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Welcome
Austin Dean Recruitment observes the highest principles of ethics, equity, integrity, professional
conduct and fair practice in dealing with recruitment and will conduct the business in a manner
designed to enhance the operation, image and reputation of the recruitment industry.
This handbook outlines policies, procedures and statements that are informative and which will be of
assistance to you during each assignment you undertake. A full copy of the policies can be obtained
from the HR Department. It is not practical for such a handbook to cover every situation which may
arise during the course of your assignments, nor does its content replace any policies and procedures
which may be in place at the hospital, Trust, Day Care Centre, or residential care home or any other
setting to which you may be assigned.
This handbook outlines Austin Dean Recruitment’s own policies and standards, these do not supersede
the national guidelines of the GMC / NMC / GDC or another other regulatory body and any other
professional membership bodies such as the HCPC. The aim of this handbook is to provide general
information to agency staff / self-employed contractors, and freelancers. It is not intended to cover
every situation or to explain everything about the employment of agency staff / contractors. There is no
obligation on the part of the Company to offer you or provide you with temporary work equally you are
not obliged to accept any work, which has been offered.
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Queries about the contents
of the staff handbook
If there is anything in the handbook that you do not understand or which you require further
clarification, then you should speak to your Recruitment Consultant. The organisation welcomes any
comments or suggestions as to how the handbook could be improved.
Changes to the handbook - Austin Dean Recruitment reserves the right to amend this handbook, but
will make every effort to notify you when there is an official change to a policy that it contained.
For example, the handbook may need to be changed where there is a change to:
•
•

the way in which the organisation operates because of market conditions;
employment law that requires a policy to be amended.

In any event, the HR department will carry out quarterly reviews of this handbook, every six months.
However, you are responsible for your own up-to-date knowledge about Austin Dean Recruitment’s
policies, procedures, benefits, and working conditions. The handbook is contained on the organisation’s
website and a hard copy is also available from the HR department.
The organisation’s headquarters are located at: Austin Dean Recruitment: Hillcrest House, 49A Vicarage
Road, London, E10 5EF
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Allocation of Work
During an Assignment you will be engaged on a contract for services by Austin Dean Recruitment. For the avoidance of
doubt, you are not an employee of Austin Dean Recruitment although the company is required to make the Deductions from
your pay (if you are not supplying via a Limited Company or an Umbrella organisation). This shall not give rise to a contract of
employment between Austin Dean Recruitment and you, and the Hirer. You will be supplied as a worker, and you are entitled
to certain statutory rights as such, but nothing in these Terms shall be construed as giving you rights in addition to those
provided by statute except where expressly stated.

AWR
If you are an agency worker and you have completed 12 continuous calendar weeks by working in the same role with the
same hirer, during one or more assignments than you would be entitled to parity pay, benefits as a normal employee. If you
are self-employed or a freelancer, please discuss your options with the Recruitment Consultant as it is possible that the AWR
regulation may not apply.

Cancellation Procedure
For any shifts that you need to cancel within 72 hours, please call your recruitment consultant or if you cannot reach them
please call the office number and one of our team members will be happy to assist you. Note – an email for cancellations
within 72 hours will not suffice as notification.
It is the Companies policy that you provide the company a minimum of four hours’ notice should you be unable to work a
previously agreed shift. Temporary Workers who repeatedly cancel shifts without giving greater than four hours notification
or Temporary Workers who fail to arrive at the Contracting Authority to work a shift they have previously committed to will
no longer be engaged by the Company.
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Change of address or personal circumstances
It is very important that you inform Austin Dean Recruitment, through your Recruitment Consultant of any changes to your
personal circumstances such as:
•
•
•
•
•

address or telephone number;
next of kin to contact in an emergency;
bank or building society details;
gain or loss of relevant qualifications or licences, such as loss of driving licence; and
loss of right to work in the UK.

Complaints Procedure
Austin Dean Recruitment is committed to providing a high level service to our candidates / workers. If you do not receive
satisfaction from us we need you to tell us about it. This will help us to improve our standards. If you have a complaint,
please contact Daniel Adams, Recruitment Consultant, or email info@austindean.co.uk with the subject heading
‘complaint’. You can also request our complaints policy by calling us on 020 3489 6070.

Equal Opportunities and Diversity
Austin Dean Recruitment will not discriminate unlawfully when deciding which candidate/temporary worker is submitted
for a vacancy or assignment, or in any terms of employment or terms of engagement for temporary workers. Austin Dean
Recruitment will ensure that each candidate is assessed in accordance with the candidate’s merits, qualifications and ability
to perform the relevant duties for the role. Agency Workers must not discriminate on any grounds and must abide by and
adhere to this general principal and to the requirements of the Code of Practice laid down by the Equality Act.
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European Working Time Direction Provisions
The Directive was designed to protect the health and safety of workers by restricting the number of hours an individual
can work and by imposing minimum rest requirements for all workers. It imposes a limit on doctors’ working hours of 48
per week on average, calculated over a maximum period of six months. The requirements for taking rest breaks are set out
below.

EWTD Rest Requirements
The rest requirements which came into effect in August 2004 are as follows (although derogations apply):
• a minimum of 11 hours’ continuous rest in every 24-hour period
• a minimum rest break of 20 continuous minutes after every six hours worked
• a minimum period of 24 hours’ continuous rest in each seven-day period (or 48 hours in a 14-day period)
• a maximum of eight hours’ work in each 24 hours for night workers. *
* A night worker is someone who works at least three hours of their daily working time during night time. Junior doctors are unlikely to be classified as
night workers. However, this should not be assumed and where there is any doubt each case should be considered on an individual basis.

Flexible / Alternative Work
As a temporary worker you are required to be flexible and accept alternative work within the Contracting Authority as
requested, provided it is within the scope of your clinical competence. We will be checking and verifying all of your prerequisite qualifications for the job role and the contracting authority may also request verification checks, to ascertain
clinical competence.
Austin Dean Recruitment has the right to take remedial action against a temporary worker who fails to accept alternative
work within the Contracting Authority as directed provided and is within the scope of your clinical competence. Unless you
have extenuating circumstances, we will also notify the regulatory body should you fail to accept alternative work.
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Health & Safety
All employees and workers have a duty in law to act responsibly and to take reasonable care for the health and safety at
work of both themselves and their colleagues. This duty can be carried out by:
•
•
•
•

working safely and efficiently;
using any protective equipment provided and meeting statutory obligations;
adhering to the Company procedures for securing a safe workplace. Individuals will be nominated to undertake
health and safety duties as required.
reporting incidents that have led to injury or damage;

All such incidents must be recorded and reported to your Recruitment Consultant using the internal report form, which is
available from the HR Department. Any failure to adhere to this policy and the procedures set out in it will be considered a
serious disciplinary offence and is one which may lead to dismissal.

Medicine Management
All healthcare workers must comply at all times with the workers regulatory bodies guidelines on Medicines Management,
for example if you are a doctor you will need to comply with the GMC’s Medicine Management, if you are a Nurse you will
comply with the NMC’s guidelines etc.
As a healthcare professional you
a. must, at the commencement of any assignment, establish with NHS Trusts, Health Boards etc (through their direct
line supervisor) policy for the administration and assistance with drugs and medication, including the use of the
prescription chart and any other relevant administration charts e.g. insulin chart.
b. The need to seek appropriate consent from the patient before the Agency Worker administers or assists with
medication. The policy will also address the need for the Agency Worker to follow NHS Trust’s, Health Boards policy
in the event that such consent is withheld.
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c. The requirements for the Agency Worker to clearly record in the patient’s notes or care book any assistance, advice or
administration of drugs or medicines.
d. To give instruction to the Agency Worker on the reporting of concerns about a particular patient, their health, or their
medication
e. To give instructions to the Agency Worker on the reporting of incidents
f. How to report any drug or medication errors and the timescale for reporting of such. It will also detail the procedure
for handling of any issues that arise from such incidents.
g. How to use the Prescription Chart

Occupational health requirements
Health Assessments
Austin Dean Recruitment Occupational Health Provider undertakes occupational health assessments based on the
information provided in your health declaration forms at registration and annually thereafter. The assessment is undertaken
by an occupational health professional with an aim of assessing the impact if any, that a declared illness/condition may
have on your ability to undertake the work processes of any proposed post. The primary aim is to advise Trust’s on what
adjustments should be considered to ensure a safe/healthy working environment for you. It may then be necessary for
occupational health to contact you in order to discuss your health status and to ensure that any proposed work will not
impact upon your physical or psychological wellbeing. On joining Austin Dean Recruitment, you will be required to complete
a Health Declaration form, in order that Occupational Health can assess what, if any, modifications might be required in
either the working process or environment to ensure your continued good health. You will also be required to complete an
Annual Health Review form to ensure that your health status is maintained.

9

Immunisation requirements
Immunity and vaccination screening requirements for locum healthcare workers undertaking placements within the NHS
are governed by NHS, Nice Guidance, and the NHS Procurement Agency. This guidance was formulated for the NHS /DOH
Agencies by panels of experts within the relevant fields. They decided that due to the peripatetic nature of Locum workers,
immunisation and vaccination requirements should be higher than those required for a substantive post within the NHS.
Locum staff of all grades and professions are regarded as new entrants to the NHS regardless of any present or previous
NHS post, and as such, are required to provide evidence to the standard set out in the attached Guidance ‘ Health Clearance
for tuberculosis, Hepatitis B, Hep. C and HIV: New healthcare worker, NICE guidance on Tuberculosis: Clinical diagnosis and
management of tuberculosis, and measures for its prevention and control; NICE guidelines [CG117] Published date: March
2011, regardless of any prior or present NHS substantive posts.
The Department of Health require that all agency healthcare workers provide documented evidence of their immunity
to, or freedom from, a number of common illnesses/infections in order to protect the healthcare worker, their patients
and colleagues from infection. All evidence must state your correct name, date of birth and be on official headed paper or
stamped by the issuing medical centre. Any costs for the required evidence below are to be met by yourself. If your medical
practice is unable to offer you the service, you will need to find a private clinic, we can assist you with this. Your present/
previous NHS Employer’s Occupational Health Department should be able to assist you in obtaining the required evidence.
All Healthcare Workers must provide evidence of immunity to/immunisation for the following;
• Hepatitis B: evidence required of your vaccination course dates, along with your post vaccination surface antibody
blood test results (Titre levels). A course is three vaccinations, and
• Hepatitis B five year booster: As per Department of Health’s ‘green book’, a booster is advised to begiven five years
after your primary course of vaccinations, and
• Rubella: evidence required of either your serology showing you are immune to Rubella, or evidence of two
vaccinations, and
• Measles: evidence required of either your serology showing you are immune to Measles, or evidence of two
vaccinations, and
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•

Tuberculosis: evidence required that your BCG scar has been seen by either your practice nurse, GP or Occupational
Health department. Alternatively, you can provide evidence of a BCG vaccination, Quantiferon or Heaf/Mantoux test.
For those who have lived in a Tuberculosis High Risk Country for over three consecutive months in the past five years, they
must provide evidence of one of the following since they were in that country;
•
A Quantiferon/Gold Spot Test (interferon - gamma testing), or
•
a Negative Mantoux Test, or
•
a Chest X-ray (CXR)
•
Varicella: A personal declaration demonstrating that you have had chickenpox. Alternatively, you can provide
evidence of your serology showing your immunity. If you are not immune, we need to have evidence that you have had two
vaccinations.

Additional requirements for Exposure Prone Procedures (EPP) workers
•
•
•

Hepatitis C
HIV
Hepatitis B surface antigen

The above must be taken in line with the Department of Health Document HSG (93) 40, and the results must be from a
UK laboratory and should include evidence that the healthcare worker’s identity was confirmed at the time the sample
was collected. This is achieved by the individual presenting photo ID such as a driving licence or passport, and that this is
recorded on the issued laboratory result. We will be unable to issue an EPP certificate without UK Identified Valid Sample
(IVS) reports. If you require further clarification please contact Austin Dean Recruitment on 020 3489 6070 during office hours.
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Opting out of the 48 hours working week
The Working Time Regulations 1998 provide that the Temporary Worker shall not work on an Assignment with the Client in
excess of the Working Week unless s/he agrees in writing that this limit should not apply. If you would like to opt out of this
agreement and work more than 48 Hours per week, over a 17 weeks period, please speak to your Recruitment Consultant
who will send you a form to complete.

Out of Hours Contact Information
Office Number: 020 3489 6070
Out of Hours Number (after 6pm Diverted to OOH’s Shift Lead): 020 3489 6070
Our office hours are 8am – 6pm. If you need to get in touch outside those hours, please call the office number and our on-call
team member will be able to assist you.

Payment
Austin Dean Recruitment pays weekly pending the timesheet is filled out correctly and submitted by 12:00 on Monday.
Payments are made by BACS on Fridays, anytime between 9am – 6pm.

Record keeping
Good record keeping is essential to your work as an agency healthcare professional. Austin Dean Recruitment expects all
healthcare professionals to abide by the following guidance as noted in the NMC Code:
1. Keep clear and accurate records relevant to your practice.
2. This includes but is not limited to patient records. It includes all records that are relevant to your scope of practice.
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To achieve this, you must:
Complete all records at the time or as soon as possible after an event, recording if the notes are written sometime after the
event,
• Identify any risks or problems that have arisen and the steps taken to deal with them, so that colleagues who use the
records have all the information they need,
• Complete all records accurately and without any falsification, taking immediate and appropriate action if you become
aware that someone has not kept to these requirements,
• Attribute any entries you make in any paper or electronic records to yourself, making sure they are clearly written, dated
and timed, and do not include unnecessary abbreviations, jargon or speculation,
• Take all steps to make sure that all records are kept securely, and 10.6 collect, treat and store all data and research
findings appropriately.

Remuneration
Austin Dean Recruitment shall pay you the Hourly Rate during periods when you’re carrying out Assignments. The exact
amount of your pay (the Actual Rate of Pay) will be notified on a per Assignment basis and as set out in the relevant

Reporting on Duty
The Company prides itself on the fact that our agency workers maintain a high professional standard whilst carrying out
their assignments. Reliability and punctu¬ality are of prime importance. For handover and induction purposes, try to arrive
early for an assignment and report to the person as advised by your Recruitment Consultant. If this person is not available
report to the person in charge.
If, in exceptional circumstances, you expect to be late for duty, you should inform your Recruitment Consultant so s/he can
inform the Client. If you are unable to fulfil an assignment, your Recruitment Consultant needs as much notice as possible, as
many of our Clients are vulnerable and, as a member, when you have accepted an assignment you have a duty of care. If you
cannot attend an early assignment please contact the office.
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Security
Please ensure that you comply with the client’s security measures. Keep confidential information, valuables, equipment
and materials adequately secured at all times. Report suspicious incidents or loss of items immediately to your recruitment
consultant. You must never be in unauthorised possession of any client, service user or Austin Dean Recruitment property,
including cash. Please follow any instructions relating to the wearing of security badges or identity cards.

Standards of conduct
We constantly monitor and review the level of service that we are providing for our clients and will request feedback on your
performance and general attitude.
The Company expects all agency workers to act in a professional manner at all times in accordance with the regulatory
bodies rules of conduct. You will need to ensure that you put the interests of people using or needing nursing services first.
You will make their care and safety your main concern and make sure that their dignity is preserved and their needs are
recognised, assessed and responded to. You will make sure that those receiving care are treated with respect, that their
rights are upheld and that any discriminatory attitudes and behaviours towards those receiving care are challenged.
Austin Dean Recruitment will endeavour to provide you with work, however cannot guarantee the number of shifts available,
as the demand fluctuates on a weekly basis. We encourage you to inform your Recruitment Consultant on a weekly basis of
your availability so you can maintain your work life balance.

Smoking
No smoking or vaping on any trust/clients premises except where it is expressly permitted
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Supplier’s Uniform Policy
Presenting a professional image is very important. All Healthcare workers who are supplied with a Trust ID badge or uniform
must return them back to Austin Dean Recruitment at the end of the placement. Where required by policies, rules, procedures
or standards, you shall wear any special protective clothing or footwear provided.
If you have any queries regarding correct local procedures or are uncomfortable carrying out any of the duties you have been
asked to perform, please raise these issues with your line manager and/or recruitment consultant. Always keep your own
written record that you have done this.

Timesheets
For every shift you work, please fill out a timesheet with the hours you have worked. Please ensure your timesheet is signed
off by someone at the site you are working at (unless instructed otherwise).
Any timesheet submitted by 12:00 on Monday are paid the following Friday. Timesheets should be submitted via email to
fax@austindean.co.uk .

Uniform and non-uniform dress code
As agency healthcare workers you have a responsibility to provide the best and safest care to patients, their carers and the
wider public. How healthcare workers dress and wear uniforms can have an impact on the quality and safety of the clinical
care provided, especially when reducing the risk of avoidable infections. Presenting a professional image is very important.
Always wear your ID Badge and also if you have been provided with a uniform you must only wear this if you are on shift with
the agency. All agency workers are expected to change into uniforms prior to commencing their shift and change prior to
leaving the shift. Staff / workers are not allowed to wear uniform into work.
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Welfare Check
At Austin Dean Recruitment we want all our locum professionals to be satisfied with the work we provide, we will conduct a
welfare check after your first six months of work, and thereafter on an annual basis. This is to ensure you are being provided
with suitable assignments and can share your experiences and any issues you may wish to raise.

Wills and bequests
If you are requested to witness a Will, or any legal document, you must explain you cannot do this and advise the individuals
to speak to their legal representative or members of the patient’s family. You should also inform the head of department or
your supervisor.
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