online NHS

England

HOME PERFORMERS LIST HELP

PCSE Online Performer Home Page

Change of Employment

Home

Fersonal Details PERFORMER EMPLOYMENT DETAILS

Employment Details

Local Office Details ARE YOU STARTING AT A NEW PRACTICE ?

Vithdrawal From Performer LISt O No Add Practice

24 Hour Refirement

New Assignmenl Delails

The screen will expand to show additional fields. Enter the post code for your new
practice into the box titled Practice Post Code Entry, then click on the magnifying
glass symbol to search for your new practice.

Select whether you are a Principal/Partner or Salaried GP at the new practice.

Withdrawal From Performer st ® Yes 2 No

24 Hour Retrement

Memw Assigrnmen! Delails

Search for a Pracice below by entering a full postcade

PHACHICE POSICULE ENIRY

AL23DE Q
=nplznd Medical Practice 1, Cakwood Roa, herts

AREYOU A PRINCIPAL OR SALARIED GP AT THIS PRACTICE?

T Principal @ Salaried

1TV OF COMMITMINT START DATT

2

=]
Add this practire

@& NHS Fnnland 7019 All fighis recervad | Temns & Conditions | Privary | Areassibility | Cookins

Performer Management details

Enter your level of commitment at this practice as a percentage of all of your
employment. Maximum commitment cannot be more than 100% across all employment.
Please only enter numbers and not the % character.

Enter/select the date you started at the practice from the pop-up calendar.

Then click Add Practice to add the practice details, or click Clear to clear the form
fields. Click Submit to submit the change request.

-

Change of Employment

Home
Personal Detais FERFORMER EMPLOYMENT DETAILS
Lecal Umnce Detalis ARE YOU STARTING AT A NEW PRACTICE 7

‘Withdrawal From Performer Lis & Yes & Ne JAdd Practico

24 Haur Ratitamant

Practice Practice Address Siart Daile Lewel of C itment  Principal/Salaried  Action
Confrmation
Fnagtanr Fngiand Meadkal 1T7TMPns &0 Saanar
Mafical Fraclive 1, Oakwoud Auw you sue you wanl o make Dy
FPracficz 1  FRoad, herts chanyes shuwn gbove?

=D

£ HHE Frglard 2119 All rights reseved | Taams & Cordifions | Privacy | Accessifility | Cookies
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A pop-up box will appear to prompt you to confirm the change request. Click OK to Changing Existing Practice Details

confirm, or Cancel to return to the previous screen. To change your existing practice details, in the Employment Details section, click on Edit
Once you have submitted your change request, a Case ID will automatically be in the Action column next to your current practice details.

generated by the system. You should use this in any correspondence with PCSE e

regarding the change request.

PCSE Online

England

You will receive a letter from PCSE when the change has been completed.

PERFORMZRE LIST HELP

PCSE Online INHS|

England

PCSE Online Performer Home Page

HUME  PEHHOHMESS LSI HELY Change of Emplcyfne nt

Home

PCSE Online Performer Home Page I
Feisoudl Celails PERFORMER EMPLOYMENT DETAILS

= Change of Employment CUrENL eI IRENL LS

Local Offize Dotals
Merzonal Details PERFORMER EMPLOYMENT DETAILS Mractice Pracfice Address Level of Commitment rincipal/Salaricd Mrescriber Action

Viillndi aveal Fruni Pealenne Ll Humber
=mpioymen: Letaiz -
_ Surentsmpinmentdete.s 24 Hour Refiremant Ercland Mecical Ena'and Nedical 100 Frincoal

| iz’ EMhie Nedails Prachiza 3 Practco 3, 5 nortn

Pracfice Drartice Ardinss I nwrl of Commirment PrinzipalSalarind Prescriber Action street, st aibans
Withdrowal From Porformer Lisk Number
34 Hour Fietiaemant England Medical  England Madical 100 Frirsipa Lo Change Practice Details

Fimdir % FPradive 3 5 malh

stresd, 51 akbars

Englznd Modical Practice 30

ARE YOU STARTING AT A NEW PRACTICE 7

The following screen will open:

Ay i Sulec Arkvita oo % se B = 4+ = " =

- ¢ @ Mulwcme  soouresittpocangiandnheug L Fo fume Mansg crenbHome - = & H 8
m [P Change nf Fmployment delails =
Ferans: Uetaies
oy D

PERFORMER EMPLOYMENT DETAILS

€ NHE England 20-19. Al nights reserved | Torms & Condifions | Privacy | Accessibdity | Cookies

Cumem Employmant cetalle.

Prucieoe Piuelos Audices Leve! ol commisra, Aclon
ST 1 Duodlw Prac 31T Cplo Prec One, 540, 100
One Town Canlbe, liatieid

hange Prectice details

511 Upto Prac Une @

A o el g o cursrsd sl iz s CHD DATC

Ho 26092018 -]

ATE ¥OU €1IN3 WUt avel of commamert a1 Iz srader”

b1 1 Mo

Tl

ARE ¥OrU STARTING AT A NEW PRACTICE 7

If you are terminating your employment at your existing practice, select Yes and select
the end date for your employment there.
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Performer Management details

If you are not terminating your employment at your existing practice, you will be asked if
you are changing your level of commitment at the practice. Select Yes or No.

If you are changing your level of commitment to your existing practice, please enter
your new level of commitment as a percentage of all of your employment. Maximum
commitment cannot be more than 100% across all employment. Please only enter
numbers and not the % character.

Click Submit to submit the change request.

Once you have submitted your change request, a Case ID will automatically be
generated by the system, which you should use if you need to correspond with PCSE
regarding the change request.

You will receive a letter from PCSE when the change has been completed.

Change of Status

If you want to change your performer type to GP contractor (i.e. principal or partner) you
should do this on the employment details section.

If you want to tell us about becoming a locum please change your employment to reflect
this using employment section. To change your GP status click Employment Details.
Your current role will be displayed.

Click Edit in the Action column.
Answer the questions in Change Practice Details
Click Submit to submit the change request.

Once you have submitted your change request, a Case ID will automatically be
generated by the system, which you should use if you need to correspond with PCSE
regarding the change request.

You will receive a letter from PCSE when the change has been successfully updated on
the National Performers List.
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Change of NHS England Local Office Withdrawal from Performer List

HOME PERFORMERS LEST HELP

b ) e Ve PCSE Online Performer Home Page

“ : Withdraw from Performers List/24Hr Retirement
Personal Dot

From hare you can request to withdraw of 24hr retirement om Me Porformens List You must provide @ date 31 least nre
calendar montha in the fubete or gree reasans wity thin o nol posable

PLEASE SELECT YOUR LAST DAY OF SERVICE
=]

el Vel i -

S TIL L LSRN M LTS PP \Whdrmwal Fom Perionmer Lisi YOU HAVE SUBMITTED A DATE THAT 15 LESS THAN THE RECUIHEMENTS STATED IN THE REGULATIONS. PLEASE
ENTER THE REASOMN IN THE BOX BELOW

S T Ok L O —
[ e o L

If you are changing practice and moving to a different NHS England local office Select ‘Withdrawal from Performer List’ from the left hand menu.
Select Local Office Details. From this screen you can request to withdraw from the Performers List for one of the

Select Edit in the Action column. following reasons:

Your current local office will be displayed. ®  Resignation

Answer the questions relating to the local office ® Retirement

Click Submit to submit the change request. ® 24hr Retirement

Once you have submitted your change request, a Case ID will automatically be
generated by the system, which you should use if you need to correspond with PCSE
regarding the change request.

You will receive a letter from PCSE when the change has been completed.
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24 Hour Retirement Initially the status is set as ‘Pending’.
[peTememEREEEEE ]

PCSE Online Performer Home Page

PCSE Online Performer Home Page

Withdraw from Performers Lisy24Hr Retirement
i harn el £A S T S 6 W SeSeaeaed B B Fertear Lisl T Ml e 4 S R Basr Fees
PR Twndw s i B s b g reavees why B et sl Performer Management
........... s I
r HEMs Yo CAN Manags he micamation held 3bout you Dy Frimary Car Support England on bonalfl of NHS Engiand, Please nobo,
o L L S L Pursoid Dulnds. only sppdcations and change requests made via PCSE Online will be deslayed below
e

THAN THE RECOWREMENTS STATED W THE SECULATIONS, PUEAYE

Employrment Datais

A
MULR TI6E BLA SON 4 THE BOX BELOW 1. Viow previously submittod apphcabons and deceions

Test
Laxcal Qe Dulils 2. Viaw Ine status of ol chango raquests that you have submitied

IEARGNPON FENCNRE Wighormmd From Parforrmer List
i - 3. Wiow all notikcations Mat hove been sant by NHS England

AHR Flatrarmes _1!1'
FLEASE SELECT THE DATE wWoiDk YOU WLl mETURN
FO SERWCE
x Raf N Status & Dats Submitiad ¥ Change Type ¥ Action
VO AHOULD UPLOAD DULY COMPLETED: Wit § FENMONS - AETINCMENT BENETTTS CLAM FORM WA CAS-FUaHT- Panaing ITOHHN0 Pertomar Managamant-24 Relend
M FiHdL4 Huour Ratramant
&
CAS-3ET26- Pending OTAO12020 GMC Inbound - Missing
Fim Wamme At MBPEO7 Parfomer
ik = CAS-20056- Pending Orm20M CRMAC Dt - Messing
EALRLY Peromor

WO SHOULD UFLOAD RELEVANT SUPFORTING DOCUMENTS. OFLT DRIGISAL SR CIRTIED SOFE S &F DRGMAL
DOCUMERT N ANE ACCEFTARLE FLUASS ASK YOUS PEACTICE MAMAZEEN D8 DTHEN 0F 17 M08 & COFY 10 58T

Your request needs approval from the following parties, and you will see the status

=3 change at each stage of the process:
® Practice - 'Awaiting Practice Approval’
® For 24hr Retirement, you must give at least three Confirmation ® (CG-'Awaiting CCG Approval’
months’ notice. A W ol ok s ® NHS England —‘Awaiting NHSE Approval’

' . Performers List being updated. This
® Select your ‘Last Day of Service’ from the calendar. will moen you cannot work for NHS : , ,

Engiand during these selected dafes The status will show as ‘Approved’ once complete
You can retract this request at any time
up to the date selected by logging into

® If you have chosen a date less than the requirements

stated in the regulations, please enter the reason in PCSE Online and retuming 1o this
the bOX_ = PCSE Online Performer Home Page
ﬂ _ Performer Management
®  Choose your 'Reason for Removal' as 24Hr S T ——
Retirement from the drop down list. EET st S A

. Lol it Datals 2 View fhe stahus of all change requests thal you have submited [m
® You have the option to upload your completed AW8 form only* here. Pk T RVDS——— S
® Upload any relevant supporting documents O ) e e ® L s o -
:Ia\&_i‘r:‘i.}d Approved 18022020 :":“r:er!;rr:'I!"w::tgnmwl-zﬁ Thskrct
® (lick on 'Submit’.

® Read the confirmation statement and dlick ‘OK" to submit your 24hr Retirement request

* Please note, if you are retiring due to ill health, you can only upload your AW33E form
via the enquiry form on the PCSE website

Once you have submitted your 24 hr retirement request, you will receive an email
acknowledgement.

You can see the status of your 24hr Retirement request at any time by going to your
Performer Home page in PCSE Online, and click on ‘Change History'.

2 < >
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Retract Withdrawal Request

PCSE Online Performer Home Page

Performer Management
Fioa:
HEMe you Can mansge Mo INommation hed about you by Pnmary Cane Support Engiand on behall of NHS: England S0 Ot
Porannl Deiadks only applcations and change requests made vis PCSE Online will be displayed below
Errpicyrrent Dtas 1 View praviodssly SuDmEtad BRRICANIONS and oecsions Application Histony
Locs! Dmce Dotas 2. View the status of B change requests hat you have submitiad Change Higtory

waal Fi Poaty
""""""""""""""" L=t 3 View all nofheations thal haw hoan sent by NHS England Nobications Fiom NHE Engtand

Ref o # Status § Date Submitted ¥ Change Type & Action
CAS 306887 Ponding 20272020 Porformar Managamant 24 [T
F3r4La Hous Refinusrans

CAS 30728 Ponding 072020 GMC inbourd - Missing

MIPROT Prrfomear

CAS 30056 Pending 070172020 GMC Inbournd - Missing

Kanary Pariomear

If you need to retract your withdrawal request, you can do so any time after the request
submission and before the last day of service.

Retract is not allowed on the last day of service irrespective of the withdrawal
request status.

To retract your withdrawal request, go to your Performer Home page on PCSE Online
and you will see listed your 24hr retirement request.

® Click on the ‘Retract’ button in the ‘Action’ column

® You will receive notification of your retraction and notification will also be sent to
your practice manager, CCG and local office, as applicable.




