
FAQFREQUENTLY ASKED QUESTIONS

THE GENERAL PRACTICE 
LEARNING ENVIRONMENT

Before the Registrar Starts

It is important to plan and prepare your practice before your registrar starts so they feel safe, welcome and ready 
to start on their first day. The following tables outline what tasks need to be performed, and the supporting 
resources, from 2-3 months before your new registrar starts through to their fourth week.

Thank you for creating
a practice that values learning

KEY TASKS KEY DOCUMENTS

 Employment Documentation - collect evidence of 
the GP’s medical indemnity certificate of currency, 
Medical Board of Australia registration, Working with 
Children Check (if required), police clearance  
(if required), and conduct reference checks.

 Medicare Provider Number - ensure the registrar 
has applied, via their RTO, for a Medicare provider 
number for their placement.

 Medicare Documentation - download, complete and 
lodge required Medicare forms.

 PRODA - encourage registrar to create a Provider 
Digital Access (PRODA) account and make the 
Practice a delegate.

 HPOS - encourage registrar to create a Health 
Professional Online Services (HPOS) account.

 PSIS - encourage your registrar to create a 
Prescription Shopping Information Service (PSIS) 
account.

 AIR - encourage your registrar to set up access to 
the Australian Immunisation Register (AIR) using their 
HPOS account.

 Set up for Workcover/TAC, etc. 

• Employment contract

• National Terms and Conditions for the Employment 
of Registrars (NTCER)

• NTCER Frequently Asked Questions

• Fair Work information statement

• Superannuation standard choice form

• Tax File number declaration

• GP Registrar Position Description template

• Personnel Form (Bank details, next of kin, address, 
etc.)

• Online claiming provider agreement (HW027)

• Provider registration for Electronic Funds Transfer 
payments (HW029)

• Bank account details for Online Claiming (HW052)

• General practitioner 90 day pay doctor cheque 
scheme (HW074)

• Practice Incentives individual general practitioner, 
nurse practitioner or health professional details 
(IP003)

• Practice Incentives change of practice details (IP005)

• General Practitioner Aged Care Access Incentive 
Payment banking details form (IP011)

2-3 months before
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PODCAST WEBINAR

Before the Registrar Starts

Who needs this employment-related 
information?

This information has been designed for practice owners 
/ managers; however, as the main point of contact for the 
registrar throughout their training term, and the cornerstone 
of the registrar’s experience in the clinical learning 
environment, these processes, structures, and principles are 
equally important for GP supervisors.

What timeline should the employment and 
training preparation process follow?

The process should begin 2-3 months out from the 
employment of a GP registrar and continue to 4 weeks 
in, following their arrival. The full checklist of tasks and 
documents, across the timelines, can be found on the GPSA 
website, Before the Registrar Starts and downloaded here
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What should be discussed during the initial 
interview?

• The contract you intend to use, which means before the
interview, preparing for and understanding the
employment terms and training conditions for the
registrar.

• What days the registrar will work if not working 5 days
per week – may include discussion on how the Saturday
roster works if required to work Saturday.

• Ask if the registrar has any particular areas of interest

• How the clinic sets up dedicated teaching sessions – you
may include details of how the clinic asks the registrar to
keep entries of teaching sessions, etc.

What numbers does the registrar need to 
provide before starting?

A. Provider Number

B. Prescribing Number

C. Individual Health Identifier Number

D. APHRA Number

E. Medical Indemnity

F. Tax File Number

G. Personal Bank Account Details

H. Superannuation Details

https://spotifyanchor-web.app.link/e/BLM3kiMfzIb
https://www.youtube.com/watch?v=UW3FS0nDuho
https://gpsa.org.au/before-the-registrar-starts/
https://gpsa.org.au/before-the-registrar-starts-check-list/
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What supervisor-specific preparations need to 
be made for the registrar’s training?

Understand 
supervisor 
commitment

Understand the obligations and 
responsibilities of supervision. 

(See GPSA’s Guide on Best Practice 
for New Supervisors)

Prepare training 
caseload 

Ensure the registrar will be 
supported with patient numbers, 
complexity of cases, and not be 
overburdened. 

(See GPSA’s guide on Practice-
Based Teaching).

Plan for 
protected 
teaching time

Plan learning sessions to ensure 
neither registrar nor supervisor are 
placed under pressure to meet 
teaching / learning commitments.

(See GPSA’s Guide on Helping Your 
Registrar to Plan their Learning)

Establish 
guidelines for 
availability to 
registrar

Ensure the registrar understands 
they cannot know everything, 
and that they are expected to ask 
questions. The supervisor needs to 
make it comfortable for them to do 
so, establishing a workable system 
for the registrar to contact them or a 
suitable substitute in their absence/ 
when they are unavailable. 

Refine ways 
of delivering 
feedback

Explore ways to deliver feedback in 
a constructive manner. 

(See GPSA’s Guide on Giving 
Effective Feedback)

What are the common Medicare forms relevant 
to the registrar’s commencement?

• Online claiming provider agreement (HW027)

• Provider registration for Electronic Funds Transfer
payments (HW029)

• Bank account details for Online Claiming (HW052)

• General practitioner 90 day pay doctor cheque scheme
(HW074)

• Practice Incentives individual general practitioner, nurse
practitioner or health professional details (IP003)

• Practice Incentives change of practice details (IP005)

• General Practitioner Aged Care Access Incentive
Payment banking details form (IP011)

These documents are available for download at:  
https://gpsupervisorsaustralia.org.au/before-the-
registrar-starts/

https://gpsupervisorsaustralia.org.au/download/2235/
https://gpsa.org.au/the-new-supervisor-in-general-practice-guide/
https://gpsa.org.au/practice-based-teaching-guide/
https://gpsa.org.au/before-the-registrar-starts/
https://gpsa.org.au/before-the-registrar-starts/
https://gpsa.org.au/feedback-guide/
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Resources

GPSA guides

GPSA webinars

GPSA FAQs

GPSA teaching plans

All GPSA resources are available here

• Before the Registrar Starts https://gpsupervisorsaustralia.org.au/before-the-registrar-starts/

• Before the registrar starts – checklist https://gpsupervisorsaustralia.org.au/before-the-registrar-starts-check-list/

Does this resource need to be updated?  Contact GPSA: P:  03 9607 8590, E: admin@gpsa.org.au W: gpsa.org.au
GPSA is supported by funding from the Australian Government under the Australian General Practice Training Program 14/05/22

https://gpsupervisorsaustralia.org.au/guides/?utm_source=%27Can+I+ask+you+a+quick+question%3F%27+-+Ad+Hoc+Supervision+and+Informal+Teaching&utm_campaign=c28a9ea7bf-EMAIL_CAMPAIGN_2020_02_27_02_08_COPY_01&utm_medium=email&utm_term=0_4ffcf181fb-c28a9ea7bf-
https://gpsupervisorsaustralia.org.au/teaching-plans/?utm_source=%27Can+I+ask+you+a+quick+question%3F%27+-+Ad+Hoc+Supervision+and+Informal+Teaching&utm_campaign=c28a9ea7bf-EMAIL_CAMPAIGN_2020_02_27_02_08_COPY_01&utm_medium=email&utm_term=0_4ffcf181fb-c28a9ea7bf-
https://gpsupervisorsaustralia.org.au/frequently-asked-questions-more/?utm_source=%27Can+I+ask+you+a+quick+question%3F%27+-+Ad+Hoc+Supervision+and+Informal+Teaching&utm_campaign=c28a9ea7bf-EMAIL_CAMPAIGN_2020_02_27_02_08_COPY_01&utm_medium=email&utm_term=0_4ffcf181fb-c28a9ea7bf-
https://gpsupervisorsaustralia.org.au/before-the-registrar-starts/
https://gpsupervisorsaustralia.org.au/our-resources/
https://www.youtube.com/GPSupervisorsAustralia
https://gpsa.org.au/before-the-registrar-starts-check-list/



