[image: image1.emf]
NHS Lothian Staff Bank Information Sheet
The Comely Bank Centre, 13 Crewe Road South, Edinburgh, EH4 2LD
0131 536 2020
	Nature of the Work
	The Staff Bank provides supplementary staffing to areas that need staff on an ‘as required’ basis.  There are no guaranteed hours and you must be prepared to be moved at any time to an area / site where clinical need is greater. Working Time Regulations do not allow individuals to work more than 48 hours a week.  You must also have a rest period of no less than 11 hours between shifts within a 24 hour period.

	Departments & Operational Hours

8am – 8pm (Mon-Sun)
8am – 6pm (Mon-Fri)

8am - 4pm (Sat-Sun)

8am – 4pm (Mon-Fri)
8am – 4pm (Mon-Fri)

8am – 8pm (Mon-Fri)
9am - 5pm (Sat-Sun)
10am – 3pm (Mon-Fri)
10am – 3pm (Mon-Fri)


	To speak to a member of a specific team, telephone 0131 536 2020 (internal 62020) and then choose either
Hospital Nursing:                                  Option 1  
Medical Locums                                    Option 2  
AHP & Other Clinical:                           Option 3  
Non-clinical:                                          Option 4 
Interpretation & Translation Service  Option 5 
Staff Bank System Support                 Option 6                                                          
Staff Bank Recruitment :  Please dial 0131 536 1616 then Option 1  
Staff Bank Probation Support: Please dial – 0131 536 1616 then Option 3 
 Supplementary staffing requirements are placed by the ward / department often up to four weeks in advance.  Sometimes, however, we do receive bookings at short notice. Please check the Employee Online website for shifts or to provide your availability. You may also be contacted by the Staff Bank office via telephone, email or text message advising of available shifts. If you are directly booked by a ward / department, please check via Employee Online that you have been booked for that shift.  
The office is open 361 days per year.  We are closed 25 and 26 December and 1 and 2 January.

	Employee Online
	Employee Online enables you to view shifts, timesheets and book shifts directly. Employee Online can be accessed via the web at home or at work via the following link: 

https://lothianeol.allocate-cloud.com/EmployeeOnlineHealth/LOTHIANLIVE/Login  On registering with the Bank, you will receive a log in and password for Employee Online. Further information regarding Employee Online, including a user guide, and FAQs can be found on the Staff Bank intranet site.

	Cancellation of Booked Shifts
	If you are unable to work due to illness or injury the Bank Office must be notified at the earliest opportunity.  Out of Office hours (8pm-8am) the department should be contacted directly, and the Bank must be informed as soon as the office re-opens.   It is important to tell the Bank about any other bookings you may have within the next 48 hours and if you will be attending them.

Repeatedly cancelling shifts with less than 24 hours notice from the shift starting, or failing to attend a booked shift, is treated very seriously.  If you continuously cancel shifts, you will be asked to discuss this with a Bank Staff Manager, and this could lead to disciplinary action being taken. 95% attendance of booked shifts is expected.

	Requests to move
	Bank staff may be requested to move ward / department / site from the one which was originally booked. You should be given a reason for the move, but are required to move when asked. Where possible  you will be given notice of this, however due to the nature of bank work this may not be possible.  Failure to move when requested may result in disciplinary action

	Agency Work
	Staff who hold a substantive or bank contract with NHS Lothian are not permitted to work concurrently through an external agency.  If you terminate your NHS Lothian contract, you will not be considered eligible to seek work in NHS Lothian through an external agency for a period of 6 months from your date of leaving.

	Payment
	· Monthly pay – shifts confirmed electronically by the last day of the month will be paid on the last Thursday of the following month.

· Weekly pay – shifts confirmed electronically by 8am on Wednesday, will be paid into your bank account on the Thursday of the following week.

You can check if your shift has been authorised for payment by checking Employee Online. If your shifts has not been authorised please contact the manager of the department in which the shifts was worked in the first instance.. Only when the shift has been authorised can it be paid.
Pay dates may change over the Festive period and at the end of financial year; check Staff Bank on the Intranet for further information.

	Superannuation
	There is automatic enrolment in the NHS (Scotland) superannuation scheme (up to full time hours with NHS Lothian).  However, some benefits of this will be discontinued if you do not work within a 3 month period.  It is your responsibility to be aware of regulation. Information is available from the Scottish Public Pensions Agency (SPPA). http://www.sppa.gov.uk  Please note: that should you wish to opt out of the superannuation scheme, it is essential that you complete the ‘OPT OUT’ form which is available to download on the SPPA website.  This should then be sent directly to NHS Lothian, Payroll Services, 2nd Floor,  2-4 Waterloo Place, Edinburgh,  EH1 3EG

	Holiday Pay 
Entitlement
	You are entitled to paid annual leave. There must be 5.6 weeks each year when you take annual leave from the Staff Bank. If you have concurrent substantive employment you must have 5.6 weeks each year during which you do not work for NHS Lothian.  For further details on annual leave please see overleaf.

	Sick Pay 
	You may be entitled to SSP subject to a 13 week qualifying period of continuous employment with the Bank and that you are earning at a level where NI contributions are payable.

	Maternity Pay
	You may be entitled to Statutory Maternity Leave and pay subject to meeting certain criteria. Further information is contained in the NHS Lothian ‘Maternity Leave‘ policy.


ANNUAL LEAVE FOR NHS LOTHIAN BANK STAFF
National guidance has been issued about the future management of annual leave for bank staff. For shifts worked, the Staff Bank system will automatically record 12.07% of all the hours you work. Based on the guidance, NHS Lothian has agreed to adopt a process that means annual leave will be accrued in three month periods, and this leave must be taken or booked to be taken at a later date in the following three month period.

Any annual leave that is not taken within the next three month window will be lost. In practice this means that:
·    leave accrued between April– June > must be taken/booked 1 July- 30 September

· leave accrued between July– September> must be taken/booked 1 October- 31 December

· leave accrued between October– December> must be taken/booked between 1 January- 31 March

· leave accrued between January– March> must be taken/booked between 1 April- 30 June

There will be no payment made in lieu of annual leave so please ensure you are regularly taking the leave you have accrued. 

From the 1st of April until the 31st March the annual leave allowance for Bank Staff (excluding Medical Locums) is 5.6 weeks (28 days) which equates to 210 hours (pro rata) per annum, calculated at 7.5 hours per day. You can be paid a maximum of 37.5 hours annual leave per week, maximum of 7.5 hours per day.  
Medical Locums working week is based on 40 hours, the allowance remains 28 days, but it equates to 224 hours (pro rata) per annum, calculated at 8 hours per day.

It is important to note you must take your statutory leave during the year, and if you have concurrent substantive employment you must have 5.6 weeks each year when you do not work for NHS Lothian.  When you are on paid annual leave from the Staff Bank you will be made inactive, i.e. you cannot receive Bank annual leave pay and work Bank shifts during the period of annual leave. 

Unfortunately there is no mechanism in the payroll system for annual leave hours to be identified separately from other basic hours appearing on the same payslip.  

Requests must be received at least two weeks before your intended leave. If you fail to give two weeks notice then payment cannot be guaranteed to be paid to you in the corresponding pay period on the basis of payment as if at work. 

To advise the Staff Bank of your intention to take annual leave, and to ensure that you receive payment in the appropriate pay period, you must submit an annual leave request detailing the dates of your annual leave and indicating whether or not you are taking annual leave from any other concurrent post that you have in NHS Lothian. The request to take annual leave must be made in writing, preferably by email to:
	staffbank.regnurse@nhslothian.scot.nhs.uk   for queries involving hospital based registered nurses and midwives

staffbank.nregnurse@nhslothian.scot.nhs.uk  for queries involving hospital based non-registered nurses

staffbank.medical@nhslothian.scot.nhs.uk for queries involving all medical locums

staffbank.AHP-other@nhslothian.scot.nhs.uk for queries involving non-hospital based nurses and all AHPs

staffbank.nclinical@nhslothian.scot.nhs.uk  for queries involving all non-clinical bank staff

staffbank.its@nhslothian.scot.nhs.uk for queries involving the interpretation and translation service

staffbank.probation@nhslothian.scot.nhs.uk for queries involving the probationary period

staffbank.recruitment@nhslothian.scot.nhs.uk for queries involving the recruitment process

	Alternatively by internal/external post to:   

NHS Lothian Staff Bank

The Comely Bank Centre

13 Crewe Road South

Edinburgh

EH4 2LD
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