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1.   
Introduction
The use of bank and agency staff is an important part of any service, thus ensuring   safe levels of staffing in relation to the workload demand. 
Usage can be a short term solution if there are vacancies, sickness an unpredicted high volume of work or a longer term solution if staff are away on secondment or have reduced hours for a limited period of time.

The purpose of this policy and protocol is to set out the correct procedures for line managers and other senior members of staff to adopt, when requiring workers for a temporary period from the bank pool or recruitment agencies.  These procedures will be applied to the booking and usage of all bank and agency staff and self-rostering requests’.

This policy is in line with the Department of Health’s Code of Practice for the Supply of Temporary Staffing 2002.  
2.   
Scope

This policy applies to all staff employed by NHS Brent and Brent Community Services. 
3.   
Procedure for Booking Bank 

3.1 
Requesting Cover
All booking for bank and agency staff other than self rostering must be made through BrentBank and not directly with an agency. 
BrentBank frequently hold recruitment campaigns with a view to increasing the range of workers available. The bank also has access to a large number of agencies from the Buying Solutions Framework that supply staff across the board including specialist management consultancies. Buying Solutions has replaced PASA. 

The bank is open from 9 a.m. to 5 p.m. Monday to Friday and is based within the Human Resources department at Sudbury and can be contacted via the Bank e-mail address BCS Brent Bank or by telephone 0203 114 7181. All booking forms are available on the intranet as follows:

Intranet / Human Resources/ HR Forms / 
http://brentnet2/intranet/html/index_4102.htm
All requests for temporary cover must be made through the Bank; it is not acceptable for managers to approach agencies directly without the relevant forms having been completed and received by Brent Bank. Only in exceptional circumstances should a booking be given to a non-approved Buying Solutions Framework agency.

In the event of emergency cover, VCF forms  must be authorised by at least the senior manager and where possible relevant Assistant Director. 
All planned booking requests must have a completed vacancy control form and booking request form (appendix1 and 2 ).that is signed by the relevant parties.  

http://brentnet2/intranet/files/VacancyControlForm_1008.doc
http://brentnet2/intranet/files/HR_BrentBankBookingForm_0710.doc 
Once completed, the forms need to be passed to BrentBank for action. Incomplete forms will be returned to the recruiting manager. 
 here possible all long term requests (more than three months) should be considered for fixed term or permanent appointments on Agenda for Change terms and conditions. 
3.2 
Bank Cover
BrentBank record all bookings and initially look through their pool of workers for availability. They will notify the manager of all potential suitable workers. If the worker is unknown, the manager will be sent the CV and references for approval prior to commencing.

The bank will keep the manager informed of the progress.

3.3 
Agency Cover
If there is not a suitable worker on the bank the request will be passed to an approved agency from the Buying Solutions Framework list. Further information on the list can be obtained from BrentBank. 
Only agencies that are part of the Buying Solutions Framework should be used. The framework ensures that the PCT follows NHS guidelines, receives value for money and that the costs, pre-employment checks and terms and conditions are within the national standards. 

The bank will forward details of all candidates to the manager who will be given the opportunity to hold interviews. 
The bank will ensure that all mandatory pre-employment checks have been approved.
Failure to follow the above agreed procedure may result in disciplinary action being taken.

3.4 
Out of Hours Bookings or Weekends
In the case of emergencies when all other options have been explored a manager may approach an approved agency to request cover. However BrentBank must be informed of the booking and details on the next working day. 
3.5 
Approval for requesting cover
The line manger has the authority to book up to two emergency shifts at any one time. If the cover is for planned leave for two weeks or less the manager who is the budget holder has the authority. However, if the request is for more that two weeks or covering a vacant post the relevant Assistant Director must authorise the request form. 
4.   
Maintaining Equitable Distribution of Rotas

When using self rostering it is vital that the process is fair and that all staff who are eligible to participate have equal access and opportunity. 
Specific requests for additional shifts by staff are not necessarily granted, but should be considered within the needs of the service. In the event that a request cannot be met, the staff member should be given a reasonable explanation and the opportunity to have first choice next time.  All self rostered requests must be authorised by a senior manager to ensure the best use of staff and that bank and agency usage is kept to a minimum. 

The line/ward manager is responsible for maintaining and managing safe staffing levels and to keep the bank and agency usage to a minimum. This means that managers need to manage annual leave requests by planning ahead and sickness levels need to be monitored and managed. 

The senior manager responsible for the service will agree with the managers the minimum staffing levels required for their service/ward.  In the event that the number of staff on duty at one time falls below the minimum safety requirement, managers must try to rectify the problem in the first instance by either moving staff or reallocating duties. If this is not possible they will need to request bank staff.
5.   
Working Time Regulations

The European Working Time Directive (EWTD) applies to all workers in the PCT and should be followed by all managers and staff:

5.1 
Limitations on working hours to 48-hours 
The regulations’ limit is still in place with the ‘opt out rule’ still to be reviewed nationally.  In the meantime staff can work longer than 48 hours a week on average if they have signed an opting out form.  The PCT believe that a maximum of one additional shift for full time staff should not be exceeded. This is to ensure the health, safety and welfare of staff.  Hours will be monitored by BrentBank and any member of staff regularly working more than 48 hours will have their hours reviewed by their line manager.

The maximum amount of additional shifts/hours for full time staff is 48 hours averaged over a 17 weeks period.  Therefore if staff are working 37.5 hours per week, they will only be permitted to work 10.5 hours or less additional hours on average per week. 
Managers are required not to authorise claims that are in breach of the European Working Time Regulations.  
5.2 
11 hours rest between shifts 
Regulations specify that employees must have 11 hours consecutive rest in a 24 hour period or between shifts, except in exceptional circumstances or unusual situations such as major incident or severe staff shortages when compensatory rest must be given.  This means that staff must not routinely work back-to-back shifts or an early shift followed by a night shift on the same day or night shift followed by a late shift on the same day.

5.3 
Weekly rest periods
Regulations specify employees should receive an uninterrupted (unpaid) rest period of 35 hours within any 7 day period.  This means employees should not routinely work more than 7 days/nights in a row without then taking a 35 hour break.

5.4 
Breaks
Break times must be formally clarified and meet the EWTD minimum requirements. Ideally break times should be stated on the agency timesheet or if this is not possible the manager responsible for signing the timesheet must ensure that the PCT is not overcharged.

6.   
Leave

Annual leave is meant for rest and recuperation and therefore it is not expected that employees routinely use their annual leave to work additional bank shifts. Annual leave is covered by the WTD must be taken. It is a breach of the regulations if worked.
6.1 
Holiday 

Pure Bank staff receive the 12.08% EWTD holiday pay entitlement and are therefore not paid additional annual leave. 
6.2 
Staff Sickness
For reasons of Health and Safety, staff returning from sickness should not work additional shifts for two weeks following their return. 
If any member of the PCT staff is identified to be working on the bank whilst off sick from work, then they will be referred to the PCT’s Local Counter Fraud Specialist for further investigation.

7.  
 Planning the Rota 

All staff should expect in normal circumstances to have a minimum of four weeks rotas at all times. All rotas must be planned in advance; this will assist staff with childcare needs, their work life balance and/or other needs outside the workplace.   
Only when rostering substantive staff is complete, can requests for bank staff be considered.

Staff should have sufficient notice when to put in requests, and when the rota will be completed.           

8.   
Protocol for Claiming Shifts  

All rostered hours should be submitted on a positive return to Payroll, that is signed by the line manger. Additional hours should either be entered on the positive return or BrentBank Time Sheet. All bookings for additional shifts should be matched with a Brent Bank Confirmation Booking Form that is signed by the ward/senior manager. 
All bank timesheets must be completed and signed by the member of staff and countersigned by the senior manager. Forms that have not been fully completed will be returned before payment is made.

Currently the Payroll Department and Finance have a list of authorised signatories and forms that are signed by an unauthorised manager will be returned.  The same ruling as above regards signatories applies to the signing of Agency timesheets. 
8.1 
Completion of Time Sheets 

Time sheets must be completed as follows and must be submitted to the BrentBank office and not direct to Payroll.

· it should be completed in black ink and in block capitals;
· the correct cost code and account code should be entered to ensure that the cost is entered to the correct budget;
· no correction fluid should be used;
· all corrections must be agreed by the PCT staff authorising the timesheet;

· timesheets that are illegible should be returned to the agency worker;

· timesheets should not be faxed; and 

· A copy of the timesheet that has been authorised should be taken by the department and forwarded to the department assigned to manage agency workers for reconciliation to the invoice  

Finance has a list of all approved signatories and will not pass an invoice for payment if correct authorisation has not been sought.
8.2 
Submission of Timesheets
Time sheets are submitted in arrears and must be received by BrentBank no later than Friday midday to be paid the following Friday. Authorised time sheets can be e-mailed to Brent Bank. Original time sheets should be posted via internal mail.
Faxed timesheets are not acceptable.  
8.3 
Falsifying timesheets
If a member of Brent staff is identified to be working on the bank whilst off sick from the PCT, then they could be referred to the Local Counter Fraud Specialist for further investigation.

Staff are advised that all suspicions of fraud or corruption will be referred to the Local Counter Fraud Specialist (LCFS) for further investigation.  Secretary of State’s Directions state that the LCFS should be contacted directly if fraud is suspected.
Our LCFS is:- 
Hannah Wenlock

Local Counter Fraud Specialist

Mobile: 07860 461142

Tel. 020 7920 3200

hannah.wenlock@RSMTenon.com
Counter Fraud and Corruption Reporting Line 0800 028 40 60
9.   
Joining the Bank.

All new bank workers are required to complete an application form and undergo an interview. Mandatory Pre Employment checks also take place before they are offered work.
Additionally all new bank staff must attend the BCS induction programme and mandatory training. All workers will be issued with a BrentBank passport that explains the mandatory training requirements with the expectation that all  elements are completed within the first three months of joining the bank and are signed off by the relevant manager.
When starting work in a new team the line manager should ensure that the bank worker has a local induction, to include working times, contact names and details of the person in charge, duty requirements for the shift, etc.  
Line management for the worker is the responsibility of the manager of the service/team that they are working for. This includes performance and conduct matters and sickness absence. 
This policy will be modified in line with the implementation of e-rostering
Appendix 1

Vacancy Control Form 

Please complete all sections of this form. 

Once you have all the required signatures and documents attached, please forward to 

Human Resources to be considered for authorisation

	Directorate


	Manager’s name

	Job Title:

Band of Post:  
	Post holder’s name (current/most recent post holder)



	Reason for request:

 FORMCHECKBOX 

Request to recruit (* important see section below)
 FORMCHECKBOX 

Outcome of consultation confirmation / new establishment
	 FORMCHECKBOX 

Request to extend contract

 FORMCHECKBOX 

Other (Please specify) _______________ 


___________________________________



	Is this post(s) part of the current establishment?
	Yes / No



	Confirmation & evidence of funding including on-costs (For externally funded posts only) 

	Attached:    Yes / No



	Budget Details:

	Cost Centre:  (6 digit cost centre code)
	

	Confirmed Establishment for budget (total):
	WTE
	Staff in Post:    
	WTE

	Account Code:

(5 digit account  code)
	Account Description
	Agreed Establishment

WTE
	Staff In Post

WTE

	
	
	
	

	
	
	
	

	
	
	
	

	Details regarding post, please include:

	· Number of posts:

· Hours of work:

· Nature of contract: Permanent / Fixed

      Term/ Bank / Agency:


	· Duration of contract:  

· Salary: Banding  or Hourly / daily rate:

· Other:


	Brief description of duties

	Financial Implications. [For redundancies, payback period must be indicated & evidence of redeployment options explored are to be included]



	Reason for requesting recruitment (please include risks of not recruiting)



Requests to Recruit

For all requests to recruit please ensure that the following information is attached as part of this authorisation process:

	(
	New post 
- 
Confirmation of Funding & Proposed Banding, Job 



Description and Person Specification


	(
	Current Post
-  
Updated Job Description (including confirmed job 


   
banding) and Person Specification



	(
	KSF Outline



	(
	Draft Advertisement



	(
	Proposed Interview Date and panel (please state) 

________________________


The above information is essential in order to proceed with your request to recruit.

	Authorisation levels:

	1
	Director’s Signature
	Name
	Date  

	
	
	
	

	2
	Finance Manager’s Signature
	Name
	Date  

	
	
	
	

	3
	Human Resources Approval
	Signature/Comments
	Date  

	
	· Approved

· Not Approved

· Pending

	
	

	
	Any further comments
	
	


Appendix 2:  Brent Bank Booking Request Form

	Brent Community Services 

BRENT BANK BOOKING FORM


Details of Manager placing booking

	Name:
	Date 

	
	

	Position:
	

	
	

	Telephone number:
	Fax number:

	
	

	Email address:
	

	
	


	Vacancy Control From received  Yes or No


Details of booking

	Post
	Reporting to:

	Band/Salary
	

	
	

	Essential Experience/ Skills:


	Locality 

	
	

	Duration 
	Hours:

	
	


To be completed by Brent Bank

Details of Successful Applicant

	Name:
	

	
	

	Start Date:
	End Date:

	
	

	C.V / References confirmed                    Yes/No
	CRB completed                             Yes/ No

	O H clearance confirmed                        Yes/No
	

	Type of Contract:
	Rate of Pay:

	Bank or Agency
	Agency 
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