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PART 1:  TO ORGANISE BY YOU BEFORE YOU START WORK (EXTERNAL APPLICANTS ONLY) 
Parking Permit

York – please ring the Security CP Management office on (01904) 725250 / 1591 to make an appointment for your parking permit taking the application form enclosed along with you. The office is the ground floor admin office in the multi storey car park at York Hospital.

Scarborough & Bridlington – Contact 01723 342291 for further information. Take the Parking Permit Application form enclosed to the Facilities department based near the General Office at Scarborough Hospital.
ID Badge

York - To book an appointment please telephone the same number for the parking permit above, as your ID badge is organised at the same appointment. Please take the Application for Security Identification Pass enclosed along with you to this appointment. Your ID badge will come with standard swipe access please contact the Nurse Bank office if you find you need access to any other areas.
Scarborough & Bridlington – Please contact Facilities Office on 01723 342291 to make an appointment to have your photo taken.  Please take the Application for Security Identification Pass form, which is one of the forms sent to you, when you attend.
Uniforms
York - Please ring the fitting service in facilities on (01904) 725367 on Wednesday (9-4.30pm) to make an appointment taking the Uniform Ordering form with you to your appointment.

Scarborough & Bridlington – Contact (01723) 342263 to make an appointment and take the Uniform Request form to Acer House, Facility Supervisors, Scarborough Hospital. Please note appointments can be made for Tuesdays and Thursdays only.
PART 2:  WORKING ON THE NURSE BANK

Pay

· At the present time the Trust offers an incentive where substantive staff are paid at their substantive rate

· Staff with a bank only post will start on point 1 of the band and can increment up the band each year if they work 488 bank hours.

· You will receive an annual leave premium of 12.07% on your basic hourly rate
· You will also receive the below Agenda for Change enhancements which are as follows

	
	A4C Band 2
	A4C Band 3
	A4C Band 4-9

	Mon - Fri (8pm – 6am) and

anytime on a Saturday
	43%
	36%
	30%

	Sunday 
and Bank Holidays


	85%
	72%
	60%


· Pay is weekly, approximately two weeks in arrears on a Friday. We ask that you make sure that your timesheets are either in the Timesheet boxes or sent to the Nurse Bank Office by Wednesday each week to ensure that they are processed in time for payment.  If you submit your timesheet after the Wednesday cut-off we cannot guarantee that your timesheet will be processed in time for the next payroll, as we will always prioritise the timesheets submitted on time for the week that we are scheduled to process.  Late timesheets will be processed when there is the capacity to do so which could mean payment may be delayed for a number of weeks.  It is therefore essential that you work to ensure timesheets are submitted on time.
· For any pay related queries, contact Payroll on Tel: 01904 72 5197
How do I book bank work?

External Applicants - Once you have completed your Induction and sent us the signed Local Induction checklists you can start booking work. Please note that you do get paid for up to 24 hours of induction shifts, these can be booked through the Nurse Bank office. These will be paid when you have informed the bank you have worked 3 shifts on the bank.
· Staff can book direct on any ward with the ward manager as soon as the roster is fully approved (6 weeks before roster period)

· Our preferred method of booking shifts is through Employee on Line (EOL) - guidance notes on how to access and use EOL will be given to you when you start.
· If you struggle to book into a shift on EOL then please contact the Nurse Bank office with your availability by email and we can book you in.

Points to note
· We cannot guarantee work, but the more flexible you are the more likely you are to obtain shifts. 
· We will contact you to see if you are available for short notice shifts via text/email if you have given availability on EOL so please update EOL with any changes to your availability. If you do not wish to receive text messages then please let the Nurse Bank office know and we can remove this as an option on your profile.
We also ask that you to check your emails as regular updates will be emailed out to you.
Cancelling shifts

If you accept a shift and are then unable to work it because of sickness or an emergency then please contact the Nurse Bank Office as soon as possible via phone so that we can try and find alternative cover on 01723 385343. Our Office is open 0830 -1700 Monday to Friday, if you need to cancel the shift at short notice due to sickness on the day etc. and the Nurse Bank Office is not open please contact the Bed Office on:
Scarborough & Bridlington: (01723) 385010 or (01723) 236181  
York: (01904) 725986
Community Inpatient Sites: Please contact the ward directly
Please note that we monitor bank staffs attendance, for more information please take a look at the Nurse Bank Reliability Process.  

How to complete your Nurse Bank Timesheet

Please note the Trust is currently moving onto electronic timesheets. This will be a gradual change which means some areas will require you to complete a signing in sheet rather than a timesheet and some areas you will be required to complete both the signing in sheet and a timesheet, depending on what stage of the implementation process they are at. The Nurse Bank team will provide an update by email and on the Nurse Bank Facebook page (details of this are further down the starter pack) on a regular basis as the areas progress through the stages. If you are unsure on which form you need to complete please ask the nurse in charge at the beginning of your shift. 
If you need to complete a timesheet, please follow the below instructions. 
· When you first commence work with the bank you will not know your payroll number until you receive your first payslip so just write ‘New Starter’.
· It is essential that you get the Sister or Staff Nurse in charge to authorise your shift at the time of completion by signing your timesheet. If you are moved wards during your shift please can you ensure this is noted on your timesheet. 
· Please note that if you forget to get a shift signed off on the Ward, or you forget to sign and date the timesheet yourself it will have to be returned to you which may delay payment.
· Please note that the Nurse Bank Office retains copies of your timesheets for two years.
· To submit your timesheet you can post it in the box near the main reception at Scarborough Hospital. This is located behind the main reception to the left hand side of the lifts. There are boxes in the main reception and south entrance at York Hospital. There is also a box there with blank timesheets for you to collect as needed.  You can also submit your timesheets via the internal post by addressing them to the Nurse Bank Office, Scarborough Hospital.
· Please note cut-off date for submitting timesheets is Wednesday, and payment is 2 weeks in arrears.
· If you have any queries about completing or submitting your timesheets please do not hesitate to contact the Nurse Bank Office.
If you are required to complete a signing in sheet, please follow the below instructions.

· Sign in on the signing in sheet at the start of your shift.
· Sign out on the signing in sheet at the end of your shift (ensuring any breaks you have taken are included on the form and deducted from the total number of hours worked).
· It is essential that you get the Sister or Staff Nurse in charge to authorise your shift at the time of completion by signing the signing in sheet.

· Please note if you forget to complete the signing in sheet you will have to return to the area to complete the signing in sheet which may delay payment.
· If you are moved to another ward please ensure you complete the signing in sheet for the times you have worked on each ward.

· If you have any queries about completing the signing in sheet please do not hesitate to contact the Nurse Bank Office. 

· All claims for payment must be made within three months from the date of the shift to be processed.  Exceptions will require authorisation by the Chief Executive.
To ensure you are paid correctly please check your EOL account on the Thursday the week after the shift was worked, to ensure your shift times are correct, the area you have worked on is correct and it has been locked down for payment (you will see a padlock attached to the shift). If there are any discrepancies please contact the ward you worked the shift on directly.

PART 3:  GENERAL

Uniform Policy
Key Points:
· To wear the uniform provided by the Trust. Navy Trousers and white tunic with the option for a dress for females

· Trust ID badge to be worn at all times along with a yellow name badge
· Footwear should be navy or black

For further information on the uniform policy please see Staff Room. 
Failure to adhere to the Uniform Policy can lead to disciplinary action being taken.
Working Time Regulations

Working patterns must be adhered to for all work undertaken inside and outside of the trust. It is your responsibility to make sure that you do not break these rules. Please see Staff Room for full details of the Working Time Regulation
You have the option to opt out of the Working Time Regulations. If you would like to do this then please see Staff Room for an opt out form to complete. However this does not mean that there is no limit to what you can work. You still need to adhere to the principles for all work undertaken inside and outside of the trust:

Please note that if you work on the bank, then you cannot work shifts through an agency for the Trust as it is against Trust policy. If you wish to leave the Nurse Bank, you cannot work for the trust through an agency for 12 weeks after your leave date.
Pension
You will automatically have an NHS pension contribution deducted from your pay each month. However, if you would rather opt out of the pension scheme then you need to log on to the following web link www.nhsbsa.nhs.uk/pensions  to complete the opt out form. If you would like any further advise on pensions then please contact Steve Purdy on tel: (01723) 342242 email: steve.purdy@york.nhs.uk, or Peter Haswell on tel: (01904) 725196 email: peter.haswell@york.nhs.co.uk
Training

There is some Trust-wide mandatory training that you will be expected to undertake. It is your responsibility to keep up to date on the mandatory training and failure to do so could prevent you from booking bank work. Only mandatory training will be paid for, however if you wish to attend any courses not listed as mandatory training on the Learning Hub  please contact the Nurse Bank to complete an additional learning request form. You can access your training from home on the following link https://learninghub.yorkhospitals.nhs.uk.Once you are on the login page of the Learning Hub please click on the blue Learning Hub box and then enter your trust username and password in the pop up box. Occasionally this does not work and you may need to put york1\ before your username. If you have not been issued with a trust username and password please can you let me know and I can arrange this for you. Please note it is part of the trusts policy to have an active username and password. 
If you experience any issues when trying to access from home please call 01723 385225 and the relevant department can talk you through it or refer you to IT if they are unable to solve any issues.

Online payslips
Staff on the Nurse Bank will receive all their payslips online via ESR Employee Self Service (Limited Access). Staff can log into Self Service from a Trust PC or can register for internet access to Self Service which will enable staff to login in and view their payslips remotely from home at a time more convenient to them.  
Please look out for an email which will shortly be sent out from ESR.SelfService@york.nhs.uk with further details and guidance on how to log on to Employee Self Service.
Please note if you hold a substantive post within the trust then this payslip will also be sent electronically. You will no longer receive a paper payslip for your substantive post once your bank post is active. 

Closed ward/Infection Control procedure

On occasion, an infection may break out on a ward and it is “closed” to prevent it spreading more widely. If you have worked a shift on that ward, unless you are returning to that same ward to work, you must have a break of 48 hours clear of any symptoms before working on another ward.  If you fall ill yourself and show any signs of diarrhoea or vomiting you must cancel any shifts you have booked until you have been completely free of symptoms for 48 hours after your illness. It is your responsibility to contact your own GP or Occupational Health if symptoms persist.  If you do seek medical assistance and you are confirmed as having the infection called “Norovirus”, you will need to be 48 hours clear of symptoms before working.
Incident Reporting
It is important that you report any incident that occurs on a ward whilst you are working.  If you are injured on a ward in any way either by a patient, a medical device, lifting, slipping, or any other means, you must ensure that you report this to the Staff Nurse in charge so that an appropriate incident form can be completed. If you witness any inappropriate behaviour, or receive a complaint from a patient, it is also your responsibility to alert the Staff Nurse in Charge and report this. 

Bank post and leaving a substantive post

Please can you make sure that if you wish to leave your current substantive post and keep your bank post open that your line manager fills in a 'Variation to Contract form' instead of a leaver Form' as the leaver form will terminate all posts held with the Trust. You will then need to contact your local Tax Office before you start in a new job to let them know that your new job is your main job so that they will allocate you the correct tax code going forward.

 

If a leaver form is completed and your bank post is terminated by mistake then this will mean that you will have to go through the full recruitment process again in order to get back onto the Nurse Bank register.
Computer Access
You will need computer access within the Trust to access the Learning Hub and the electronic CPD system on the wards. We will send in an electronic request for your username and password to be set up. We will then contact you via email once this has been organised and give you details on how to contact IT Training to book onto the Computer Access and CPD training. Please note the Computer Access and CPD training is paid so remember to take a timesheet with you to the session for the trainer to sign. Substantive staff will already have computer access in their substantive role so can use the same username and password for their bank post.
Corporate Induction

You are eligible for payment for attending Corporate Induction. Please ensure you take a timesheet with you and get it signed by the organiser on the day. It is a full day and is at York Hospital. There is the option of booking a seat on a coach for Scarborough based staff. We will book you onto the Corporate Induction when you come in for your appointment meeting. It should be attended within the first month of you joining the Nurse Bank. If you fail to attend this promptly we will stop you from booking bank work until this has been completed.

Facebook Group

We have a Facebook Group for all bank nurses at York Trust called ‘Nurse Bank Forum YHFT’. We strongly recommend you become a member of this page as this will be one of our main platforms for communication, to join this group you will first need a Facebook profile then you just need to search for ‘Nurse Bank Forum YHFT’ and you can submit a request to us to join.
NURSE BANK OFFICE

Tel (01723) 385343 or extension 5343 or 771 5343 from YDH
Email: nurse.bankmailbox@york.nhs.uk
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