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Greater Glasgow
and Clyde




   2010

NHS Greater Glasgow & Clyde Medical Bank

1st Floor, Tara House
46 Bath Street
GLASGOW

G2 1HJ
Enquiries to Angela Brace/Norah Carter
Telephone Number: 0141 278 2555(option 4)
Fax: 0141 278 2706
                                                                                                               E-mail: angela.brace@ggc.scot.nhs.uk
        E-mail: norah.carter@ggc.scot.nhs.uk

E-mail: Stephanie.cameron@ggc.scot.nhs.uk
Dear «Title» «Surname»
Please find enclosed your Terms and Conditions for NHS Greater Glasgow & Clyde Medical Bank.

Listed below are the forms which require be completing and returning to this office in the envelope provided.
	FAILURE TO COMPLETE AND RETURN ALL FORMS IN FULL IN THE ENVELOPE PROVIDED WILL DELAY YOUR REGISTRATION TO THE BANK



Guidance notes are provided on the yellow sheet within this paperwork.
· Staff Engagement Form – including Glossary for assistance
· P46 – essential as you are not supplying a P45 and this is your 2nd job
· SB34 – Superannuation – you are only permitted to contribute into the pension up to full time hours and 
If you work full time in your permanent post you cannot pay superannuation with bank and you are required to opt out.  This does not affect your pension in your permanent post.

· Work preferences

· Acceptance of Terms and Conditions of NHS GGC Medical Bank.
May I take this opportunity of wishing you every success in any work you undertake for NHS Greater Glasgow & Clyde Medical Bank?

Yours sincerely

Angela Brace

RECRUITMENT OFFICER

Encls
Contract


Useful telephone numbers


Time sheets

2011
PRIVATE AND CONFIDENTIAL 


Dear «Title» «Surname»
BANK REGISTERED Doctor 

I write to confirm the terms of your registration as a member of the Medical Bank  within the service of the NHS Greater Glasgow & Clyde Medical Bank, which commenced on «Start_Date»
Conditions of Registration on the NHSGGC Medical Bank.
Doctors employed by the Medical Bank may be asked to work anywhere within the NHS GGCHB area. 
Duties and Responsibilities
The written duties and responsibilities are those of a Medical Bank Doctor related to the post you are covering 

Remuneration and Conditions of Service
Remuneration will be paid at the rate applicable to the post being covered and is subject to the rates defined in the Hospital Medical and Dental Staff and Doctors and Dentists in Public Health Medicine and the Community Health Service (Scotland) Terms and Conditions of Service and amending circulars. 
Payment of Salaries and Wages
The frequency of pay for Bank staff is weekly.  Hours worked in any given week will be paid in the first available weekly pay period.  Timesheets, authorized in accordance with procedure, require to be submitted by 8.30am on the Friday of that pay period.  Payment will be by bank credit transfer to a bank or Building Society of your choice.

Hours of Work

Your hours of work will be by mutual agreement. NHSGGC is under no obligation to offer you work and you are not obliged to accept work when offered.NHSGGC does not guarantee the offer of any particular or fixed hours’ of work.
In line with Working Time Regulations, you have a duty to ensure that your working hours, including those worked on the bank; do not exceed 48 hours per week. Bank Staff should take one uninterrupted rest period of not less than 48 hours in each 14 day period. Please speak to a Medical Bank manager if your hours exceed this limit.

General Conditions of Service

The conditions of service are those set out in the Hospital Medical and Dental Staff and Doctors and Dentists in Public Health Medicine and the Community Health Service (Scotland) Terms and Conditions of Service 
Professional Registration.

All workers who require registration to practice must be currently registered in terms of the appropriate regulations and must produce evidence of registration prior to engagement onto the bank, immediately on renewal and at the request of their Line Manager. Failure to renew professional registration timeously may result in removal of your name from the bank.

Medical Fitness

It is a condition of registration on the Bank that NHS Greater Glasgow & Clyde is satisfied with your medical fitness to carry out work on the bank. This means that you maybe referred to an NHS Greater Glasgow & Clyde Occupational Health Physician at anytime during your registration on the bank.
Hepatitis B Status

You will be required to provide evidence of your immune status to Hepatitis B and to update your immunization status in accordance with the Board’s immunization programme.  

You are also required to comply with NHS Greater Glasgow & Clyde’s Occupational Health policies available on Staff net (NHS Greater Glasgow & Clyde’s Intranet site) or alternatively by request to your new line manager.

Sick Pay Entitlement

There is no entitlement to Occupational Sick Pay for absence due to sickness. You maybe entitled to statutory sick pay subject to qualifying criteria.
Annual Leave

Under Working Time Regulations you are entitled to 5.6 weeks paid annual leave per annum, pro rata. Payments during annual leave will be based on the hours worked prior to annual leave being taken in accordance with NHS Circular PCS (AfC) 2008/12.
It is your responsibility to ensure that you take the annual leave due to you, following the locally agreed procedures for requesting such leave.   Annual leave cannot be carried forward between leave years 

Superannuation
The hours worked are superannuable under the NHS (Scotland) Superannuation Scheme unless you opt out in favour of some other arrangement or are ineligible to join.  If participating in the Scheme your remuneration will be subject to deduction of superannuation contributions in accordance with the Scheme.  A copy of the guidance to bank staff is enclosed.
Personal Property 
The Board does not accept responsibility for loss or damage to employees’ personal property.  All staff are advised to insure their personal property.  The Board will take reasonable steps to help staff to secure the safety of their personal property while at work.

Health and Safety
A copy of the Board’s written statement of general policy prepared in terms of Section 2(3) of the Health and Safety at Work Act 1974 is available on Staff net (NHS Greater Glasgow & Clyde’s Intranet site) 
Trade Union Membership
You have a right to join and remain a member of a trade union.  Similarly, you also have a right not to join a trade union if you choose not to do so.  

Other Employment

Any changes to any posts require to be notified to the Bank as per the Staff Bank Handbook.
Capability and Conduct Procedure

Unacceptable capability or conduct issues may lead to your removal from the Medical Bank.  You will be given the opportunity to make representations to the managers of the Medical Bank before any such removal takes place. 
.

If you hold a separate contract of employment with NHSGGC then information relating to your conduct or capability whilst performing duties on the Medical Bank may be shared with the line manager for your employment within NHSGGC.  Likewise information relating to your conduct or capability in your substantive post may be shared with the Manager of the Medical Bank.  .By your signature of this agreement you accept that information may be shared in this way. If concerns exist regarding your performance or attendance in your substantive post the Board reserves the right to withhold or withdraw permission to undertake work with the bank
Grievance
Any complaint relating to your registration on the Medical Bank should be taken up with the Manager of the Medical Bank. Any complaint arising from a shift you have worked should be raised with your immediate superior on that shift in the first instance. If you cannot resolve your complaint at this level then you should contact the manager of the Medical Bank.

Criminal Convictions

Because of the nature of Medical work, your work on the Medical Bank is exempted from the provisions of the Rehabilitation of Offenders Act 1974 (as amended).  You must therefore declare information about convictions, which are otherwise regarded as “spent” under the provisions of the Act.  Any such existing convictions should have been declared prior to registration on the Medical Bank
You are obliged to disclose immediately any criminal charges or convictions made against you during the period of your registration on the Medical Bank and the Board reserves the right to consider your continued employment in light of these disclosures.  Consideration by the Board of any charges or convictions declared by you would have regard only to the charges or convictions which would have a reasonable bearing on the type of work you do for NHSGGC. Failure to disclose any charges or convictions may result in your removal from the Medical Bank.
Acceptance of Gifts and Hospitality
You must not accept gifts or excessive hospitality in the course of your work on the Medical Bank.
Confidentiality

Confidentiality of patient information and personal information on staff must be respected.  Your work on the Medical Bank may also include an involvement in the Board’s commercial activities; and /or handling confidential pre-consultation documents; and you must respect the confidentiality of such matters.  Breaches of confidentiality may lead to your removal from the Medical Bank.  A copy of the NHS Code of Practice on Protecting Confidentiality is provided on the Staff net (NHS Greater Glasgow & Clyde’s Intranet site) and is available from the Human Resources Department.  Nothing in this paragraph restricts your rights under the Public Interest Disclosure Act 1998.

Data Protection – (Act 2001)

In the course of your registration with the Medical bank, information of a personal nature will routinely be obtained about you and held on manual and/or computer files.  Such information is treated as confidential and will not be disclosed to a third party without your consent.
Copyright
All copyright woks, designs, text, records administrative and financial material and systems made, written or designed or originated by you during the course of your engagement with NHS Greater Glasgow & Clyde shall vest in NHS Greater Glasgow & Clyde.

Smoking/Alcohol and Substance Abuse Policies
You are not  permitted to smoke on Board premises.  The Board has an agreed Alcohol/Substance Abuse Policy, which prohibits the consumption of alcohol on Board premises except under the circumstances strictly defined within the Policy.  A document setting out the key features of the Policy is available on the Staff net (NHS Greater Glasgow & Clyde’s Intranet site).
Equal Opportunities Policy
The Board is an equal opportunity organisation.  The policy of the Board is that all workers and job applicants should be afforded equal opportunities in employment irrespective of their sex, sexual orientation, marital or civil partnership status, race, religion or belief, creed, colour, age or disability. Copies of relevant NHS Greater Glasgow and Clyde policies are available on the Staff net (NHS Greater Glasgow & Clyde’s Intranet site).
Change of Address

It is a condition of your registration on Medical Bank that you provide the Medical Manager with an address where you can be contacted.  If at any time you are temporarily or permanently residing at another address, this address must be notified to the Medical bank Manager.
Dress

You are expected to comply with the Board’s Dress Code.  Also care should be taken to wear protective clothing when necessary.

The Board also requires you to wear a photo identification badge for security purposes at all times.  

Notice Period
Medical Bank. You will also be expected to give one week’s notice in writing on leaving the Medical Bank.
Staff who have not undertaken work on NHSGGC Medical Bank for a 52 week period will be written to to confirm their intentions to remain on the Medical Bank. In circumstances where staff do not reply or confirm intentions to remain on the bank then a decision will be taken to remove them from the bank.

Acceptance of Offer
If you agree to accept the conditions of registration on the terms outlined above, please sign the form of acceptance at the end of this letter. 

Yours sincerely

Mrs Angela Brace

RECRUITMENT OFFICER
	It is essential that you provide a passport-sized photograph in this box.

Please attach
with a paperclip 

only.


Agreement to Registration on the Bank.
NAME:    «Title» «Forename» «Surname»





 
POST:     Registered Nurse Band 5                    DEPARTMENT   BANK



START DATE:
«Start_Date»

         


I hereby accept the appointment in the foregoing letter on the terms and conditions referred to.

Signed:  .............................................................................
Date:  .............................

	PLEASE INDICATE A DESTINATION FOR YOUR PAYSLIP – THE BANK DOES NOT HAVE THE FACILITY TO SEND YOUR PAYSLIP TO YOUR HOME OR TO YOUR WARD, ONLY TO A HOSPITAL                 

PREFERRED DESTINATION                      __________________________________


	YOU ARE ALSO REQUIRED TO SEND A PHOTOCOPY OF YOUR PASSPORT OR DRIVING LICENCE.  IF WE DO NOT RECEIVE THIS, YOUR APPLICATION WILL BE DELAYED UNTIL SUCH TIMES AS YOU FORWARD THE PHOTOCOPY.

Other acceptable forms of ID are: NHS ID badge, student matriculation card, photographic bank card, marriage certificate. 







CHECKLIST



















To ensure there is no delay in your registration onto the Nursing & Midwifery Bank, please tick all the boxes below before submitting your documentation

Green engagement form fully signed and dated


(
P46 – signed and dated (this is because the bank is your 2nd job)
(
SB34 (pension document – if applicable) signed and dated
(


Acceptance of Conditions of registration – 
Signed and dated







(
Photocopy of ID







(
Photocopy of GMC registration



(
Small passport sized photo





(
Work preferences







(
Photo copy of Residency status if you are from overseas
(


Photocopy of work permit if you have one for your

Substantive post







(


� MERGEFIELD Title �«Title»� � MERGEFIELD Forename �«Forename»� � MERGEFIELD Surname �«Surname»�


� MERGEFIELD Address1 �«Address1»�


� MERGEFIELD Address2 �«Address2»�


� MERGEFIELD Address3 �«Address3»�


� MERGEFIELD Address4 �«Address4»�


� MERGEFIELD Postcode �«Postcode»�





� MERGEFIELD Title �«Title»� � MERGEFIELD Forename �«Forename»� � MERGEFIELD Surname �«Surname»�


� MERGEFIELD Address1 �«Address1»�


� MERGEFIELD Address2 �«Address2»�


� MERGEFIELD Address3 �«Address3»�


� MERGEFIELD Address4 �«Address4»�


� MERGEFIELD Postcode �«Postcode»�
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