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This policy was revised in partnership with staff side colleagues and senior nursing colleagues from acute, mental health and partnerships.
1. Introduction

NHS Greater Glasgow and Clyde Nursing and Midwifery Bank provide registered and non-registered nursing and midwifery staff when there are unplanned and planned shortfalls in the nursing and midwifery establishments. For example:
· Short- medium sickness absence
· Peak in activity

· Special Leave

Bank staff are workers who are registered with NHS Greater Glasgow and Clyde Nursing and Midwifery Bank and are available to work to fill short term short falls in manpower resource. Bank workers work on the basis that NHSGGC is not obliged to offer them any hours of work and in return Bank workers are not obliged or contracted to accept any hours of work offered to them by NHSGGC.

It is however the expectation of NHSGGC Nursing & Midwifery Staff Bank service that when a bank shift is accepted by a Bank worker that this shift will be honoured.

Aims of the Guide

This policy document outlines recommendations for managers, service users and Bank workers on the use of NHS GGC Nursing & Midwifery Staff bank service and should be read by all staff responsible for requesting a Bank worker and Bank workers. The contents provide clear guidance on:

· The principles of using the Nursing & Midwifery Staff Bank

· Recruitment Process for Nursing and Midwifery Bank workers
· Procedures for the booking of bank workers
· The process for allocating shifts to bank workers 

· Confirmation of registration
· Staff Governance

· Management of conduct and capability

· Bank Nurse training and development

Section 2. The Staff Bank Function
The Nursing and Midwifery Staff Bank service provides a central coordinating booking, recruitment and management service for NHSGGC. The function of the Staff Bank is to provide registered and unregistered nurses to supplement short to medium term absence in the established work force. In assessing the need for a bank worker the following options must first be considered.
· Is there any flexibility in the staff roster?

· Can staff be redeployed from another area?

· Can excess hours be utilised?

The purpose of the Staff Bank is not to provide supplementary staffing for long term sickness, maternity leave or vacancy cover. Bank workers should NOT be booked to cover annual leave or study leave. 

Requesting a Bank Worker

The Staff Bank Service is primarily a telephone based service which provides additional Nursing and Midwifery staffing cover for our hospital wards, outpatient clinics, and health centres. We are a critical link between NHS bank workers and front line health care professionals commissioning staffing requests for their services to source bank shifts for registered nurses and nursing assistants.

All requests for a bank worker should be approved by the Senior Charge Nurse and/or Authorised deputy of the clinical area. Any local authorisation arrangements, policies and procedures should be adhered to. Prior notice of an anticipated shortfall in the nursing establishment creates more options for the staff bank service and improves the balance and alignment of demand and supply. Reduction in short notice shifts i.e. less than 12 hours to shift commencing, will increase transactional time frame which in turn will improve success rate to fill shifts therefore optimising workforce. Supplementary staffing should be monitored as % of the total nurse staffing establishment.

When the Senior Charge Nurse is satisfied that there is a need to request a bank worker the following will apply:-

· All wards and Departments must submit requests via the online booking system, Bank Staff Management System (BSMS). The Contact Centre operate 10 days in advance to process all shifts, when requesting bank shifts clinical areas should submit shifts as soon as identified. To allow the staff bank contact centre to allocate staff to the specific requests all fields should be completed clearly indicating any specific skills and reasons for requests. i.e. If you require an RMN for patient observation please ensure both skills are requested.

· Ward Staff requesting Bank nurses must be authorised requestors. To register additional ‘Authorised Requester’ please phone the Staff bank Contact Centre for advice. 

· When requesting a bank worker via BSMS all mandatory fields have to be completed.

· When booking a bank worker directly i.e. at ward/department level the nurse requester must ensure that the bank nurse identified is available and agrees to undertake the shift. 

Once the Staff Bank Contact Centre has received a request, call handling staff will begin to allocate the shift requirements as per booking to the requested nurse. 

The booking information is recorded on BSMS this generates a unique Booking Reference Number which is available for wards and departments via the BSMS system. The directly booked bank worker should be provided with the shift reference number for any payment enquires.

The ‘Outstanding shifts’ which have no requested nurse attached to them will be allocated by the Staff Bank Contact Centre and therefore must not be allocated at ward level. Up to date information regarding outstanding shifts can be viewed via BSMS. Once these shifts have been allocated then the name of nurse and reference number can be viewed via the BSMS system.

If  offering one of these shifts at ward level please ensure that the shift has not already been filled by the Staff Bank Contact Centre as once a nurse has been allocated this must be honoured.

If there is a need to allocate nurses at ward level this information must be passed back to the Staff Bank to prevent duplication with the request/allocation. 

Shift requests over 24 hours in advance should be requested via BSMS, shifts requested less than 24 hours of shift start time should be passed to Staff Bank Contact Centre staff directly.

At the beginning of each shift, confirmation and photo identification should be checked by the nurse/midwife in charge of the shift.

Optimising bank usage

Prior notice of an anticipated shortfall in nursing establishment creates more options for the staff bank service and improves the balance and alignment of demand and supply. Reduction in short notice shifts i.e. less than 12 hours to shift commencing, will increase transactional time frame which in turn will improve success rate to fill shifts therefore optimising workforce. Supplementary staffing should be monitored as % of total nurse staffing establishment. 
Each operational service will have local authorisation policies for booking bank, overtime, excess and agency. Please refer to the local policy before submitting a bank request. Responsibility for approving the use of bank workers lies with the Budget holder.
Service Developments

NHSGGC Nursing & Midwifery staff bank strives to deliver the best service possible. In order to continually develop our service and meet the needs of the clinical areas we serve we will conduct an annual review of your service needs. This will involve working together with senior nursing colleagues to review activity and service developments in order that the bank workforce meets the service demands. 
Section 3. Information for Managers and Service Users

Conditions of Nursing and Midwifery Staff Bank Registration
All staff registered on the Staff Bank must be compliant with Working Time Regulations (WTR). These regulations include:-
Working Time Limits (48 Hour Week) – Adult workers (over 18), should not work more than 48 hours per week on average over a 17 week referencing period. The service users are responsible for monitoring staff compliance with the regulations.
Regular reports will be provided by the staff bank service to inform services of WTD beaches.
Rest breaks - a break during the working day- An adult worker (over 18), is entitled to a 20 minute rest break when they work more than six hours continuously.
Daily rest - Adult workers should have a break of at least 11 hours between working days/shifts. This means as an adult worker, if you finish work at 8.00 pm on Monday you should not start work until at least 7.00 am on Tuesday.
Weekly rest - Adult workers should have an uninterrupted 24 hours clear of work each week or an uninterrupted 48 hours clear each fortnight. Further guidance can be obtained from your local Human Resources or government websites. 
Annual Leave Guidance for Bank workers.
Scottish Government CEL 15 2011: The maximum leave entitlement for bank/casual workers is 28 days (210hrs) pro rata to actual hours worked.

Annual leave is set at 12.07%. Therefore for each 8.29 hours worked 1 hour of paid annual leave is accrued up to a maximum of 210 hours. (CEL 15 2011 can be viewed at www.sehd.scot.nhs.uk)

In order to monitor annual leave entitlement of bank workers, hours accrued will be monitored in accounting periods and given/taken retrospectively. At the end of each quarter a review will be undertaken of the hours worked and entitlement agreed for the following periods:

1st period – 1 April to 30 June – Leave to be taken between 1 July and 30 September

2nd Period – 1 July to 30 September – Leave to be taken between 1 October and 31 December

3rd Period - 1 October to 31 December – Leave to be taken between 1 January and 31 March

4th Period – 1 January to 31 March – Leave to be taken between 1 April and 30 June

Leave may be taken in instalments but only within the accounting period in which it is due. No more than 37.5 hours will be carried forward from the 4th period into the 1st period of a new year. Substantive staff are not permitted to work bank shifts during the first 5.6 weeks of paid annual leave.
Annual leave - Responsibility of Bank Workers

Bank workers must give a minimum of 10 working days notice when requesting leave.  All Annual Leave requests will be automatically granted (within the scope of this guidance). 
Annual leave must be requested by logging a call with the Contact Centre. A call handler will record the annual leave dates and you will receive a confirmation email. Bank staff must not accept or work any shifts on any dates that annual leave has been requested. 

The maximum number of annual leave hours that can be claimed within a 24hour period are 7.5 hours.

Where annual leave is not requested it will be allocated in the next quarter by the staff bank and the bank worker will not be allowed to work for the duration of the allocated annual leave.

Bank workers who have a substantive post must take annual leave from both substantive and bank post at the same time for 5.6 weeks/210 hours of the Annual Leave year.

No payment in lieu of annual leave will be permitted except where registration with the bank comes to an end and there is WTR holiday entitlement outstanding.
Minimum Shift Requirement
There is no minimum shift requirement, however if a bank worker has not undertaken work within a 13 week period they will be contacted by the Staff Bank Office to confirm whether they intend to remain registered on the staff bank and undertake shifts in the future. Bank workers who are not actively working due to maternity leave or other authorised absence may request to remain registered with the staff bank for this period.
If applicable staff who have not accepted any work in the previous quarter can be removed from the Nursing & Midwifery Staff Bank register.
This process ensures that the Staff Bank Service has access to workers available to accept work in line with service demand.
Recruitment of Nursing and Midwifery Bank Staff
The process for recruiting both registered and non-registered nurses and midwives to the Nursing and Midwifery Staff Bank follows the same robust recruitment and selection processes as required for substantive posts.
There is both an internal and external process:
Internal Applicants 

Nursing and Midwifery staff that hold substantive posts within NHS Greater Glasgow & Clyde can join the Staff Bank by completing an Internal Application. This process must be fully supported by their substantive line manage, however the line manager is under no obligation to support a substantive member of staff to join the Staff Bank.
An internal application form is completed and is available on the Nursing and Midwifery Bank Web Page on Staff net.  
http://www.staffnet.ggc.scot.nhs.uk/Human%20Resources/Resourcing%20Recruitment%20and%20Workforce%20Planning/StaffBanks/Pages/NHSGGCStaffBanks.aspx
The internal applicant’s line manager i.e. Senior Charge Nurse acts as the sponsor of the internal applicant and continues to vicariously manage the nurse/midwife whilst they are undertaking bank work. The Senior Charge Nurse and Lead Nurse or Clinical Service Manager must complete and sign a reference supporting the individual's application. Before completing and signing the reference managers acting as the individuals sponsor are asked to give due consideration of the suitability of the individual to undertake bank work i.e. reliability, competency, absence record. Managers are under no obilgation to support an internal application request for a substantive staff member.                                                            
The reference form must have signatures of both the line manager i.e. Senior Charge Nurse and the Lead Nurse/Professional Lead before it can be processed.

N.B.  Shifts should not be booked prior to confirmation of appointment. New Bank Staff will be advised by the Nurse Bank recruitment team when the recruitment process has been completed.
External Applicants

External applicants to the Nursing and Midwifery Staff Bank will be subject to the NHS Greater Glasgow & Clyde recruitment and selection processes which adhere to NHS Scotland PIN Guidelines.

· Application short listed in line with Pin guidelines
· Short listed applicants interviewed

· Successful interviewees are progressed subject to the following checking standards: Occupational Health Clearance, Criminal record checks and membership of the Protecting Vulnerable Groups (PVG) scheme, Employment history and 2 satisfactory reference checks, Verification of identity checks and right to work in UK checks.
On completion of the above to a satisfactory standard the successful applicant will be required to attend mandatory induction training before being allowed to book shifts in wards/departments. Successful non registered applicants will also be required to comply with Healthcare Support Workers Standards while working in NHSGGC. This requires the service to assist in signing off certain mandatory standards in the HCSW standards workbook. 
Newly Qualified Bank Nurses/Midwives 

NHSGGC staff bank service annually recruits a cohort of newly qualified nurses and midwives (NQN/M) to support clinical areas. Following pre-employment checks, registration with NMC and mandatory nurse induction training a newly qualified bank nurse is placed in a nominated clinical area for a minimum period of 4 months.

The newly qualified nurse/midwife functions as a 1 WTE member of staff (as roster allows) covering approx 37.5 hours per week.

Not with standing that the NQN/M is a bank worker the terms of their engagement with the staff bank (for NQN/Ms acute only) requires that they complete a 4 month period of supervision. It is therefore a condition of their registration that they will cover shifts as per the service need and not on an as and when basis. This includes, nights weekends and public holidays. The NQN/M has been made aware of this as part of the recruitment/selection process.

The clinical area hosting the newly qualified nurse will allocate a mentor to support them during the 4 month placement; the NQN/M will have access to a local competency programme and be supported with Flying Start.
At the end of the 4 month placement the clinical mentor will liaise with a Staff Bank Nurse Manager to confirm competence prior to NQN/M being released to take shifts else where. There is an expectation that the NQN/M will continue to be remotely supported by identified mentor. If the NQN/M has no substantive employment 12 months following registration to the staff bank the NQN/M must meet with a Staff Bank Nurse Manger to sign off flying start and complete a practitioner completion proforma for PEF records.
Guidance for bank staff no longer in a substantive post.

Bank workers that registered with the staff bank were permitted to do so through an internal application process, by virtue of existing employment, in a nursing role, with NHS Greater Glasgow and Clyde.  This was on the basis that bank workers are vicariously managed by their substantive line manager in delivering high standards of care to patients.

Bank workers planning to leave their substantive employment within the organisation e.g. retirement and wish to continue to undertake bank shifts will no longer have sponsorship of the substantive line manager and therefore no means for the bank nurse’s competence to be assessed within the responsibilities of the role and job description.  

Bank workers wishing to continue to undertake shifts when no longer employed by NHS GGC must therefore undergo a reassessment process to transfer managerial responsibility to the Staff Bank Nurse Management. The Staff Bank Service will not be in a position to offer bank work until the reassessment process has been satisfactorily completed.

It is the responsibility of the individual bank worker to inform the Staff Bank Nurse Management team of their intention to leave their substantive post at the earliest opportunity.  This will allow the Staff Bank Nurse Management team to undertake the reassessment process i.e. satisfactory OH, PVG assessment, and mandatory training update.   As this process can take up to 3 months to conclude, it is advisable that bank workers notify Staff Bank Nurse Management a minimum of 3 months in advance of leaving their substantive post in order to apply for continued registration with the Staff Bank.

Registered Bank Nurses/Midwives

In order to maintain their professional qualifications nurses and midwifes must undertake 150 practice hours per year.  In addition, they must complete 12 hours of professional education.  The obligation is on the individual to ensure that they meet these requirements and they must re-register each year and demonstrate to us that these have been achieved.  No assurances are given by the bank that individuals will receive any minimum number of practice hours per year.  Bank workers are free to hold substantive posts with other Boards or to register with a number of banks, and many do so to ensure that they receive sufficient practice hours.

The Staff Bank Service will conduct bi-annual random audits of training records and practice hours. Bank workers maybe invited to meet with a nurse bank manger to discuss their CPD and any development needs. The bank worker must comply with any request to attend a management meeting to discuss competence.
Cancellations – Guidance for clinical staff
The ward or department must not cancel a bank nurse/midwife/HCSW directly they must cancel the shift via the Staff Bank Contact Centre who will then manage the cancellation process.  Cancellations of bank shifts by the ward must be made a minimum of 4 hours in advance of the shift start time. Cancellations of bank shifts by the ward of less than 4 hours will incur the full cost of the nurse/midwife/HCSW to the Sector/Directorate/IJB, if suitable redeployment is not possible.

Staff Bank Contact Centre Opening Hours (i.e. 0800-2030) - On arrival at the ward if for any reason the bank nurse/midwife/HCSW is no longer required, the ward must inform the Staff Bank Contact Centre who will be able to reallocate the bank nurse to an area with an outstanding shift request. If there is no suitable alternative work available, the Sector/Directorate/IJB will incur the full cost of the nurse/midwife/HCSW.   
Out of hours. (i.e. 20.30-08.00) -  On arrival at the ward if for any reason the bank nurse/midwife/HCSW is no longer required, in consultation with the bank worker and senior nurse/clinical coordinator the Bank nurse should be redeployed to another area. The ward must inform the Staff Bank Contact Centre of the reallocation, this allows the nurse to be paid appropriately and ensure all work records are accurate for audit purposes. If there is no suitable alternative work available, the Sector/Directorate/IJB will incur the full cost of the nurse/midwife/HCSW.   

If reallocation to another site is required, the Nurse must be transported safely and be returned to original site by the end of the shift. Again, if the nurse is unable to be re deployed the Sector/Directorate/IJB will incur the full cost of the nurse/midwife/HCSW.

Ward staff should not send or allow a bank nurse home without a discussion with a senior member of hospital staff with regards redeployment of the bank worker.
Cancellation/’Did Not Attend’ (DNA) - Guidance for Bank Workers
The aim of this guidance is to help the staff bank make the most of attendance at work. At the staff bank we are seeking to create and maintain a culture in which maximum attendance at work is the expectation. This will be facilitated by effective data monitoring and procedures to identify situations where a workers attendance falls below the expected standards, as set out below.

The guidance will enable the delivery of consistently high quality services by achieving the maximum possible level of attendance at work. The guidance ensures everyone is dealt with in a fair and consistent manner.

Once a shift has been accepted / allocated the bank worker has an obligation to attend for work.

The Bank worker must inform the Contact Centre and Staff Bank Nurse Manager of any absence as early as possible; the staff bank expects a minimum of 12 hours notice of cancellation of a shift.

The bank worker should contact the Contact Centre in the first instance; an exception to this is out with office hours. In this case the bank worker should inform the clinical area then contact the contact centre at the earliest opportunity.

Shift cancellations will be monitored by the Staff Bank Nurse Managers.  Bank workers who persistently cancel shifts may not be offered further work. Failure to give adequate notice i.e. 12 hours may result in a more formal process being initiated. Staff who cancel shifts on 4 or more episodes within a 12 month period may trigger a formal process.

Bank workers that persistently ‘do not attend’ (DNA) for shifts may not be offered further work. Bank workers who have not attended on 2 or more occasions within a 6 month period may trigger a formal process, they will meet with a Staff Bank Nurse Manager and disciplinary proceedings may commence.
The bank worker must comply with documented reporting procedures. If required to do so the bank worker must attend a management meeting to discuss attendance.

Staff bank service must ensure all workers have been issued with cancellation/DNA management guidelines.

Staff Bank Nurse Managers must ensure that absence reporting procedures are documented and confidentiality is maintained throughout all discussions and relevant documentation relating to attendance.
Staff Governance 

KSF PDP/PDPR
Personal Development Plan Review (PDPR) will focus on enabling Bank only workers to develop and apply their knowledge and skills to meet the demands of their post.  Bank only workers will be offered the opportunity to sit down with their manager/senior professional colleagues to discuss development needs and identify learning opportunities to help in preparing a Personal Development Plan based on the NHS KSF outlines applicable to the post. In order to maintain their professional qualifications nurses and midwifes must undertake 150 practice hours per year.  In addition, they must complete 12 hours of professional education. The Staff Bank Service will conduct bi-annual random audits of training records and practice hours worked. Bank workers maybe invited to meet with a Staff Bank Nurse Manger to discuss their CPD and any development needs. The bank worker must comply with any request to attend a management meeting to discuss competence. It is understood that for bank workers with a substantive post KSF and PDP are supported by their line manager.
Education, Mandatory Training and Essential Skills

All newly appointed Bank workers will undertake Mandatory Nursing Induction and if applicable Moving and Handling training prior to commencing Bank shifts.  (This does not apply to substantive staff/ internal applicants). Following discussion with a Staff Bank Nurse Manager, some Bank Nurses may require other relevant training specific to the areas where they are practising.

NHSGGC is a paper light organisation, the primary platform for inputting and extracting patient information is electronic, i.e. via Trakcare and Clinical Portal, this therefore requires all bank nurses to have an active email account (IT application completed on engagement). An email account facilitates access to Staff net for all up to date information, and allows the bank nurse to log on to Learnpro and access the mandatory training modules. To support effective communication and development it is anticipated that bank workers have the opportunity to access IT equipment within clinical areas as appropriate.
Bank Nurses and Midwives are eligible to attend any of the NHS Greater Glasgow & Clyde's training and development programmes. This should be in their own time and following discussion with a Staff Bank Nurse Manager. Bank workers undertaking any relevant training development programme do so without remuneration.
Bank Nurses/Midwives being in-charge

Bank nurses/midwives should not be booked in advance to take charge of a ward/department, unless they have been identified as having the required knowledge and skills.

Bank Nurses and midwives who hold substantive contracts may be booked to take charge of their own ward/department.

Due to unforeseen circumstances, the bank nurse/midwife may at times be required to take charge of the clinical area. In this situation the nurse in charge/senior nurse within the department should ascertain if the bank nurse feels they have the required knowledge and skills. If the bank nurse does not feel they have sufficient experience the Senior Nurse must contact the Clinical Co-ordinator to make alternative local arrangements, the bank nurse/midwife can then be redeployed to cover other areas within the hospital/directorate.

Management of Capability & Conduct

Bank workers are bound by NHS GGC Policies and procedures. Whilst undertaking shifts within NHSGGC the conduct and competence of the bank worker is the direct responsibility of the Nurse in Charge of the clinical area, any immediate issues should be raised and dealt with locally during the shift. Should there be any concerns in relation to a Bank worker undertaking shifts within a clinical area that cannot be resolved locally in the first instance, please report this to the relevant Staff Bank Nurse Manager for your clinical area and your line manager. Please refer to Incident reporting procedure located on nurse bank staff net page.
http://www.staffnet.ggc.scot.nhs.uk/Human%20Resources/Resourcing%20Recruitment%20and%20Workforce%20Planning/StaffBanks/NursingMidwiferyBank/Pages/InformationforBankStaff.aspx
Bank workers may require to be deployed to another ward or department before or during the course of a shift. If requested to move to another ward the expectation of the Staff Bank Service is that the bank worker will comply with the request. In order to respond to the clinical demand it is imperative that the bank worker is flexible to support this. If the bank worker refuses then formal disciplinary procedures may be initiated.
Where a bank worker is involved in a clinical incident, competency or conduct issue that requires to be managed through a formal process, bank ‘only’ workers will be managed by the Staff Bank Nurse Management Team. Bank workers that also have a substantive post and are undertaking bank shifts within their own area will be managed through their existing line management structure with support from Staff Bank Nurse Management if required. For bank workers with a substantive post under taking shifts out with their own area any investigations will be jointly managed by substantive line manager and Staff Bank Nurse Management team. NHSGGC Staff Bank Management aim to complete all formal investigations within a 2 month time period, in order to ensure the investigation is timely it is essential that the investigating manager has full access to clinical notes as required, has names contact details and planned duty roster of all witnesses involved, see appendix 1.
Where a Bank worker is subject to formal proceedings under the NHSGGC Disciplinary Policy in their substantive post, it is the responsibility of the substantive line manager to inform the Staff Bank Nurse Management team of the progress and out come of these proceedings. 
Bank workers have a responsibility to report any concerns they have in relation to patient safety to the senior nurse on duty in the service area they are undertaking shifts. It is however appreciated that bank workers may not be comfortable to approach the manager regarding their concerns; bank workers are therefore required to report this to a Staff Bank Nurse Manager at the earliest opportunity to allow concerns to be investigated.

Bank workers are not permitted to undertake shifts for the Bank when:

· On sick leave from their substantive employment, or any other employment.
· On maternity leave from any other employment or if Bank only, within 6 weeks after birth of child.
· Where a Bank worker is subject to proceedings/suspension in their substantive post under the NHSGGC Disciplinary Policy consideration should be given by the substantive Line Manager to the impact of this on their bank post. The matter should be discussed with the relevant Staff Bank Nurse Manager at the earliest opportunity to agree an appropriate course of action.
· NMC registration has lapsed and until registration is confirmed. 
Values, Attitudes and Behaviours
Bank workers are expected to abide by NHS Greater Glasgow & Clyde Policies and Procedures i.e. Dignity at Work Policy. As part of NHSGGC work force, bank workers have a right to work in an environment where they are treated fairly and consistently. Equally whilst undertaking shifts bank workers must demonstrate the same core values and behaviours as set out in the organisations Dignity at Work Policy and Facing the Future Together. Where Bank workers experience any disrespectful behaviour either to them selves or others the bank worker is encourage to deal with it immediately at local level by raising it with the individual involved or the nurse in charge of the area. It is however appreciated that bank staff may not be comfortable to approach the manager regarding their concerns; bank staff are therefore required to report this to a Staff Bank Nurse Manager at the earliest opportunity to allow concerns to be investigated.
Incident Reporting
All incidents should be recorded in writing using the Nurse Bank Incident Reporting Form. Located on staff bank staff net page. 

http://www.staffnet.ggc.scot.nhs.uk/Human%20Resources/Resourcing%20Recruitment%20and%20Workforce%20Planning/StaffBanks/NursingMidwiferyBank/Pages/InformationforBankStaff.aspx
This form is intended as an immediate record of events following an incident involving a member of the nurse bank workforce. Please ensure that it is fully completed and sent to a Staff Bank Nurse Manager within 7 working days of the incident.  You may be contacted at a later stage to discuss this in more detail. Please note that the Bank Incident form should not be used in place of the NHS Greater Glasgow & Clyde Datix Reporting System.

Should non attendance or late attendance require to be reported the contact centre should be contacted in the first instance. Your call will be formally logged and appropriate action taken to ensure that such instances are dealt with promptly. 

Proof of Registration
It is the responsibility of the individual nurse/midwife to maintain their registration. Prior to appointment the Staff Bank Nurse Management Team will confirm valid NMC registration for their records. Information on managers and employees responsibilities in regard to registration can be found in NHS GGC EMPLOYMENT OF STATUTORY REGISTERED PROFESSIONALS POLICY which is available via NHS GGC Staff net.
Confirmation of NMC registration will be verified and held on the Nurse Bank data base. Shifts cannot be allocated if registration has expired.  Registered Nurses and Midwives with lapsed registrations will be informed of their lapsed registration; if they do not contact the bank to discuss they will be removed from the Nurse Bank Register.
Uniform Policy

For all bank workers undertaking shifts across NHSGGC adherence to the uniform policy is mandatory. Bank workers are provided with photographic ID along with NHSGGC Nursing & Midwifery staff bank terms and conditions. It is the bank workers responsibility to ensure they have the appropriate ID, any issues regarding ID should be raised with a Staff Bank Nurse Manager. All non substantive Bank workers are issued with two uniforms on appointment. To access the full NHSGGC Uniform Policy see staff net: www.staffnet.ggc.scot.nhs.uk/Human%20Resources/Policies/Pages/default.aspx
Section 4. Information for Bank Workers

Conditions of Nursing and Midwifery Staff Bank Registration

All staff registered on the Staff Bank must be compliant with Working Time Regulations (WTR). These regulations include:-

Working Time Limits (48 Hour Week) – Adult workers (over 18), should not work more than 48 hours per week on average over a 17 week referencing period. The service users are responsible for monitoring staff compliance with the regulations.

Regular reports will be provided by the staff bank service to inform services of WTD beaches.
Rest breaks - a break during the working day- An adult worker (over 18), is entitled to a 20 minute rest break when they work more than six hours continuously.

Daily rest - Adult workers should have a break of at least 11 hours between working days/shifts. This means as an adult worker, if you finish work at 8.00 pm on Monday you should not start work until at least 7.00 am on Tuesday.

Weekly rest - Adult workers should have an uninterrupted 24 hours clear of work each week or an uninterrupted 48 hours clear each fortnight. Further guidance can be obtained from your local Human Resources or government websites. 

Annual Leave Guidance for Bank workers.
Scottish Government CEL 15 2011: The maximum leave entitlement for bank/casual workers is 28 days (210hrs) pro rata to actual hours worked.

Annual leave is set at 12.07%. Therefore for each 8.29 hours worked 1 hour of paid annual leave is accrued up to a maximum of 210 hours. (CEL 15 2011 can be viewed at www.sehd.scot.nhs.uk)

In order to monitor annual leave entitlement of bank workers, hours accrued will be monitored in accounting periods and given/taken retrospectively. At the end of each quarter a review will be undertaken of the hours worked and entitlement agreed for the following periods:

1st period – 1 April to 30 June – Leave to be taken between 1 July and 30 September

2nd Period – 1 July to 30 September – Leave to be taken between 1 October and 31 December

3rd Period - 1 October to 31 December – Leave to be taken between 1 January and 31 March

4th Period – 1 January to 31 March – Leave to be taken between 1 April and 30 June

Leave may be taken in instalments but only within the accounting period in which it is due. No more than 37.5 hours will be carried forward from the 4th period into the 1st period of a new year. Substantive staff are not permitted to work bank shifts during the first 5.6 weeks of paid annual leave.

Annual leave - Responsibility of Bank Workers

Bank workers must give a minimum of 10 working days notice when requesting leave.  All Annual Leave requests will be automatically granted (within the scope of this guidance). 

Annual leave must be requested by logging a call with the Contact Centre. A call handler will record the annual leave dates and you will receive a confirmation email. Bank staff must not accept or work any shifts on any dates that annual leave has been requested. 

The maximum number of annual leave hours that can be claimed within a 24hour period are 7.5 hours.

Where annual leave is not requested it will be allocated in the next quarter by the staff bank and the bank worker will not be allowed to work for the duration of the allocated annual leave.

Bank workers who have a substantive post must take annual leave from both substantive and bank post at the same time for 5.6 weeks/210 hours of the Annual Leave year.

No payment in lieu of annual leave will be permitted except where registration with the bank comes to an end and there is WTR holiday entitlement outstanding. 
Maternity Leave
It is important for a Bank worker who becomes pregnant to advise a Nursing & Midwifery Staff Bank Nurse Manager of their pregnancy. If the bank worker has no other post with NHSGGC then it is necessary to carry out a risk assessment in accordance with Occupational Health guidance and therefore it is essential bank workers contact a Staff Bank Nurse Manager when they are pregnant to allow a risk assessment to be carried out. If the bank worker has another post with NHSGGC they are require to inform a Staff Bank Nurse Manager that a risk assessment has been carried out in their substantive post.

In certain circumstances Bank workers may be eligible to receive maternity pay. This is determined on an individual basis.

Bank workers who have substantive employment with the board cannot work on the Bank during maternity leave. 

Minimum Shift Requirement

There is no minimum shift requirement, however if a bank worker has not undertaken work within a 13 week period they will be contacted by the Staff Bank Office to confirm whether they intend to remain registered on the staff bank and undertake shifts in the future. Bank workers who are not actively working due to maternity leave or other authorised absence may request to remain registered with the staff bank for this period.

If applicable staff who have not accepted any work in the previous quarter can be removed from the Nursing & Midwifery Staff Bank register.

This process ensures that the Staff Bank Service has access to workers available to accept work in line with service demand.

Guidance for bank staff no longer in a substantive post.

Bank workers that registered with the staff bank were permitted to do so through an internal application process, by virtue of existing employment, in a nursing role, with NHS Greater Glasgow and Clyde.  This was on the basis that bank workers are vicariously managed by their substantive line manager in delivering high standards of care to patients.

Bank workers planning to leave their substantive employment within the organisation e.g. retirement and wish to continue to undertake bank shifts will no longer have sponsorship of the substantive line manager and therefore no means for the bank nurse’s competence to be assessed within the responsibilities of the role and job description.  

Bank workers wishing to continue to undertake shifts when no longer employed by NHS GGC must therefore undergo a reassessment process to transfer managerial responsibility to the Staff Bank Nurse Management. The Staff Bank Service will not be in a position to offer bank work until the reassessment process has been satisfactorily completed.

It is the responsibility of the individual bank worker to inform the Staff Bank Nurse Management team of their intention to leave their substantive post at the earliest opportunity.  This will allow the Staff Bank Nurse Management team to undertake the reassessment process i.e. satisfactory OH, PVG assessment, and mandatory training update.   As this process can take up to 3 months to conclude, it is advisable that bank workers notify Staff Bank Nurse Management a minimum of 3 months in advance of leaving their substantive post in order to apply for continued registration with the Staff Bank.

Registered Bank Nurses/Midwives

In order to maintain their professional qualifications nurses and midwifes must undertake 150 practice hours per year.  In addition, they must complete 12 hours of professional education.  The obligation is on the individual to ensure that they meet these requirements and they must re-register each year and demonstrate to us that these have been achieved.  No assurances are given by the bank that individuals will receive any minimum number of practice hours per year.  Bank workers are free to hold substantive posts with other Boards or to register with a number of banks, and many do so to ensure that they receive sufficient practice hours.

The Staff Bank Service will conduct bi-annual random audits of training records and practice hours. Bank workers maybe invited to meet with a nurse bank manger to discuss their CPD and any development needs. The bank worker must comply with any request to attend a management meeting to discuss competence.
Leaving the Nurse Bank

Should your circumstances change and you are no longer able to work within NHS Greater Glasgow & Clyde Bank you must submit your written resignation to the Staff Bank Office. This will allow any relevant documentation to be forwarded to you. If removed from or leaving the Nurse bank uniforms and ID badge must be returned to the Staff Bank Office.

Cancellation/’Did Not Attend’ (DNA) - Guidance for Bank Workers

The aim of this guidance is to help the staff bank make the most of attendance at work. At the staff bank we are seeking to create and maintain a culture in which maximum attendance at work is the expectation. This will be facilitated by effective data monitoring and procedures to identify situations where a workers attendance falls below the expected standards, as set out below.

The guidance will enable the delivery of consistently high quality services by achieving the maximum possible level of attendance at work. The guidance ensures everyone is dealt with in a fair and consistent manner.

Once a shift has been accepted / allocated the bank worker has an obligation to attend for work.

The Bank worker must inform the Contact Centre and Staff Bank Nurse Manager of any absence as early as possible; the staff bank expects a minimum of 12 hours notice of cancellation of a shift.

The bank worker should contact the Contact Centre in the first instance; an exception to this is out with office hours. In this case the bank worker should inform the clinical area then contact the contact centre at the earliest opportunity.

Shift cancellations will be monitored by the Staff Bank Nurse Managers.  Bank workers who persistently cancel shifts may not be offered further work. Failure to give adequate notice i.e. 12 hours may result in a more formal process being initiated. Staff who cancel shifts on 4 or more episodes within a 12 month period, 2 or more in a 6 month period may trigger a formal process.

Bank workers that persistently ‘do not attend’ (DNA) for shifts may not be offered further work. Bank workers who have not attended on 2 or more occasions within a 6 month period may trigger a formal process, they will meet with a Staff Bank Nurse Manager and disciplinary proceedings may commence.

The bank worker must comply with documented reporting procedures. If required to do so the bank worker must attend a management meeting to discuss attendance.

Staff bank service must ensure all workers have been issued with cancellation/DNA management guidelines.

Staff Bank Nurse Managers must ensure that absence reporting procedures are documented and confidentiality is maintained throughout all discussions and relevant documentation relating to attendance. 
Proof of Registration
It is the responsibility of the individual nurse/midwife to maintain their registration. Prior to appointment the Staff Bank Nurse Management Team will confirm valid NMC registration for their records. Information on managers and employees responsibilities in regard to registration can be found in NHS GGC EMPLOYMENT OF STATUTORY REGISTERED PROFESSIONALS POLICY which is available via NHS GGC Staff net.
Confirmation of NMC registration will be verified and held on the Nurse Bank data base. Shifts cannot be allocated if registration has expired.  Registered Nurses and Midwives with lapsed registrations will be informed of their lapsed registration; if they do not contact the bank to discuss they will be removed from the Nurse Bank Register.

Booking Shifts

To help us provide the best service possible you need to submit your availability to the Staff Bank Contact Centre. You can do this by phoning the contact centre informing the staff of when you are available for shifts. All requests for Bank workers are submitted via the Staff Bank Contact Centre, if you regularly update your availability you will have the best chance of being offered work. 
Bank workers who have a substantive post may be booked directly at ward level, the Senior Charge Nurse will book the shift via the web based booking system with your name attached to the request. This information is recorded on the Bank Staff Management System (BSMS).

This system provides a reference number for each shift requested. This is then sent to the Ward. Bank workers must call the contact centre for confirmation of their shift and reference number even when they are booked at ward level.

All other shifts must be booked via the Staff Bank Contact Centre. You will be given the reference number for each shift booked during your telephone call indicating ward and shift time. You must keep a record of the reference number at all times.

Bank workers are reminded that they may be deployed to another ward or department before or during the course of a shift, where service need is greatest.  If requested to move to another ward the expectation of the Staff Bank is that the bank worker will comply with the request. If the bank worker refuses then formal disciplinary procedures may be initiated.

Occasionally Bank workers arrive at a clinical area and are not required or the shift has been cancelled. If this happens during Contact Centre opening hours then you must call the contact centre for another shift. If out with office hours please ask the Nurse in charge/ Clinical Co-ordinator if you can be re allocated. Do not go home as in that instance you will not be paid for the shift. 

Timesheets and Payment

NHS Greater Glasgow & Clyde Nursing & Midwifery Staff Bank use online electronic timesheets which means that timesheets will be completed by the authorising nurse via the web based system BSMS at end of a shift. The bank worker will therefore have no paper copy of their timesheets. It is advisable in these circumstances to note when and where you worked and also shift times.
Timesheets run from Friday to Thursday of each week. Timesheets must be electronically signed off no later than 8.30am every Friday. Bank workers should ensure ward staff are aware they require to sign off electronic timesheets after each shift. Bank workers are paid weekly via BACS payment.

Please note cut off times will be earlier when a Public Holiday occurs, or when it is at the end of the financial year.
Health and Safety at Work

NHS Greater Glasgow & Clyde places the health, safety and well being of their employees/workers as an utmost priority. There is a health and safety management system in place across the Board this is in line with the NHS GGC Health & Safety Policy which is available in all areas and can be accessed via a link on our staff bank Staffnet page. 

All incidents/accidents should be reported on the DATIX system.  All Datix reports are read by a Health & Safety Advisor and investigated fully if required. In the unfortunate event of a Bank worker suffering a work related illness, all staff should ensure the following procedures:

1. Any injury should be reported immediately to the Nurse in charge within the clinical area you are working, this will then be recorded on Datix, if you attend the emergency department or have to go off shift early this must also be recorded on the Datix.

2. Notification to Staff Bank Contact Centre should be as prompt as possible.

3. Following any period of unavailability for work through illness or injury the Bank worker will be required to provide evidence such as a medical certificate of fitness to return to work prior to booking a shift.

In certain circumstances, a Bank worker may be eligible for statutory sick pay; eligibility is dependent on a number of factors and will be determined on an individual basis.  Assistance and support for bank workers is available via Occupational Health and the Employee Counseling Service.

Education, Mandatory Training and Essential Skills

All newly appointed Bank workers will undertake Mandatory Nursing Induction and if applicable Moving and Handling training prior to commencing Bank shifts.  (This does not apply to substantive staff/ internal applicants). Following discussion with a Staff Bank Nurse Manager, some Bank Nurses may require other relevant training specific to the areas where they are practising.

NHSGGC is a paper light organisation, the primary platform for inputting and extracting patient information is electronic, i.e. via Trakcare and Clinical Portal, this therefore requires all bank nurses to have an active email account (IT application completed on engagement). An email account facilitates access to Staff net for all up to date information, and allows the bank nurse to log on to Learnpro and access the mandatory training modules. To support effective communication and development it is anticipated that bank workers have the opportunity to access IT equipment within clinical areas as appropriate.

Bank Nurses and Midwives are eligible to attend any of the NHS Greater Glasgow & Clyde's training and development programmes. This should be in their own time and following discussion with a Staff Bank Nurse Manager. Bank workers undertaking any relevant training development programme do so without remuneration.

KSF PDP/PDPR

Personal Development Plan Review (PDPR) will focus on enabling Bank only workers to develop and apply their knowledge and skills to meet the demands of their post.  Bank only workers will be offered the opportunity to sit down with their manager/senior professional colleagues to discuss development needs and identify learning opportunities to help in preparing a Personal Development Plan based on the NHS KSF outlines applicable to the post. In order to maintain their professional qualifications nurses and midwifes must undertake 150 practice hours per year.  In addition, they must complete 12 hours of professional education. The Staff Bank Service will conduct bi-annual random audits of training records and practice hours worked. Bank workers maybe invited to meet with a Staff Bank Nurse Manger to discuss their CPD and any development needs. The bank worker must comply with any request to attend a management meeting to discuss competence. It is understood that for bank workers with a substantive post KSF and PDP are supported by their line manager.
Values, Attitudes and Behaviours

Bank workers are expected to abide by NHS Greater Glasgow & Clyde Policies and Procedures i.e. Dignity at Work Policy. As part of NHSGGC work force, bank workers have a right to work in an environment where they are treated fairly and consistently. Equally whilst undertaking shifts bank workers must demonstrate the same core values and behaviours as set out in the organisations Dignity at Work Policy and Facing the Future Together. Where Bank workers experience any disrespectful behaviour either to them selves or others the bank worker is encourage to deal with it immediately at local level by raising it with the individual involved or the nurse in charge of the area. It is however appreciated that bank staff may not be comfortable to approach the manager regarding their concerns; bank staff are therefore required to report this to a Staff Bank Nurse Manager at the earliest opportunity to allow concerns to be investigated.
Uniform Policy

For all bank workers undertaking shifts across NHSGGC adherence to the uniform policy is mandatory. Bank workers are provided with photographic ID along with NHSGGC Nursing & Midwifery staff bank terms and conditions. It is the bank workers responsibility to ensure they have the appropriate ID, any issues regarding ID should be raised with a Staff Bank Nurse Manager. All non substantive Bank workers are issued with two uniforms on appointment. To access the full NHSGGC Uniform Policy see staff net: www.staffnet.ggc.scot.nhs.uk/Human%20Resources/Policies/Pages/default.aspx
Section 5. How to contact us
NHS Greater Glasgow & Clyde, Nursing & Midwifery Bank Offices are located at:

Modular Building

Gartnavel Royal Hospital

1055 Great Western Road

Glasgow

G12 0XH

To contact us: 

Phone Number: 0141 278 2555

OR contact us by e-mail staff.bank@ggc.scot.nhs.uk
Contact Centre

For bookings, ward requests and for bank workers to provide their availability the Nurse Bank Contact Centre is open from 0800-2030hrs. 

Nurse Bank Administration

The Nurse bank office is open Monday – Friday, 0900hrs – 1700hrs. For enquiries about pay, annual leave and recruitment contact us on 0141 278 2555 and choose the relevant option.  

NHSGGC staff net page is the best way of keeping up to date with any news, information and ongoing developments.
http://www.staffnet.ggc.scot.nhs.uk/Human%20Resources/Resourcing%20Recruitment%20and%20Workforce%20Planning/StaffBanks/NursingMidwiferyBank/Pages/InformationforBankStaff.aspx
Nurse Bank Management Team

	Name
	Title
	Contact details

	Julie Tomlinson
	Professional Lead
	Julie.tomlinson@ggc.scot.nhs.uk
01412782659

	Neil McGhie
	Contact Centre Manager
	Neil.mcghie@ggc.scot.nhs.uk
014128782656

	Jean Stevenson
	Nurse Manager
	Jean.stevenson@ggc.soct.nhs.uk
01412782559

	Audrey Rowan
	Nurse Manager
	Audrey.rowan@ggc.scot.nhs.uk
01412782562

	Karen McCoubrey
	Nurse Manager
	Karen.mccoubrey@ggc.scot.nhs.uk
01412782560


Section 6 Appendix: Investigatory        
[image: image2]
























Supportive improvement


Meet with staff member


Agree action plan/competency programme


1 week     




















7. Report outcomes





Disciplinary hearing held


Out come delivered





1-2 weeks














6. Recommendations


Submit management case to Professional Lead/ Head of Service for  consideration of disciplinary hearing.


1week





5. Analyse Information


In collaboration with HR and inline with NHSGGC policies allegations agreed.











 4. Organise Information


Review statements


Review decision to offer shifts


Update bank worker on status of investigation/inactive


Compile draft report





4&5 -2 weeks 








3. Collect Information


Meet with witnesses 


take statements 


Access clinical note


Set timescales for return of notes





2-3 weeks





2. Plan the investigation


Establish need for joint approach or bank only investigation


Plan dates for witness interviews 


Liaise with HR support


Send ‘trigger’ email to LN & SCN


Commence time line record


 1 week





1. Immediate action


Request IR Form outlining allegation(s) and confirmation of key witnesses (including availability)


Identify if bank person holds dual contract/bank only 


Contact staff member.


Decision re continue to work/ shifts not offered.


Provide investigation timescale for bank worker


If required - commence formal investigation.





Day 1
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