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Introduction of Allocate BankStaff 
Submitting Booking Requests for Medical Locum Cover 



From the 1st of July 2017 requesting shifts for Medical Locum cover will now be made via the new Allocate BankStaff system. 

This new system will introduce the following changes to existing processes for Requesting Temporary Medical Staff cover via Bank Doctors or Agency locums:

1. Submitting Booking Requests  to the Medical  Staff Bank Unit  will be made via the new system and this will replace the current process of submitting via email a Booking Request Form to the Medical Staff Bank.

	
Before creating a booking request on the BankStaff system, the Service /Department must ensure that all internal cover options have been considered first.  Only NHSGGC staff with appropriate budgetary approval can authorise shifts onto BankStaff. If you do not have appropriate authority you must not add shifts to the system. check with your service manager/ if you are not sure.



1. Paper Timesheets currently used for Verification of NHS GGC Bank Doctor hours  will from the 1st of July 2017 be replaced with an  online timesheet accessed via the new system 


	
All Services /Department can check BankStaff throughout the day to monitor progress with their requested Medical locum shifts being filled by a Bank doctor .

BankStaff will improve and streamline the process for submitting booking requests.

The system will be used alongside the Retinue Bridge portal used to manage transactions to approve, authorise and pay agency locums. Bookings for locum cover will be outsourced via the  BankStaff system to NHS GGC managed service provider Retinue Health in line with the current process to source cover via bank first and then agency .

The Medical Staff Bank will continue to upload Medical Locum shift requests on to the Retinue Bridge portal to cascade to the managed service (Retinue Health) agency suppliers












[bookmark: _GoBack]

 (
Do you have access to StaffBank system?
)


 (
Yes
) (
No
)


 (
If you have appropriate authority you log in to 
BankStaff
 
Type in your user name
 and password
, 
which will have been sent to you by email in advance of the Go Live 1
st
 July 2017 
T
his will require to be changed when you first log into 
BankStaff
.
) (
Contact the NHS GGC Medical Staff Bank 
unit  to
 request new user set up 
)



 (
This is the screen you will see when you sign in
)





 (
Do you require the Medical Staff Bank to fill a shift in Medical Service /
Dept  Area
?
)



 (
Yes
)
 (
Have all processes been followed and the service manager (
Authoriser )
 has confirmed that Medical Locum cover is  required and budgetary approval has been obtained.
)



 (
No
) (
Yes
)







 (
Shift  request
 should not be put on the system
) (
The page below will open
) (
Shift can be put onto the system
)


 (
Do you know who is going to work the shift?
)
 (
Note:
 this page will open and show Next 7 days – if you want to look 
outwith
 this time period, click on Filter Settings and put in the periods you want to look at.
)

 (
No
) (
Yes
)

 (
Put shift on system and save
)



 (
A green banner will appear at the top of the page to confirm shift successfully added
)






 (
Directly book the name of the person you wish to work the shift.
)
 (
Use Filter to show the date /information you require
)






 (
If you need to recall the request:
)
 (
If your shift is not filled:
)





 (
Do you wish to send a note to the Medical Staff 
Bank  regarding
 this shift? Is so use:
 
)



















Requesters can review requested shifts on  BankStaff regularly throughout the day.
	
Bank staff will now be able to access Allocate BankStaff sytem from their homes, through the Allocate BankStaff Employee OnLine portal. This will enable staff to view shifts available and which they meet the requirements to work, staff can make themselves for these shifts by contacting the Medical Staff Bank . Bank Doctors will require to be authorised and  accepted by the Service /Department before being assigned to a vacant shift






Authorising Hours Worked 

When the Bank shift has been worked, the Service /Department require to complete the  timesheet electronically on the new system.

Before any timesheet is finalised the person authorising must have the appropriate authority to finalise the timesheet . They will also be required to complete a disclaimer on the system to confirm. The person authorising must also be able to confirm that the shift was worked as per the hours stated on the Bank System.
 (
Are the times worked for Bank 
Doctor  as
 shown on the electronic timesheet the correct hours worked?
)



 (
No
) (
Yes
) (
The Bank Doctor did not turn up for the shift
)

 (
Bank Doctor Shift to be confirmed and then finalised:
) (
Bank Doctor Timesheet should be amended to show correct hours worked
)




 (
Screen view outstanding Bank Doctor 
timesheet
 (remember to filter date)
)





 (
If the wrong timesheet is finalised:
)

 (
Screen view to confirm timesheet
) (
Screen view to confirm timesheet
)






 (
Screen view of finalised timesheet
) (
Screen view to finalise timesheet
)







 (
TIMESHEETS WILL BE MONITORED AND AUDITED ON A WEEKLY BASIS. ANYONE WHO DOES NOT HAVE AUTHORITY TO FINALISE TIMESHEETS MUST NOT FINALISE.
)
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		Title

		Ability to add a manual request within Bank Staff

		Page

		1 



		

		

		

		

		



		Staff should enter User Name and Password


                  





		

		Step

		



		

		1. 

		Page is Headed “HealthRoster” “Bank Staff”



		

		2. 

		Page will open in Bank Staff 



		

		3. 

		Click on “Request” top of page



		

		4. 

		Click on “Add request” – left side of page
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		5. 

		Click on “Unit” to find the area



		

		6. 

		Complete the date of the shift



		

		7. 

		Complete the Shift Times



		

		8. 

		If it is a block booking tick the “Block” box



		

		9. 

		Click on the Grade Type, e.g. . FY 2 /St Lower 



		

		10. 

		Click on Grade



		

		11. 

		If the service can take an  alternative grade  , click on secondary grade



		

		12. 

		If there is a gender requirement click on male of female



		

		13. 

		If the Service /Dept  has someone to work the shift and they have discussed with the individual and agreed this person will work the shift then add the name of the person under “Who” on the form



		

		14. 

		Complete booking details to show who requested the shift, the reason for the shift and the request method
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		15. 

		Save the shift



		

		16. 

		Should you require to edit the request:












Ability to add a request within BankStaff
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HealthRoster - BankStaff

Adding Bank Requests

1
Select the Add — Bookings
&= Status
Request tab
Outstanding
: Requests

ﬁ Add Request

: Filled Bookings

@ Pending Status

3

Click on Save to generate the request

[ Save

][ Clear ]

A confirmation message

will appear at the top of the screen

Add Request
'WHERE WHAT
Unit : ~]  Grade Type: -
Ward Description : Grade =
2 Vi secondary Grade |
Date = :
~|  Secondary Grade : -
Complete Shitt Group - =] secondary Grade
Il field — Skills : I~ (OFilled - awaiting agency profile i‘
all nields as shitsy ™ QFilled - system issue
required = buration : (e - [z I~ (MT - ETR) Noravirus
Block? : - I™ (MT) Basic Food Hygiene
BOOKING DETAILS I (MT) Basic Life Support
,—_, I (MT) Bullying and harassment
Requested By : = e e
WHO
Request Reason : I = aiow Agency Staff : [~
[ ] Freferedsuf: r
Request Method :
Staff : Surname
Notes :
=l First name
High Priority : -
Gender : - Staff
PAYMENT
Cost Centre : -
Save Clear

‘ @ Request 0212000018 has been successfully added for Alexandra Ward

Select the Outstanding
Requests tab or Bookings
Status tab to view the
request(s) created

If BankStaff is integrated with HealthRoster the requests
should be generated from the rosters . Creating requests
within BankStaff will create additional duties on the roster

[ — Bookings
Status

All blue fields are mandatory.

Y

Use the drop down lists available

e

E-mail

Fax - Direct

Fax = 7 days
Fax = 7 days
Phone - Direct
Phone < 24 hrs
Phone = 72 hrs
Phone 24-72 hes

Qutstanding
h Requests

ﬁ Add Request
; Filled Bookings

@ Pending Status

= 0212000007

= 212000004
& 0212000018

14-1om 2012 oras s
16-Jom 2012 oras s
24202 98 s
23Jenamiz s s

NOTE: The Bank Admin office can
then use this to review availability
and fill the request

ALL2.0 March 2016

Allocate
Software

A
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HealthRoster - BankStaff

Direct Bookings (Confirmed and Unconfirmed)

A Completing Confirmed Bookings

1 ' EL; Bookings Status J 2
Select the : O Request Id Date Select the relevant shift, Right
Outstanding %L QOutstanding [[] &8 115000187 = NE-Eah-2015 c"d:(a“d select Direct
il | Requests Mark as Unfillable Bookin
Requeststab [C] ™ p115000188 ) &
! = a{? Add Preferred Staff
: ﬁ Add Request [ 0115000189 |@o oo i Request /
[ ™ 0115000252 | [ notes
 [dFilled Bookings | | ™= 0115000273 | @ staff Available / 3
: (RC R TREN S COEl %, Direct Booking
' N ) Search for the person and select their
: @Pﬂﬂdi‘lg Status [ /™= g1i5000101 |2 Send Email to Staff name
] B co MS :
: [] & 0115000192 | & Send SMsto S@f - TP —
] [l &8 p115000253 |LQ] View Audit Astor Ward)
Surname
| dawso
| First name
Staff
||Dawson Christine (26004960)
4 | Dawson Gavin (4804848489 l

Click Book Staff |[Dawson Mary (48948648)

|| Clear

’ Book Staff ] [ Cancel

Allocate 4 '
ALL2.0 March 2016 Software







HealthRoster - BankStaff

Direct Bookings (Confirmed and Unconfirmed)

07:15 - 13:15; Astor Ward) 5
CONFIRM BOOKING Tick Mark Booking as Confirmed
Mark Booking as Confirmed and enter the name of the person

Confirmed by: Samantha \ who Confirmed the booking
[VIsend Confirmation SMS

[¥15send Confirmation Email

INFORM BOOKING - 6
Mark Booking as Informed [¥] €
Person Informed: |Susan Jones E| Tick Mark Booking as Informed , if the

ward has been notified of the booking

[ Book 5taff1] [ Canc‘ei.l_ ]

7
Click Book Staff

& p415000005 10-Apr-2015 07:15 13:15 Astor Ward Astorward RN

\ g

]

Mark Booking as Confirmed —
the bank worker has confirmed

that they accept this shift
Mark Booking as Informed - the
ward has been notified of the
R

person booked

Dawson Jessica

7

The booking will change green and the person’s name will be displayed on the right

ALL2.0 March 2016

Allocate 4 |
Software







HealthRoster - BankStaff

Direct Bookings (Confirmed and Unconfirmed)

B Completing Unconfirmed Bookings

1 : o B ST 3
Select the relevant shift, Right 19:15 - 07: Ignoln('fe the Ccfnf"'m
Click and select Direct CONFIRM BOOKING / Booking section
Booking Mark Booking as Confirmed [ &
Confirmed by:

2
Search for the person and select their
name. Click Book Staff [ Book Staff ] [ Cancel l

4

Click Book Staff

= 0415000006 25-Mar-2015 19:15 07:45 Astor Ward AstorWard RN Dawson Jessica

~_ s 7

The booking will change amber and the person’s name will be displayed on the right

Once the booking has been confirmed you can mark it as Confirmed

6
| = - g 5
Select the shift and click Confirm Booking and fcﬂk:w\iﬁjﬁ? Confirm Booking ||"E"‘-l Staff Decline Booking ”
the steps to Mark Booking as Confirmed
Allocate j
Software

ALL2.0 March 2016







			HealthRoster - BankStaff�Direct Bookings (Confirmed and Unconfirmed)
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			HealthRoster - BankStaff�Direct Bookings (Confirmed and Unconfirmed)
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HealthRoster - BankStaff

Direct Bookings (Confirmed and Unconfirmed)

A Completing Confirmed Bookings

1 ' EL; Bookings Status J 2
Select the : O Request Id Date Select the relevant shift, Right
Outstanding %L QOutstanding [[] &8 115000187 = NE-Eah-2015 c"d:(a“d select Direct
il | Requests Mark as Unfillable Bookin
Requeststab [C] ™ p115000188 ) &
! = a{? Add Preferred Staff
: ﬁ Add Request [ 0115000189 |@o oo i Request /
[ ™ 0115000252 | [ notes
 [dFilled Bookings | | ™= 0115000273 | @ staff Available / 3
: (RC R TREN S COEl %, Direct Booking
' N ) Search for the person and select their
: @Pﬂﬂdi‘lg Status [ /™= g1i5000101 |2 Send Email to Staff name
] B co MS :
: [] & 0115000192 | & Send SMsto S@f - TP —
] [l &8 p115000253 |LQ] View Audit Astor Ward)
Surname
| dawso
| First name
Staff
||Dawson Christine (26004960)
4 | Dawson Gavin (4804848489 l

Click Book Staff |[Dawson Mary (48948648)

|| Clear

’ Book Staff ] [ Cancel

Allocate 4 '
ALL2.0 March 2016 Software







HealthRoster - BankStaff

Direct Bookings (Confirmed and Unconfirmed)

07:15 - 13:15; Astor Ward) 5
CONFIRM BOOKING Tick Mark Booking as Confirmed
Mark Booking as Confirmed and enter the name of the person

Confirmed by: Samantha \ who Confirmed the booking
[VIsend Confirmation SMS

[¥15send Confirmation Email

INFORM BOOKING - 6
Mark Booking as Informed [¥] €
Person Informed: |Susan Jones E| Tick Mark Booking as Informed , if the

ward has been notified of the booking

[ Book 5taff1] [ Canc‘ei.l_ ]

7
Click Book Staff

& p415000005 10-Apr-2015 07:15 13:15 Astor Ward Astorward RN

\ g

]

Mark Booking as Confirmed —
the bank worker has confirmed

that they accept this shift
Mark Booking as Informed - the
ward has been notified of the
R

person booked

Dawson Jessica

7

The booking will change green and the person’s name will be displayed on the right

ALL2.0 March 2016

Allocate 4 |
Software







HealthRoster - BankStaff

Direct Bookings (Confirmed and Unconfirmed)

B Completing Unconfirmed Bookings

1 : o B ST 3
Select the relevant shift, Right 19:15 - 07: Ignoln('fe the Ccfnf"'m
Click and select Direct CONFIRM BOOKING / Booking section
Booking Mark Booking as Confirmed [ &
Confirmed by:

2
Search for the person and select their
name. Click Book Staff [ Book Staff ] [ Cancel l

4

Click Book Staff

= 0415000006 25-Mar-2015 19:15 07:45 Astor Ward AstorWard RN Dawson Jessica

~_ s 7

The booking will change amber and the person’s name will be displayed on the right

Once the booking has been confirmed you can mark it as Confirmed

6
| = - g 5
Select the shift and click Confirm Booking and fcﬂk:w\iﬁjﬁ? Confirm Booking ||"E"‘-l Staff Decline Booking ”
the steps to Mark Booking as Confirmed
Allocate j
Software
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HealthRoster - BankStaff

Direct Bookings (Confirmed and Unconfirmed)

A Completing Confirmed Bookings

1 ' EL; Bookings Status J 2
Select the : O Request Id Date Select the relevant shift, Right
Outstanding %L QOutstanding [[] &8 115000187 = NE-Eah-2015 c"d:(a“d select Direct
il | Requests Mark as Unfillable Bookin
Requeststab [C] ™ p115000188 ) &
! = a{? Add Preferred Staff
: ﬁ Add Request [ 0115000189 |@o oo i Request /
[ ™ 0115000252 | [ notes
 [dFilled Bookings | | ™= 0115000273 | @ staff Available / 3
: (RC R TREN S COEl %, Direct Booking
' N ) Search for the person and select their
: @Pﬂﬂdi‘lg Status [ /™= g1i5000101 |2 Send Email to Staff name
] B co MS :
: [] & 0115000192 | & Send SMsto S@f - TP —
] [l &8 p115000253 |LQ] View Audit Astor Ward)
Surname
| dawso
| First name
Staff
||Dawson Christine (26004960)
4 | Dawson Gavin (4804848489 l

Click Book Staff |[Dawson Mary (48948648)

|| Clear

’ Book Staff ] [ Cancel

Allocate 4 '
ALL2.0 March 2016 Software







HealthRoster - BankStaff

Direct Bookings (Confirmed and Unconfirmed)

07:15 - 13:15; Astor Ward) 5
CONFIRM BOOKING Tick Mark Booking as Confirmed
Mark Booking as Confirmed and enter the name of the person

Confirmed by: Samantha \ who Confirmed the booking
[VIsend Confirmation SMS

[¥15send Confirmation Email

INFORM BOOKING - 6
Mark Booking as Informed [¥] €
Person Informed: |Susan Jones E| Tick Mark Booking as Informed , if the

ward has been notified of the booking

[ Book 5taff1] [ Canc‘ei.l_ ]

7
Click Book Staff

& p415000005 10-Apr-2015 07:15 13:15 Astor Ward Astorward RN

\ g

]

Mark Booking as Confirmed —
the bank worker has confirmed

that they accept this shift
Mark Booking as Informed - the
ward has been notified of the
R

person booked

Dawson Jessica

7

The booking will change green and the person’s name will be displayed on the right
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Software







HealthRoster - BankStaff

Direct Bookings (Confirmed and Unconfirmed)

B Completing Unconfirmed Bookings

1 : o B ST 3
Select the relevant shift, Right 19:15 - 07: Ignoln('fe the Ccfnf"'m
Click and select Direct CONFIRM BOOKING / Booking section
Booking Mark Booking as Confirmed [ &
Confirmed by:

2
Search for the person and select their
name. Click Book Staff [ Book Staff ] [ Cancel l

4

Click Book Staff

= 0415000006 25-Mar-2015 19:15 07:45 Astor Ward AstorWard RN Dawson Jessica

~_ s 7

The booking will change amber and the person’s name will be displayed on the right

Once the booking has been confirmed you can mark it as Confirmed

6
| = - g 5
Select the shift and click Confirm Booking and fcﬂk:w\iﬁjﬁ? Confirm Booking ||"E"‘-l Staff Decline Booking ”
the steps to Mark Booking as Confirmed
Allocate j
Software
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HealthRoster - BankStaff

Adding Bank Requests

1
Select the Add — Bookings
&= Status
Request tab
Outstanding
: Requests

ﬁ Add Request

: Filled Bookings

@ Pending Status

3

Click on Save to generate the request

[ Save

][ Clear ]

A confirmation message

will appear at the top of the screen

Add Request
'WHERE WHAT
Unit : ~]  Grade Type: -
Ward Description : Grade =
2 Vi secondary Grade |
Date = :
~|  Secondary Grade : -
Complete Shitt Group - =] secondary Grade
Il field — Skills : I~ (OFilled - awaiting agency profile i‘
all nields as shitsy ™ QFilled - system issue
required = buration : (e - [z I~ (MT - ETR) Noravirus
Block? : - I™ (MT) Basic Food Hygiene
BOOKING DETAILS I (MT) Basic Life Support
,—_, I (MT) Bullying and harassment
Requested By : = e e
WHO
Request Reason : I = aiow Agency Staff : [~
[ ] Freferedsuf: r
Request Method :
Staff : Surname
Notes :
=l First name
High Priority : -
Gender : - Staff
PAYMENT
Cost Centre : -
Save Clear

‘ @ Request 0212000018 has been successfully added for Alexandra Ward

Select the Outstanding
Requests tab or Bookings
Status tab to view the
request(s) created

If BankStaff is integrated with HealthRoster the requests
should be generated from the rosters . Creating requests
within BankStaff will create additional duties on the roster

[ — Bookings
Status

All blue fields are mandatory.

Y

Use the drop down lists available

e

E-mail

Fax - Direct

Fax = 7 days
Fax = 7 days
Phone - Direct
Phone < 24 hrs
Phone = 72 hrs
Phone 24-72 hes

Qutstanding
h Requests

ﬁ Add Request
; Filled Bookings

@ Pending Status

= 0212000007

= 212000004
& 0212000018

14-1om 2012 oras s
16-Jom 2012 oras s
24202 98 s
23Jenamiz s s

NOTE: The Bank Admin office can
then use this to review availability
and fill the request
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HealthRoster - BankStaff

Adding Bank Requests

1
Select the Add — Bookings
&= Status
Request tab
Outstanding
: Requests

ﬁ Add Request

: Filled Bookings

@ Pending Status

3

Click on Save to generate the request

[ Save

][ Clear ]

A confirmation message

will appear at the top of the screen

Add Request
'WHERE WHAT
Unit : ~]  Grade Type: -
Ward Description : Grade =
2 Vi secondary Grade |
Date = :
~|  Secondary Grade : -
Complete Shitt Group - =] secondary Grade
Il field — Skills : I~ (OFilled - awaiting agency profile i‘
all nields as shitsy ™ QFilled - system issue
required = buration : (e - [z I~ (MT - ETR) Noravirus
Block? : - I™ (MT) Basic Food Hygiene
BOOKING DETAILS I (MT) Basic Life Support
,—_, I (MT) Bullying and harassment
Requested By : = e e
WHO
Request Reason : I = aiow Agency Staff : [~
[ ] Freferedsuf: r
Request Method :
Staff : Surname
Notes :
=l First name
High Priority : -
Gender : - Staff
PAYMENT
Cost Centre : -
Save Clear

‘ @ Request 0212000018 has been successfully added for Alexandra Ward

Select the Outstanding
Requests tab or Bookings
Status tab to view the
request(s) created

If BankStaff is integrated with HealthRoster the requests
should be generated from the rosters . Creating requests
within BankStaff will create additional duties on the roster

[ — Bookings
Status

All blue fields are mandatory.

Y

Use the drop down lists available

e

E-mail

Fax - Direct

Fax = 7 days
Fax = 7 days
Phone - Direct
Phone < 24 hrs
Phone = 72 hrs
Phone 24-72 hes

Qutstanding
h Requests

ﬁ Add Request
; Filled Bookings

@ Pending Status

= 0212000007

= 212000004
& 0212000018

14-1om 2012 oras s
16-Jom 2012 oras s
24202 98 s
23Jenamiz s s

NOTE: The Bank Admin office can
then use this to review availability
and fill the request
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HealthRoster - BankStaff

Direct Bookings (Confirmed and Unconfirmed)

A Completing Confirmed Bookings

1 ' EL; Bookings Status J 2
Select the : O Request Id Date Select the relevant shift, Right
Outstanding %L QOutstanding [[] &8 115000187 = NE-Eah-2015 c"d:(a“d select Direct
il | Requests Mark as Unfillable Bookin
Requeststab [C] ™ p115000188 ) &
! = a{? Add Preferred Staff
: ﬁ Add Request [ 0115000189 |@o oo i Request /
[ ™ 0115000252 | [ notes
 [dFilled Bookings | | ™= 0115000273 | @ staff Available / 3
: (RC R TREN S COEl %, Direct Booking
' N ) Search for the person and select their
: @Pﬂﬂdi‘lg Status [ /™= g1i5000101 |2 Send Email to Staff name
] B co MS :
: [] & 0115000192 | & Send SMsto S@f - TP —
] [l &8 p115000253 |LQ] View Audit Astor Ward)
Surname
| dawso
| First name
Staff
||Dawson Christine (26004960)
4 | Dawson Gavin (4804848489 l

Click Book Staff |[Dawson Mary (48948648)

|| Clear

’ Book Staff ] [ Cancel
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ALL2.0 March 2016 Software







HealthRoster - BankStaff

Direct Bookings (Confirmed and Unconfirmed)

07:15 - 13:15; Astor Ward) 5
CONFIRM BOOKING Tick Mark Booking as Confirmed
Mark Booking as Confirmed and enter the name of the person

Confirmed by: Samantha \ who Confirmed the booking
[VIsend Confirmation SMS

[¥15send Confirmation Email

INFORM BOOKING - 6
Mark Booking as Informed [¥] €
Person Informed: |Susan Jones E| Tick Mark Booking as Informed , if the

ward has been notified of the booking

[ Book 5taff1] [ Canc‘ei.l_ ]

7
Click Book Staff

& p415000005 10-Apr-2015 07:15 13:15 Astor Ward Astorward RN

\ g

]

Mark Booking as Confirmed —
the bank worker has confirmed

that they accept this shift
Mark Booking as Informed - the
ward has been notified of the
R

person booked

Dawson Jessica

7

The booking will change green and the person’s name will be displayed on the right

ALL2.0 March 2016

Allocate 4 |
Software







HealthRoster - BankStaff

Direct Bookings (Confirmed and Unconfirmed)

B Completing Unconfirmed Bookings

1 : o B ST 3
Select the relevant shift, Right 19:15 - 07: Ignoln('fe the Ccfnf"'m
Click and select Direct CONFIRM BOOKING / Booking section
Booking Mark Booking as Confirmed [ &
Confirmed by:

2
Search for the person and select their
name. Click Book Staff [ Book Staff ] [ Cancel l

4

Click Book Staff

= 0415000006 25-Mar-2015 19:15 07:45 Astor Ward AstorWard RN Dawson Jessica

~_ s 7

The booking will change amber and the person’s name will be displayed on the right

Once the booking has been confirmed you can mark it as Confirmed

6
| = - g 5
Select the shift and click Confirm Booking and fcﬂk:w\iﬁjﬁ? Confirm Booking ||"E"‘-l Staff Decline Booking ”
the steps to Mark Booking as Confirmed
Allocate j
Software
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HealthRoster - BankStaff

Direct Bookings (Confirmed and Unconfirmed)

A Completing Confirmed Bookings

1 ' EL; Bookings Status J 2
Select the : O Request Id Date Select the relevant shift, Right
Outstanding %L QOutstanding [[] &8 115000187 = NE-Eah-2015 c"d:(a“d select Direct
il | Requests Mark as Unfillable Bookin
Requeststab [C] ™ p115000188 ) &
! = a{? Add Preferred Staff
: ﬁ Add Request [ 0115000189 |@o oo i Request /
[ ™ 0115000252 | [ notes
 [dFilled Bookings | | ™= 0115000273 | @ staff Available / 3
: (RC R TREN S COEl %, Direct Booking
' N ) Search for the person and select their
: @Pﬂﬂdi‘lg Status [ /™= g1i5000101 |2 Send Email to Staff name
] B co MS :
: [] & 0115000192 | & Send SMsto S@f - TP —
] [l &8 p115000253 |LQ] View Audit Astor Ward)
Surname
| dawso
| First name
Staff
||Dawson Christine (26004960)
4 | Dawson Gavin (4804848489 l

Click Book Staff |[Dawson Mary (48948648)

|| Clear

’ Book Staff ] [ Cancel

Allocate 4 '
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HealthRoster - BankStaff

Direct Bookings (Confirmed and Unconfirmed)

07:15 - 13:15; Astor Ward) 5
CONFIRM BOOKING Tick Mark Booking as Confirmed
Mark Booking as Confirmed and enter the name of the person

Confirmed by: Samantha \ who Confirmed the booking
[VIsend Confirmation SMS

[¥15send Confirmation Email

INFORM BOOKING - 6
Mark Booking as Informed [¥] €
Person Informed: |Susan Jones E| Tick Mark Booking as Informed , if the

ward has been notified of the booking

[ Book 5taff1] [ Canc‘ei.l_ ]

7
Click Book Staff

& p415000005 10-Apr-2015 07:15 13:15 Astor Ward Astorward RN

\ g

]

Mark Booking as Confirmed —
the bank worker has confirmed

that they accept this shift
Mark Booking as Informed - the
ward has been notified of the
R

person booked

Dawson Jessica

7

The booking will change green and the person’s name will be displayed on the right

ALL2.0 March 2016
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HealthRoster - BankStaff

Direct Bookings (Confirmed and Unconfirmed)

B Completing Unconfirmed Bookings

1 : o B ST 3
Select the relevant shift, Right 19:15 - 07: Ignoln('fe the Ccfnf"'m
Click and select Direct CONFIRM BOOKING / Booking section
Booking Mark Booking as Confirmed [ &
Confirmed by:

2
Search for the person and select their
name. Click Book Staff [ Book Staff ] [ Cancel l

4

Click Book Staff

= 0415000006 25-Mar-2015 19:15 07:45 Astor Ward AstorWard RN Dawson Jessica

~_ s 7

The booking will change amber and the person’s name will be displayed on the right

Once the booking has been confirmed you can mark it as Confirmed

6
| = - g 5
Select the shift and click Confirm Booking and fcﬂk:w\iﬁjﬁ? Confirm Booking ||"E"‘-l Staff Decline Booking ”
the steps to Mark Booking as Confirmed
Allocate j
Software
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HealthRoster - BankStaff

Adding Bank Requests

1
Select the Add — Bookings
&= Status
Request tab
Outstanding
: Requests

ﬁ Add Request

: Filled Bookings

@ Pending Status

3

Click on Save to generate the request

[ Save

][ Clear ]

A confirmation message

will appear at the top of the screen

Add Request
'WHERE WHAT
Unit : ~]  Grade Type: -
Ward Description : Grade =
2 Vi secondary Grade |
Date = :
~|  Secondary Grade : -
Complete Shitt Group - =] secondary Grade
Il field — Skills : I~ (OFilled - awaiting agency profile i‘
all nields as shitsy ™ QFilled - system issue
required = buration : (e - [z I~ (MT - ETR) Noravirus
Block? : - I™ (MT) Basic Food Hygiene
BOOKING DETAILS I (MT) Basic Life Support
,—_, I (MT) Bullying and harassment
Requested By : = e e
WHO
Request Reason : I = aiow Agency Staff : [~
[ ] Freferedsuf: r
Request Method :
Staff : Surname
Notes :
=l First name
High Priority : -
Gender : - Staff
PAYMENT
Cost Centre : -
Save Clear

‘ @ Request 0212000018 has been successfully added for Alexandra Ward

Select the Outstanding
Requests tab or Bookings
Status tab to view the
request(s) created

If BankStaff is integrated with HealthRoster the requests
should be generated from the rosters . Creating requests
within BankStaff will create additional duties on the roster

[ — Bookings
Status

All blue fields are mandatory.

Y

Use the drop down lists available

e

E-mail

Fax - Direct

Fax = 7 days
Fax = 7 days
Phone - Direct
Phone < 24 hrs
Phone = 72 hrs
Phone 24-72 hes

Qutstanding
h Requests

ﬁ Add Request
; Filled Bookings

@ Pending Status

= 0212000007

= 212000004
& 0212000018

14-1om 2012 oras s
16-Jom 2012 oras s
24202 98 s
23Jenamiz s s

NOTE: The Bank Admin office can
then use this to review availability
and fill the request
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HealthRoster - BankStaff

Adding Bank Requests

1
Select the Add — Bookings
&= Status
Request tab
Outstanding
: Requests

ﬁ Add Request

: Filled Bookings

@ Pending Status

3

Click on Save to generate the request

[ Save

][ Clear ]

A confirmation message

will appear at the top of the screen

Add Request
'WHERE WHAT
Unit : ~]  Grade Type: -
Ward Description : Grade =
2 Vi secondary Grade |
Date = :
~|  Secondary Grade : -
Complete Shitt Group - =] secondary Grade
Il field — Skills : I~ (OFilled - awaiting agency profile i‘
all nields as shitsy ™ QFilled - system issue
required = buration : (e - [z I~ (MT - ETR) Noravirus
Block? : - I™ (MT) Basic Food Hygiene
BOOKING DETAILS I (MT) Basic Life Support
,—_, I (MT) Bullying and harassment
Requested By : = e e
WHO
Request Reason : I = aiow Agency Staff : [~
[ ] Freferedsuf: r
Request Method :
Staff : Surname
Notes :
=l First name
High Priority : -
Gender : - Staff
PAYMENT
Cost Centre : -
Save Clear

‘ @ Request 0212000018 has been successfully added for Alexandra Ward

Select the Outstanding
Requests tab or Bookings
Status tab to view the
request(s) created

If BankStaff is integrated with HealthRoster the requests
should be generated from the rosters . Creating requests
within BankStaff will create additional duties on the roster

[ — Bookings
Status

All blue fields are mandatory.

Y

Use the drop down lists available

e

E-mail

Fax - Direct

Fax = 7 days
Fax = 7 days
Phone - Direct
Phone < 24 hrs
Phone = 72 hrs
Phone 24-72 hes

Qutstanding
h Requests

ﬁ Add Request
; Filled Bookings

@ Pending Status

= 0212000007

= 212000004
& 0212000018

14-1om 2012 oras s
16-Jom 2012 oras s
24202 98 s
23Jenamiz s s

NOTE: The Bank Admin office can
then use this to review availability
and fill the request

ALL2.0 March 2016

Allocate
Software

A










image5.emf
SOP 10.1 To make a  direct booking of a member of staff into a shift on the system.doc
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		Title

		Make a direct booking of a member of staff into a shift on the system

		Page

		1 



		

		

		

		

		



		Staff must be on Bank Staff 


Staff should enter User Name and Password


                  





		

		Step

		



		

		1. 

		Health Roster BankStaff 



		

		2. 

		To book the person into the shift – go to outstanding request – left side of page



		

		3. 

		Tick the shift to be filled



		

		4. 

		Click on Direct Booking tab



		

		5. 

		A new box comes onto the page – type in the surname of the person to fill the shift, a list of names will come into the box headed staff – type in the first name – identify the name of the person 




[image: image1.emf]Screen to insert the  name of the member of staff into shift.docx








		

		6. 

		Click on Book Staff button



		

		7. 

		Should the Validation results box come onto the page, review and tick box “Validation Responses” if the person is to work the shift tick the box, complete the authoriser details, i.e. “Staff Bank”



		

		8. 

		Click on Book Selected Request



		

		9. 

		The shift will no longer show on the outstanding requests – it will now show on the Filled Bookings paid









To make a direct booking of a member of staff into a shift on the system
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		Title

		Ability to recall a request

		Page

		1 



		

		

		

		

		



		Staff should enter User Name and Password


                  





		

		Step

		



		

		1. 

		Page is Headed “HealthRoster” “Bank Staff”



		

		2. 

		Go to Outstanding Requests (If shift has not been filled)



		

		3. 

		Select the shift, by ticking the box to the left of the shift



		

		4. 

		Click on the Recall Request



		

		5. 

		Select a reason for recalling the shift



		

		6. 

		The shift will no longer be active



		

		7. 

		If you get to this page in error, click on “Exit without recalling request” and the shift will remain on the system.









Ability to recall a request
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		Title

		 Ability to add notes to requests

		Page

		1 



		

		

		

		

		



		Staff should enter User Name and Password


                  





		

		Step

		



		

		1. 

		Page is Headed “HealthRoster” “Bank Staff”



		

		2. 

		Check if the shift has been filled or is not filled



		

		3. 

		Click on the box to the right of the shift and put in a tick.



		

		4. 

		Either go to Outstanding Requests or go to Filled Bookings



		

		5. 

		Select the shift and click “Notes”



		

		6. 

		Type the note and then click “Add Notes to Save”



		

		7. 

		The notes icon will then appear



		

		8. 

		To remove the note – right click the shift, select notes and click, Remove.









 Ability to Add notes to requests
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		Title

		 Ability to Mark Bank Doctor  as No Show

		

		



		

		

		

		

		



		Staff should enter User Name and Password


                  





		

		Step

		



		

		1. 

		In Bank Staff click on tab at top of page, “Timesheets”



		

		2. 

		Click on “Outstanding Timesheets”



		

		3. 

		Click on the timesheet where there was a no show, ticking the box to the left of the shift



		

		4. 

		Click on the tab “No Show” below the shifts



		

		5. 

		You will be asked for a reason, click on Reason for no show from the drop down list



		

		6. 

		Then click on the tab “Mark Timesheet as No Show”









Ability to Mark Bank Doctor as No Show
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		Title

		Bank Doctors Worked Shifts Ability to Add and finalise timesheets

		

		



		

		

		

		

		



		All Bank Doctor timesheets must be completed electronically. Shifts are confirmed as worked, any changes to the times bank shifts worked can be amended at this time. Once confirmed that the bank shift has been worked the shift must then be finalised. 

The Medical Staff Bank cannot process payment of  timesheets unless it has been formalised by a member of staff with authority to finalise timesheets.

                  





		

		Step

		



		

		1. 

		In Bank Staff click on tab at top of page, “Timesheets”



		

		2. 

		Click on “Outstanding Timesheets”, by a tick in the box to the left of the shift



		

		3. 

		Select “Add Timesheets”



		

		4. 

		The form that appears enables you to edit the booking to reflect the true details of the shift worked. Start and end timesheets can be changed and the reason for the change should be entered as “As Per Timesheet”
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		5. 

		Complete disclaimer form, completing by saying “I Agree” if you have authority to complete.



		

		6. 

		Shifts that have been added should then be finalised. Tick the shift to be finalised, new instructions appear along the bottom of the shifts, click on “Finalise Timesheet”



		

		7. 

		Once finalised the shift will move from “Outstanding Timesheets” but can be found on “Search Timesheets”









Bank Shift Worked -  Ability to Add and finalise timesheet











		

		

		

		         Date

		Approved for Use by       Date

		Review Date     Responsibility
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HealthRoster - BankStaff

Finalising Timesheets

A View Timesheets You can filter by Unit, various date/period options,

type, status, grade and grade type or person

Select the
Timesheets tab

2 5 © Bank © Agency ® Both Sumame
= ¢ Outstanding . . X T
e Farst name g]ﬁmsheets Booking Date; )
=3
Select Search - 7;'::;::‘, Stalf [ Requestld Staff Agency Date Ward Grade From To Break
i whan " i Submitted
Timesheets i Submtied @ﬁwhwﬁ % bickens gand
Prive Week =] ] 7 1111000001 Blake Kay Reed  Mov- V\;carilns M 0730 15300 20
& shift O 2011
3 f; Culul.c:l;.llu Statf Grou == /;3 'Ifs'lenig“eets 17-
T Bosked Date | \ Davies Dickens Band
Click on Filter & My Tui i Registration Category % 0511000203 gy - \Ward 12:00 2000 30
Setti  Entered Dats ¥ a7 Registered ¥ Unregistered ¥ Other 2011
ettings  Finalized Date
4 © Submitted Date ,leﬂi"‘f [MIL;‘ Gmde[—l‘
Select the filter — >
options as required Click on Filter to view the results

4
B Add and Finalise a Timesheet Edit shift times as necessary

1 \ I | and tick Finalise Timesheet

Select the Timesheets tab, : : : -
Booked Hours
then Outstanding Timesheets = _ Start: 19:30
¥ _IO_utsbiﬁnditsng e 7 7 Frev Wwee »yOOK BEnd:k gg:uo
Imesheel reak:

2 ] RequestId Staff Agency Year Date Ward Grade From To Actual Start: 1030
L H H 55ubmﬂed ) Adams 17 Actual End: 08:00

ocate the chosen shift and tick (b | @ 0st1000227 e wott [ &CKZHS gand 1030 00 5 ual En
the box next to the Request ID Louise w11 M Click on Actual Break (in mins.): 60

Search 17- . Finalize Timesheet?

3 Timesheets | | 5 &= 0911000228 ';‘:ﬁ;'ﬁ 2011 Nov- Dk Band 035 ggig Save \ !
Click Add Timesheet at the— ‘ 2011 : Changes Save Changes | [ Cancel |
bottom of the screen £ WUEEH'@ Add Timesheet ”@; Auto add timesheet ”ﬁ Mo Show H@ View Audit

All A
ALL2.0 March 2016 Softeare
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HealthRoster - BankStaff

Finalising Timesheets

A View Timesheets You can filter by Unit, various date/period options,

type, status, grade and grade type or person

Select the
Timesheets tab

2 5 © Bank © Agency ® Both Sumame
= ¢ Outstanding . . X T
e Farst name g]ﬁmsheets Booking Date; )
=3
Select Search - 7;'::;::‘, Stalf [ Requestld Staff Agency Date Ward Grade From To Break
i whan " i Submitted
Timesheets i Submtied @ﬁwhwﬁ % bickens gand
Prive Week =] ] 7 1111000001 Blake Kay Reed  Mov- V\;carilns M 0730 15300 20
& shift O 2011
3 f; Culul.c:l;.llu Statf Grou == /;3 'Ifs'lenig“eets 17-
T Bosked Date | \ Davies Dickens Band
Click on Filter & My Tui i Registration Category % 0511000203 gy - \Ward 12:00 2000 30
Setti  Entered Dats ¥ a7 Registered ¥ Unregistered ¥ Other 2011
ettings  Finalized Date
4 © Submitted Date ,leﬂi"‘f [MIL;‘ Gmde[—l‘
Select the filter — >
options as required Click on Filter to view the results

4
B Add and Finalise a Timesheet Edit shift times as necessary

1 \ I | and tick Finalise Timesheet

Select the Timesheets tab, : : : -
Booked Hours
then Outstanding Timesheets = _ Start: 19:30
¥ _IO_utsbiﬁnditsng e 7 7 Frev Wwee »yOOK BEnd:k gg:uo
Imesheel reak:

2 ] RequestId Staff Agency Year Date Ward Grade From To Actual Start: 1030
L H H 55ubmﬂed ) Adams 17 Actual End: 08:00

ocate the chosen shift and tick (b | @ 0st1000227 e wott [ &CKZHS gand 1030 00 5 ual En
the box next to the Request ID Louise w11 M Click on Actual Break (in mins.): 60

Search 17- . Finalize Timesheet?

3 Timesheets | | 5 &= 0911000228 ';‘:ﬁ;'ﬁ 2011 Nov- Dk Band 035 ggig Save \ !
Click Add Timesheet at the— ‘ 2011 : Changes Save Changes | [ Cancel |
bottom of the screen £ WUEEH'@ Add Timesheet ”@; Auto add timesheet ”ﬁ Mo Show H@ View Audit
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		Title

		 Ability to Edit timesheet

		Page

		1 



		

		

		

		

		



		Staff should enter User Name and Password


                  





		

		Step

		



		

		1. 

		In Bank Staff click on tab at top of page, “Timesheets”



		

		2. 

		Click on “Outstanding Timesheets”



		

		3. 

		Find the shift on the system to be edited and click on the shift, tick should appear in the box to the left of the shift.



		

		4. 

		The details of the shift will be shown and if there are no changes can be auto added.



		

		5. 

		Select “Edit Timesheets”



		

		6. 

		Edit the shift as required, click “Save changes”



		

		7. 

		Finalise the timesheet









Ability to Edit timesheet











		

		

		



		

		

		








image14.emf
Outstanding  timesheet page.docx


Microsoft_Office_Word_Document6.docx




[image: ]

image1.png

" Signout % | A HealthRoster Bankstaff:Su... % | +

L= |
€ ) @ https://munwhghindbank allocate-cloud.com/BankStaff/(S(45raturghavppiZjophthar) Timeshestshain.aspiinavigation=Outste ~ C || Q Search + Ao =

a BankStaff e

" Crange pasrd B0

‘ . ) outstanding g (Prev Week; S

Staff  Agency Year  Date ward Grade From To BreakStartEnd ACM3l o cpeacon Finalzed | Submitted g,
e Break Date Date
Timesheets = Mackenzie RMH Ding Hesw 00 |15

0517000062 Jane 207 BMYD Goneralward  gand2 00 1500 30
Search

Timesheets








image15.emf
SOP  4.04  - Ability to  Unfinalise timesheet.doc


Microsoft_Office_Word_97_-_2003_Document8.doc




		Title

		Ability to Un-finalise timesheet

		Page

		1 



		

		

		

		

		



		Staff should enter User Name and Password


                  





		

		Step

		



		

		1. 

		In Bank Staff click on tab at top of page, “Timesheets”



		

		2. 

		Click on “Search Timesheets”



		

		3. 

		Find the shift on the system to be un-finalised



		

		4. 

		Select “Un-finalise Timesheets”



		

		5. 

		The finalised icon will disappear from the request ID









Bank Doctor Shift - Ability to Un-finalise Timesheets
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