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3 Pilmuir Holdings
Malletsheugh Road
Newton Mearns East Renfrewshire
G77 6PS
 Date:[02/2020]
General Terms & Conditions
PLACE OF WORK
Your base will be at the address above. You may be required to work ‘agile’ or to report to base, prior to your first visit and will be expected to be punctual at service users’ homes (any deviation from this is expected to be communicated to the base immediately). Any agency work will be issued as agreed to the arranged premises, therefore no reporting into base is required.
Nurse Call reserves the right at its discretion and at any time to transfer you between ‘Care at home’ and ‘agency’ services.
JOB DESCRIPTION
Your post is subject to written duties and responsibilities. This is not exhaustive and may be at the discretion of Management be varied as appropriate to your appointment and grade and following consultation with you. You are expected to work within your capabilities always and in line with your professional registration. Any gaps in knowledge or refreshing identified should be reported to management where training can be arranged.
GENERAL TERMS AND CONDITIONS
Your conditions of service may be subject to amendment from time to time. Nurse Call policies and procedures highlight these.
PAY*
You will be paid [wkly] by bank credit transfer on a current basis. Your post of [insert] with an hourly rate of [insert]. Any additional payments to which you are entitled (holiday/expenses) will be in accordance with this also. Please inform payroll of any issues at the earliest opportunity (change of details/ over or underpayment).


HOURS OF WORK*
Your hours of attendance will be determined locally by your manager. At their discretion, in special circumstances with reasonable notice and consultation, you may be required to vary your starting and/or finishing time and is excluding meal breaks.
Nurse Call is a 24hrs, 7days a week, 365 days per year service. Nurse Call will endeavor to allow days and/or night shift patterns to be optional. However, occasional support on your non-preferred hours may be required.
ON CALL
If a registered nurse, you may be required to participate in the on call rota to provide emergency duty cover outwith normal working hours. Any issues outside your expertise or experience should be dealt with in consultation with a higher grade of staff. 
SICK PAY
If you are absent through sickness or injury you must yourself (unless there is a genuine reason this cannot happen), notify a manager at the earliest opportunity by a direct and fully received phone call (voicemails can be left but you must ensure this has been received with a follow up call). As much notice is required as possible to make certain service user demands are met. For any subsequent days off, you are required to pre-arrange this when possible, or phone daily.
For the first 7 days of sickness/ injury you can self-certify with the appropriate form. Following this, a GP ‘fit note’ must be produced. Sick pay will be paid as Statutory Sick Pay (SSP) in line with Scottish government guidelines. Please refer to these. 
For further information about SSP, please request this from your line manager.
MEDICAL FITNESS
It is a condition of your employment that Nurse Call is satisfied of your medical fitness to carry out the duties of your post. This means that you should inform us of any issues which arise/ could develop in the future to ensure we can put in place protective measures for you or amend your post accordingly, in consultation with you to ensure your safety. 
Please inform us formally of any skin conditions you may need assistance with which affect infection control measures. It is our hope to support you in any protective equipment you may need.
CRIMINAL CONVICTIONS
Because of the nature of your work, this post is exempted from the provisions of the Rehabilitation of Offenders Act 1974 (as amended). You are therefore required not to withhold any information about convictions which are otherwise regarded as ‘spent’ under the provision of the Act. Any such convictions should have been declared prior to appointment.
You are obliged to disclose immediately any criminal charges or convictions made against you during your employment, and Nurse Call reserves the right to consider your continued employment in light of these disclosures. Consideration by Nurse Call of any charges or convictions declared by you would have regard only to the charges and convictions which would have reasonable bearing on the type of work you do. Failure to disclose any charges or convictions may result in disciplinary action including dismissal.
PROTECTING VULNERABLE GROUPS (PVG)
A protected adult, relevant to Nurse Call, would be an individual aged 16 or over who is provided with particular services further defined at section 94 of the Protection of Vulnerable Groups (Scotland) Act 2007.
All employees will be required to complete a new PVG application, to ensure Nurse Call has up to date records. They will not be able to transfer an existing PVG check. 
PVG checks will be reapplied for, every 2 years as a minimum requirement for existing staff (self-declaration ever alternate year). Nurse Call will be responsible for these updates and payment thereof.
PROFESSIONAL REGISTRATIONS
All registered nurses are required to be NMC registered. Proof of this will be required. Any changes to registration must be relayed to management immediately in accordance with NMC guidelines.
Registration with SSSC codes of practice for all carers (a worker employed in providing care/and or support directly to a user of service within a care at home/ carehome service)  is now mandatory. Please ensure good use is made of your registration and this is kept up to date. The SSSC require you to go online and register a new workplace. It is your responsibility to do as such and to keep up to date with SSSC requirements. For further information please contact the SSSC or refer to Nurse Calls’ policies and procedures.
ANNUAL LEAVE**
The annual leave year is calculated from your commencement date. Leave is calculated at the Working Time Regulations 1998 (SI 1998/1833) rate of X5.6 pro rata (inclusive of Bank holidays). This will be paid continually based on hours worked over a set period of time.
When planning to take leave: We politely request for these ‘days away’ to be offered to us to ensure we can be prepared to meet the needs of the services we provide. Providing a minimum of one months’ notice would help us to do this.
SUPERANNUATION
Pension contributions will be paid according to the Pensions Act 2008 for those who qualify.
NOTICE OF TERMINATION OF Engagement as Agency Worker
Unless notified by you, or any other lawful reason, Nurse Call will automatically remove you from their staff list if you have not taken any shifts within a 3-month period.
UNIFORM
Uniform (embroidered logo) will be supplied (tunic) by Nurse Call and is mandatory during all shifts unless expressed otherwise. This must be worn with smart navy trousers.
Outer garments should be professional and dark in colour, preferably Navy blue with no visible logos.
Uniforms should be neat, ironed and laundered at a temperature of 60 o C. Uniforms must not be worn outside of working hours unless travelling from/ to workplace where they should be covered by an outer garment. 
Shoes should consist of a black well-fitting, black soled shoe which protects the gait and toes of the wearer (no trainers). Black socks should be worn.
Hair longer than shoulders, should be tied up neatly.
Jewellery consisting of a wedding band or small stud earrings are only permitted for health & safety/ infection control standards. Other piercings should not be worn. If a timepiece is required, a ‘fob watch’ is encouraged.
Nails should be kept short, manicured with no polish or false/ gel nails present.
Make up if worn, should be kept to a minimum and always appear professional.
DRIVING
If driving your own vehicle is part of your role, it is your responsibility to maintain this as roadworthy with a current MOT and road tax. Your insurance should cover you for ‘business use’ (sometimes referred to as ‘Business Class 1’) with a copy automatically given to Nurse Call annually.
As a representative of Nurse Call we ask that your car be kept clean and tidy. No service users’ details or files should ever be left unattended in vehicles.
Nurse Call will not be responsible for any parking fines or traffic offences.
PERSONAL PROPERTY
Nurse Call does not accept responsibility for loss or damage to employees’ personal property. All staff are advised to insure their personal property.
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HEALTH & SAFETY
Your attention is drawn to Nurse Calls’ Health & Safety policies. You should familiarise yourself with these and apply to your workplace. Copies are available from Nurse Call base or online via your supplied sign in.
TRADE UNION MEMBERSHIP
You have a right to join and remain a member of a Trade Union or professional organisation. Similarly, you also have a right not to join a Trade Union or Professional Organisation if you choose not to do so.
DISCIPLINARY AND GRIEVANCE PROCEDURES
Nurse Call disciplinary and grievance procedures are designed to ensure that there are fair and effective arrangement for dealing with such matters. If you have a grievance relating to your employment, you should inform your line manager in the first instance. Please refer to Nurse Calls’ policies and procedures, which are available from base/ office. These explain the processes in detail, including how you can appeal, should you be dissatisfied with the outcome of any decisions.
TRAINING
Initial online modules supplied, must be completed satisfactorily prior to commencement of your first shift. All subsequent training will be provided or arranged by Nurse Call. It is Nurse Calls aim to have a highly trained and competent workforce. All employees are expected to attend all invited training in their own time unless this is arranged within working hours. Any missed training may reduce or cease future shifts being available until this has been rectified.
INSURANCE
Nurse Call has Employers liability of £10M, Public liability of £5M and professional indemnity of £2M with the addition of legal expense cover.
ACCEPTANCE OF GIFTS AND HOSPITALITY
Nurse Call employees must not accept gifts or excessive hospitality. However, we recognise that refusing a gift may cause offence where a professional bond has been gained with a  service user (with capacity). In this instance, a small token gift (money or similar, not permitted) would be acceptable e.g. a small box of chocolates. Any difficulties, please refer to management for assistance.
CONFIDENTIALITY
Members of staff who have access to confidential information in the course of their employment with Nurse Call have a duty to maintain confidentiality to both service users and their employer. However, it is recognised that staff have the right to raise genuine concerns about the services delivered, through Nurse Call procedures. Nevertheless, if they do use such procedures, staff should be aware of the personal consequences of any actual or potential breech of confidentiality and/or providing false information. Failure to comply with the Nurse Call or NMC/SSSC code of practices on protecting confidentiality could result in disciplinary action.
You are not permitted in your employment or post-employment to disclose any information (including social media/ platforms) pertaining to the company, service users, carers/ family members or any other member of staff, unless required to so by law.
All copyrights, works, designs, texts, records, administrative, and financial material and systems made, written, or designed or originated by you during the course of your appointment with Nurse Call shall vest in the Division. For the avoidance of doubt, copyright as created by you outside working hours, on a private basis and not exclusively relating to Nurse Call, shall remain your own property.
Members of staff are not permitted to commence a similar business within a 2-year period following termination of employment with Nurse Call without written consent from the owners of the business.
Please refer to your ‘Terms of Engagement for Agency Workers’ contract for more detail.
DATA PROTECTION
Nurse Call is committed to complying with the principles and requirements of the Data Protection Act 2018 in relation to the holding and processing of your personal data, including special categories of data.

We will hold and process, both electronically and manually, personal data relating to you which is necessary for the performance of this contract and for other lawful processing reasons such as where it is with legitimate interests and where it is necessary for compliance with a legal obligation. 

Such personal data includes, without limitation, your employment application, references, bank details, performance appraisals, holiday and sickness and other absence records, expenses information, salary reviews, driving information, remuneration details, data regarding employment benefits and other records which may include sensitive 
personal data (also known as special categories of data) relating to your health. 

Special categories of data are defined as personal data relating to racial or ethnic origin, political opinions, religious or similar beliefs, trade union membership, physical or mental health or condition, sexual life, biometric data or genetic data. Nurse Call may make your personal data available to any third parties that provide products or services to Nurse Call (such as HR and Payroll system administrators, pension administrators and benefits providers), regulatory authorities, potential purchasers of Nurse Call or the business in which you work, or as may be required by law. 
SMOKING 
A ‘No Smoking’ policy operates within Nurse Call and employees are not permitted to smoke (tobacco/ vape/ e cigarette) in or around a service users’ home. Employees are not permitted to smoke in Nurse Call uniform unless on an unpaid break with their uniform fully covered. Employees found to break this will be liable to disciplinary action.
ALCOHOL / DRUG ABUSE POLICY
The consumption of alcohol during working hours is prohibited and inability to perform duties due to the influence of alcohol or drugs is regarded as gross misconduct in terms of Nurse Calls disciplinary procedure and may as such, result in dismissal.
EQUAL OPPORTUNITIES
Nurse Call is committed to ensuring equality of opportunity. This commitment is set out in policies and procedures. It is the duty of every employee to comply with the detail and the spirit of this.
Wherever possible, equality will succeed. However, there may be instances where service users request a certain gender of staff to perform personal or intimate care duties, which will be considered for privacy and dignity reasons. This can affect any gender.
CHANGES IN POLICY
Any changes to Nurse Calls policies or ‘Terms of Engagement for Agency Workers’ contract will be issued to you in writing and this also update online.
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