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Welcome to Nursing Zone 

We are delighted that you’ve chosen to join us at Nursing Zone and we really hope that you enjoy 

working with us. 

Nursing Zone is committed to providing a quality service to all of our agency workers and have 

created this handbook as a guideline to our working relationship. We want to make your experience 

personal and seamless. To do this we strongly recommend you familiarise yourself with the 

information provided. We suggest that you keep the handbook in a safe place in case you need to refer 

to it at a later date. 

Whilst working for Nursing Zone you will be required to adhere to all policies and procedures set out 

in the handbook, adhering to policies and guidance by visiting placements and be accountable for your 

clinical practice at all times. 

From time to time the handbook will be reviewed and updated to include any changes in legislation, 

national guidance or Nursing Zone processes. We will send you out revised versions as and when 

changes are made. 

If there is anything you do not fully understand please send your feedback to either of our head 

offices: 

 

Nursing Zone Head Office 
The White Horse Business Centre 
Suite 4 
Lewin Street 
Middlewich 
Cheshire 
CW10 9AS 
Tel: 01270 306999  
 

  

Office Hours: 

Monday: Friday 0700 to 1900 

Saturday: 0900 to 1700 

We operate a 24/7 service 365 days per year, if you call the office number it will be diverted to the out 

of hours service. 
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Code of Conduct 

 
1. Nursing Zone is a high quality service provider, from paper to patient. All workers are 

required to abide by a certain code of conduct. If you are registered professionals, then 

this would be your NMC/HCPC Code of Conduct. Registered professionals are 

accountable for all clinical practice. 

2. You must act with honesty and integrity. Never putting Nursing Zone, or your 

profession into disrepute. 

3. You must be respectful to all and uphold the dignity of all in your care. Confidential 

information must not be disclosed to any third party without the consent of the patient 

or appointed advocate, unless it’s considered to be in the best interest of the patient 

and have consulted the relevant national and legal guidance. 

4. You must not discriminate against anyone on the grounds of age, race or ethnic origin, 

colour, religion, political affiliation, disability or impairments, marital status, 

parenthood, sexual gender or sexual orientation. The values, customs and beliefs of all 

must be respected. 

5. You must not consume alcohol, illegal drugs, solvents and/or other mind-altering 

substances, prior to coming on duty and/or during the hours of work. 

6. You are not permitted to witness, or be party to, patients will. 

7. You must not be involved in any action that may be perceived as negative, or damaging 

to the reputation, or name of Nursing Zone. 

8. You must act within your competencies and within your allocated job description. 

9. You must obtain consent before starting any form of treatment or care. 

10. Any incidents or accidents involving yourself, others and/or patients must be reported 

immediately to the person in charge and openly input to further investigations. 

11. You must ensure that all documentation is entirely complete, clear, concise and 

accurate, utilising e-documentation where and when possible (this includes ensuring 

you have an up to date electronic records card at all times). 

12. Ensure all educational statutory and mandatory training is up to date, ensure that 

education of yourself and supporting the education of others is a key priority of your 

role.  

13. If you are asked to move wards you must do so, providing it is within your clinical 

competence and safe to do so.  
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ID Badges & Electronic Records  

Once your application has been completed we will post your identification badge out to you. Your 
badge must be with you and worn on every assignment through us. If you lose or damage your badge, 
then please inform the office immediately. It must be dated and changed yearly. It is your 
responsibility (with the support of Nursing Zone) to ensure you have an electronic records card that 
gives you access to patients records where a supplier uses an electronic system, this is for all workers 
not just those that regularly attend the same area.  

Uniforms and Professional Appearance 

Agency workers (unless working in theatres or as a Midwife) are required to wear the Nursing Zone 
uniforms when working on an assignment through us. This is at a cost to you of £20 per uniform; 
which will need to be paid for in full before the uniform is issued. 

All our agency workers are required to look professional, smart and clean whilst on assignment. Make-
up must be at a minimum. Presentable, covered shoes (no high-heels or platforms) are to be worn, 
preferably Black. For Health and Safety, no jewellery, other than a plain wedding ring and plain ear-
studs should be worn. Hair must not sit on or below your shoulders. You must follow the local policy 
for uniform of the assignment area.  

Availability 

In order to make sure that we are aware of when you are able to work, please ensure that you contact 
the office every week to update your availability for the following week. You can do this via text, email 
or telephone. If anything changes with your availability, then please let your consultant know during 
working hours. Please do not accept a shift unless you are available to do so. 

Timesheets 

Always ensure that you have a timesheet with you for every time you have an assignment through us. 
If you run out of timesheets, please let your consultant know so we can send more out to you. Failure 
to have your timesheet with you can result in a delay in payment.  

Timesheets are to be used one per hospital/client once a week. Please use a separate timesheet for 
different departments and hospitals. Nursing Zone timesheets are to be used at all times – and where 
applicable, some clients will ask that you complete their own timesheets. If you are also given a 
booking reference number, then this needs to be specified on your timesheet. 

All agency workers are required to have their timesheets submitted to the office either via fax, post or 
email, every Monday by midday. For invoicing ease we ask that you submit your timesheet every 
week. 

Our working week runs from Monday to Friday and we operate a weekly payroll for all our agency 
workers. For all timesheets submitted on a Monday, your pay will be the following Friday. 

It is your responsibility to have your timesheet signed by someone at the hospital who is authorised to 
do so. We will not process any timesheets that are not completed correctly, along with said authorised 
signatures. 
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If you do not know how to fill out the timesheet, then please contact your dedicated consultant for 
further information. 

Limited and Umbrella Companies 

Nursing Zone is happy to support all agency workers who have limited companies when they are not 
working for public sector organisations. However, for all those working with public sector supplied, 
you will need to work with an umbrella company. We understand that there are many benefits of 
working through a limited/umbrella company - such as beneficial hourly rates, ability to claim 
expenses for travel, uniforms, accommodation etc. However - we suggest that you seek the 
appropriate advice before deciding on whether a limited/umbrella company is right for you. Should 
you require any information on how to seek advice, please contact your dedicated consultant or feel 
free to send an email to: 

payroll@nursing-zone.com 

Out of Hours/ Cancellations/Lateness 

Nursing Zone operates a dedicated 24/7, 365-telephone service, if you need to contact us outside 
office hours please call us on 01270 30699 (our phone is diverted to a mobile and will be answered 24 
hours a day).   

If you are cancelling your shift, then we ask that you contact Nursing Zone as soon as possible, so we 
have enough time to find a replacement and inform the client. Failure to do this may be detrimental to 
Nursing Zone’s reliable reputation.    

Due to the nature of temporary work, the needs of our clients may change resulting with the 
cancellation of your shift. Nursing Zone will do all they can to book you elsewhere. 

If you are running late for a shift please ensure that you call us so we can let the client know.  

Please note that sending a text/ email is not acceptable, you are required to follow our process and call 
us on 01270 306999 

Sickness and Absence 

Nursing Zone recognise that good health and well-being is vital for ensuring that it can provide 
effective patient care and continually improve the quality of services for patients. It is your 
responsibility to make every effort to maintain your fitness and availability for work however – if 
sickness does occur then you will need to report this to Nursing Zone as soon as possible by calling 
our out-of-hours number 01270 306999. Failure to notify Nursing Zone of sickness or absence is an 
immediate review; should this happen on two occasions you will be asked to meet with a member of 
the Nursing Zone management team, which could result in you no longer being registered with 
Nursing Zone. We take this very seriously, as it is damaging to Nursing Zone’s reputation. If you cancel 
your shift, this MUST be done by yourself and no one else – unless under absolutely exceptional 
circumstances. 
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Gifts and Gratitude’s 

 
You may be offered gifts, favours or hospitality from people in your care during the course of, or after 
a period of care or treatment. 
 
The NMC Code of Conduct states: "You must refuse any gifts, favours or hospitality that might be 
interpreted as an attempt to gain preferential treatment” 
Nurses, midwives and other registered professionals can receive gifts or favours from people they care 
for, but must be confident that the giving of these gifts could not be interpreted as being in return for 
preferential treatment. Nurses and midwives are also asked, when deciding whether or not to accept a 
gift or favour, please seek advice from your consultant. 

Please also refer to the Anti-bribery and Corruption Policy for more information. 

First Assignments 

When you attend your first assignment, some hospitals may ask you to do an induction checklist. Once 
you have completed a checklist, please ensure that you send us a copy for our records.  

For clinics / hospitals that do not have an induction checklist, it is your responsibility to ensure that 
you are inducted into the working environment appropriately, by familiarising yourself with: 

➢ Layout of department. 
➢ All Policies and Procedures and locations of where they are kept. 
➢ Equipment. 
➢ Medication process. 
➢ Fire procedure. 
➢ Documentation/E-Documentation you are required to complete. 

If you are asked to perform tasks that you feel you are not competent to do, you must inform the nurse 
in charge. 

In addition to the above, you must ensure you receive a full handover before you start work. 

 

Mandatory Training 
 
Nursing Zone follow NMC/HCPC guidelines as well as any framework stipulations agreed with our 
clients. There may be occasions where you will be required to attend additional training courses to 
meet the criteria of our clients. 
 
All our agency workers are required to undertake the following mandatory courses on an annual 
basis: 

➢ Moving and Handling 
➢ Health & Safety 
➢ Fire Safety 
➢ Basic Life Support (or Advanced / Immediate Life Support) 
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➢ Confidentiality 
➢ Infection Control 
➢ Complaints Handling 
➢ Safeguarding Vulnerable Adults 
➢ Safeguarding Children 
➢ Medicine Management 
➢ Lone Working 
➢ Handling Violence and Aggression 
➢ Food Hygiene 
➢ Information Governance 
➢ Blood Transfusion 

This list is non-exhaustive and changes as our clients expectations and standards change. If more is 
required we will inform you and give you advice and access to either our online training system 
(costs you may incur) or through our partner training companies (costs you may incur). 

 
These are in addition to any training courses you are required to do as part of your specialism. 
 
Our Compliance team will contact you and let you know 60, 30 and 7 days before your mandatory 
training is due for renewal.  

Nursing Zone are able to provide the above mentioned courses (with the exception of Basic / 
Immediate / Advanced Life Support) online via REDROCK. Training must be completed before the 
expiry date of your last course. Failure to do so will result in you not being able to work until courses 
are complete.  

Quality Assessment 

Nursing Zone is committed to providing an exceptional service to our clients and workers. We have a 
dedicated Recruitment and Compliance Team who will ensure that all agency workers are up to date 
with their documentation. They conduct regular internal audits to ensure that we are constantly 
striving for excellence. We also have external auditors check our work to ensure our practice and 
standards never falter.  

Service Reviews 

Nursing Zone conduct annual Service reviews with all our agency workers. This is to ensure that we 
are providing a good service to you, as well as our clients. During this review, one of our nurses will 
discuss your clinical practice and performance. When you first join us we will perform a review after 
three months to see how you are getting on. During these reviews we will get feedback from our 
clients in regards to your clinical practice, competence, any training needs that may be identified and 
general performance. We will then provide you with feedback as well as welcome feedback from you. 

Data and Barring Service 

We also require an up to date Data and Barring Service (DBS) report every year. This is at a cost to 
you, however, we encourage all our workers to acquire a transferable DBS.  



 10 

This needs to be done within the first 19 days of receiving your paper certificate and costs you a yearly 
fee with the update service and allows us instant access to your report at all times. Please ask your 
consultant for more details. 
 
If you have any cautions or convictions on your DBS you will be asked to declare this from the outset 
and provide a confidential statement which will be reviewed by our company directors. Failure to 
disclose any cautions or convictions during application will lead to you no longer being registered 
with Nursing Zone. 
 
Whilst registered with Nursing Zone you are responsible for reporting any convictions or cautions, 
which occur during your registration with us. 

Agency Worker Regulations 

 
The Agency Workers Regulations 2010 came into force in England, Scotland and 
Wales on 1 October 2011. The Agency Workers (Northern Ireland) Regulations 2011, came into effect 
in Northern Ireland on 5 December 2011. AWR was designed to give temporary agency workers parity 
pay and the same working conditions as they would be entitled to, had the hirer recruited them 
directly. 

The regulations clearly define what is required by all parties in the supply chain, for agency workers to 
ensure equal entitlements and equal treatment after a specific qualification and pay levels. 

For the purpose of the regulations, an agency worker is: 

➢ An individual; 
➢ Who is supplied by a temporary work agency to work under the supervision and direction of a 
client: and who 
➢ Has a contract of employment or any other type of contract (a contract for services for example) 
under which they provide their services personally. 

Rights and Responsibilities:  

Day One Rights: Equal treatment and equal opportunity access to amenities and facilities that are 
generally utilised by full time employees of the hirer. Plus, access to all job vacancies that are ‘relevant' 
to the agency worker, giving them the chance to apply directly for a hired position. 
 
12 Week Rights: After the qualifying period* (of 12 weeks) the agency worker is entitled to equal pay 
to the individual, equal holiday entitlement, rest breaks, opportunity to work different shifts and days 
where a comparator likewise has the same opportunities and not being asked to work more or less 
hours than a comparator. 
 
* This does not take into account any natural breaks during this time such as holidays, sickness, 
maternity and other statutory reasons whilst the clock for qualifying is paused. The qualifying clock 
also resets if a break of more than 6 weeks are taken during this period. 
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Limited Company Contractors 

The Regulations do not specifically exclude limited company contractors; however individuals who 
are genuinely self-employed, i.e. in business of their own account (whether by way of a limited 
company or otherwise) and who do not work under the supervision and direction of the client are not 
“agency workers”. Importantly, operating through a limited company does not automatically mean 
that the worker is out of scope of the Regulations, they will still need to demonstrate that they are 
genuinely self-employed. This is also in conjunction with IR35 rules.  
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                                                   Quality Assurance Policy 

Nursing Zone Vision: 

We will passionately deliver the highest quality of nursing workers through a streamlined approach 
across all sectors of healthcare. 

Nursing Zone Mission Statement: 

To supply high quality specialist and general nursing staff to our clients, whilst understanding that 
patient care is first and foremost. 

Nursing Zone Core Values: 

Quality 

To have a passionate workforce that truly believes in high quality care, we need to: 

➢ Ensure the entire Nursing Zone workforce is passionate about the values of Nursing Zone. 

➢ Passionately demonstrate these values whilst focusing on excellence in all areas of their work. 

➢ Be totally committed to all aspects of patient care and believe that patient care is their first and 
foremost priority. 

➢ Ensure that quality is maintained through consistent recruitment, following criteria set by the 
Directors and Nursing leads, outlining the core values of Nursing Zone. 

➢ Deliver quality; by empowering and engaging our workforce, giving Nursing Zone a reliable and 
trusted name across our colleagues. 

Excellence 

To ensure a culture of excellence, we must reflect a value of total commitment to continuous personal 
and company growth. Excellence is a culture that believes that care and compassion is the very soul of 
our workforce. That transformation is necessary to meet the needs of our ever-changing clients. 

Integrity 

Nursing Zone operate an open culture, with an ethical and honourable approach. Committed to not 
only doing the right thing, but having the integrity to approach our actions reveal our commitment to 
truth telling and to how we always see ourselves from the perspective of others in a larger community. 

Focus 

The Nursing Zone value is to focus the mind and be flexible in order to juggle the needs of a number of 
situations at the same time. Communication skills are fundamental to being a successful Nursing Zone 
nurse and you must have the personal skills to set people at ease in pressurized and sometimes 
difficult circumstances. It is important to be totally focused on care and compassion, while using a 
variety of techniques such as counselling, managing and teaching to improve the lives of all we come 
across. 
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Outcomes 

We hope that all these values will lead to positive outcomes for the patients, the clients and our 
workforce. 

Dignity at Work Policy 

Nursing Zone is committed to providing a work environment free from unlawful harassment on 
grounds of sex, sexual orientation, gender reassignment, marital or civil partnership status, age, 
disability, colour, race, nationality, ethnic or national origin, religion or belief, political beliefs or any 
other basis protected by legislation is unlawful and will not be tolerated by Nursing Zone. 

This policy prohibits unlawful harassment by any employee or worker of Nursing Zone. 
Examples of prohibited harassment are: verbal or written conduct containing derogatory jokes or 
comments; slurs or unwanted sexual advances; visual conduct such as derogatory or sexually 
orientated posters; photographs, cartoons, drawings or gestures which some may find offensive; 
physical conduct such as assault, unwanted touching, or any interference because of sex, race or any 
other protected category basis; 
Threats and demands to submit to sexual requests as a condition of continued employment or to avoid 
some other loss, and offers of employment benefits in return for sexual favours; Retaliation for having 
reported or threatened to report harassment. 

If you believe that you have been unlawfully harassed, you should make an immediate report to 
Rangeeta Bhamra followed by a written complaint as soon as possible after the incident. Your 
complaint should include: 
 
Details of the incident 
 
Name(s) of the individual(s) involved 
Name(s) of any witness(es) 

Nursing Zone will undertake a thorough investigation of the allegations. If it is concluded that 
unlawful harassment has occurred, remedial action will be taken. 

Any employee(s) Nursing Zone find to be responsible for unlawful harassment will be subject to the 
disciplinary procedure and any sanction may include termination. A person who discriminates or 
harasses may be personally liable for payment of compensation to the person offended, in addition to 
any compensation payable by Nursing Zone. There is no statutory cap on the amount of compensation 
which may be awarded in discrimination cases. Under the Criminal Justice Act 1994, harassment 
became a criminal offence, punishable by a fine of up to £5,000 and/or a prison term of up to 6 
months. Under the Protection from Harassment Act 1997, the penalties for aggravated harassment are 
an unlimited fine and/or 5 years imprisonment. 

Equal Opportunities and Diversity Policy 
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Nursing Zone embraces diversity and will seek to promote the benefits of diversity in all of our 
business activities. We will seek to develop a business culture that reflects that belief and widen the 
media platforms on which we recruit, to ensure as diverse an employee and candidate base as 
possible. We will strive to make sure that our clients meet their own diversity targets. 

Nursing Zone is committed to diversity and will promote diversity for all employees, workers and 
applicants and shall adhere to such a policy at all times. We will review on an on-going basis, all 
aspects of recruitment to avoid unlawful or undesirable discrimination. Nursing Zone will treat 
everyone equally irrespective of sex, sexual orientation, gender reassignment, marital or civil 
partnership status, age, disability, colour, race, nationality, ethnic or national origin, religion or belief, 
political beliefs or membership or non-membership of a Trade Union, or spent convictions and places 
an obligation upon all agency workers to respect and act in accordance with the policy. Nursing Zone 
is committed to providing training for its entire agency workforce, in equal opportunities practice. 
Nursing Zone shall avoid stipulating any unnecessary requirements which would exclude a higher 
proportion of a particular gender, sexual orientation, age, religion or racial group or which would 
exclude disabled job applicants; and will avoid prescribing any requirements as to marital or civil 
partnership status. 

Nursing Zone shall 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. Nursing Zone will ensure that each candidate is assessed only in accordance with 
the candidate’s merits, qualifications and abilities to perform the relevant duties required by the 
particular vacancy. 

Nursing Zone will not accept instructions from clients that indicate an intention to discriminate 
unlawfully. 

We require you to have undertaken or willing to undertake Equality and Diversity Training via our 
training provider.   

Discrimination  

Unlawful discrimination occurs in the following circumstances: 

Direct Discrimination 

Direct discrimination occurs where one individual treats or would treat another individual less 
favourably because of sex, sexual orientation, gender reassignment, marital or civil partnership, age, 
disability, colour, race, nationality, ethnic or national origin, religion or belief, political beliefs (“the 
protected categories”). 

It is unlawful for a recruitment consultancy to discriminate against a person on the grounds of a 
protected category: in the terms on which the recruitment consultancy offers to provide any of its 
services; by refusing or deliberately omitting to provide any of its services; in the way it provides any 
of its services. 

Direct discrimination would also occur if a recruitment consultancy accepted and acted upon a job 
registration from an employer which states that certain persons are unacceptable due to a protected 
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category, unless one of the exceptions applies, for instance, the job demands a genuine occupational 
requirement or in the case of age, the discrimination can be lawfully justified. 

Indirect Discrimination  

Indirect discrimination occurs where an agency or employer applies a provision, criterion or practice 
generally, which disadvantages a minority group in the community on the basis of a protected 
category. 

Indirect discrimination would also occur if a recruitment consultant accepted and acted upon an 
indirectly discriminatory instruction from an employer. 

If the vacancy requires characteristics which amount to a genuine occupational requirement or the 
instruction is lawfully discriminatory due to a statutory exception or objective justification, Nursing 
Zone will not deal further with the vacancy unless the client provides written confirmation of such 
genuine occupational requirement, exception or justification. 

Discrimination – Disabled Persons 

Direct discrimination against a person occurs where, a person is treated less favourably because of 
disability, either their own disability or because someone they are associated with has a disability. 

Indirect discriminations occur when a practice, criterion or provision, which cannot be objectively 
justified, is applied to everyone but results in a person with a disability being placed at a disadvantage. 

Discrimination arising from disability occurs when a person is treated unfavourably because of 
something arising in connection with their disability. 

Duty to make reasonable adjustments and to provide auxiliary aids and services. This is a similar 
protection to indirect discrimination in the other protected categories. 

Where a provision, criterion or practice applied by or on behalf of an employer, or any physical feature 
of the employer’s premises, places a disabled person at a substantial disadvantage in comparison with 
persons who are not disabled, it will be the duty of an employer to take such steps as are reasonable, 
in all the circumstances of the case, to remove the provision, criterion, practice or physical feature. 

Agencies must take reasonable steps to provide auxiliary aids or services if this would make it easier 
for the disabled person to use their services. For instance, an appropriate auxiliary aid or service can 
include the provision of information on audiotape or provision of a sign language interpreter. 

Nursing Zone will not discriminate against a disabled person on the grounds of disability: in the 
arrangements i.e. application form, interview or arrangements for selection for determining to whom 
a job should be offered; or in the terms on which employment or engagement of temporary workers is 
offered; or by refusing to offer, or deliberately not offering the disabled person a job for reasons 
connected with their disability; or in the opportunities afforded to the person for receiving any 
benefit, or by refusing to afford, or deliberately not affording him or her any such opportunity; or by 
subjecting him or her to any other detriment (detriment will include refusal of training or transfer, 
demotion, reduction of wage, or harassment). 
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Nursing Zone will accordingly make career opportunities available to all people with disabilities and 
every practical effort will be made to provide for the needs of agency workers, candidates and clients. 

Wherever possible Nursing Zone will make reasonable adjustments to hallways, passages and doors in 
order to provide and improve means of access for disabled employees and workers. However, this 
may not always be feasible, due to circumstances creating such difficulties as to render such 
adjustments as being beyond what is reasonable in all the circumstances. 

Age Discrimination  

Nursing Zone will not discriminate directly or indirectly, harass or victimise any person on the 
grounds of their age. We will encourage clients not to include any age criteria in job specifications and 
every attempt will be made to persuade clients to recruit on the basis of competence and skills and not 
age. 

Nursing Zone is committed to recruiting and retaining employees whose skills, experience and 
attitude are suitable for the requirements of the various positions regardless of age. 

No age requirements will be stated in any job advertisements on behalf of the company. 

Nursing Zone will request age as part of its recruitment process but such information will not be used 
as selection, training or promotion criteria, or in any detrimental way and is only for compilation of 
personal data, which the company holds on all employees and workers and as part of its equal 
opportunities monitoring process. 

Part-Time Workers  

This Diversity Policy also covers the treatment of those employees and workers who work on a part-
time basis, Nursing Zone recognises that it is an essential part of this policy that part time employees 
are treated on the same terms, with no detriment, as full time employees (albeit on a pro rata basis) in 
matters such as rates of pay, holiday entitlement, maternity leave, parental and domestic incident 
leave and access to our pension scheme. Nursing Zone also recognises that part time employees must 
be treated the same as full time employees in relation to training and redundancy situations. 
 
Gender Reassignment Policy 
 
Nursing Zone recognises that any employee or worker may wish to change their gender during the 
course of their employment with the Company.  
 
Nursing Zone will support any employee or worker through the reassignment. 
 
Nursing Zone will make every effort to try to protect an employee or worker who has undergone, is 
undergoing or intends to undergo gender reassignment, from discrimination or harassment within the 
workplace. 

All employees and workers will be expected to comply with Nursing Zone’s policy on harassment in 
the workplace. Any breach of such a policy will lead to the appropriate disciplinary sanction. 
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Where an employee is engaged in work where the gender change imposes genuine problems, Nursing 
Zone will make every effort to reassign the employee or worker to an alternative role in the Company, 
if so desired by the employee. 

Any employee or worker suffering from discrimination on the grounds of gender reassignment, should 
seek recourse with the Company’s grievance procedure. 

Complaints Procedure 

If you have a complaint: 

If you have a complaint, please contact your consultant by phone in the first instance so that we can 
try to resolve your complaint informally. 
 
At this stage, if you are not satisfied please contact Rangeeta Bhamra, Director. You can write to her.  
 
The following steps will be: 
 
➢ We will send you a letter acknowledging your complaint and asking you to confirm or explain the 
details set out. We will also let you know the name of the person who will be dealing with your 
complaint. You can expect to receive our letter within 2-5 days of us receiving your complaint.  
➢ We will record your complaint in our central register within a day of having received it.  
➢ We will acknowledge your reply to our acknowledgment letter and confirm what will happen next. 
You can expect to receive our acknowledgement letter within 2-5 days of your reply. 
 
We will then start to investigate your complaint. This will normally involve the following steps; 

➢ We may ask the member of agency workers who dealt with you, to reply to your complaint within 5 
days of our request; 
➢ We will then examine the member of agency workers reply and the information you have provided 
for us. If necessary we may ask you to speak to them. This will take up to 4 days from receiving their 
reply. 

Rangeeta Bhamra will then invite you to meet her to discuss and hopefully resolve your complaint. She 
will do this within 5 days of the end of our investigation. 

Within 2 days of the meeting, Rangeeta Bhamra will write to you to confirm what took place and any 
solutions she has agreed with you. 
 
If you do not want a meeting or it is not possible, Rangeeta Bhamra will send you a detailed reply to 
your complaint. This will include her suggestions for resolving the matter. She will do this within 5 
days of completing her investigation. 
 
At this stage, if you are still not satisfied you can write to us again. Another Director of the company 
will review Rangeeta Bhamra’s decision within 10 days. 

We will let you know of the outcome of this review within 5 days of the end of the review. We will 
write to you confirming our final position on your complaint and explaining our reasons. If you are 
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still not satisfied, you can contact the Employment Agencies Standards Inspectorate at the Department 
for Business Innovation and Skills or the REC, the industry trade association, of which we are a 
member by writing to the Consultancy and Compliance Team, REC, Dorset House, 1st Floor, 27 – 45 
Stamford Street, London, SE1 9NT. 
 
If we have to change any of the time scales above, we will let you know and explain why. 
 
NOTE: In any event, we will comply with any statutory procedures that may relate to your 
complaint. 

If we receive a complaint about you: 

If we receive a complaint about you from the client we will respond to the client in the first 24 hours 
with an initial response. 

We may not allow you to book shifts with us whilst an investigation is taking place – this is at the 
discretion of the investigating Nurse, and/or the client, and/or the Managing Director/s. 

We will aim to make you aware of the complaint and initial response within the first 24-hour period 
(or reasonable time for you). Whilst we investigate we ask that you complete a full statement and 
reflection of the events. The investigating Nurse will gather statements and facts from all parties and 
complete a first report with their recommendations – Nursing Zone would like this to be within 48 
hours of receiving a complaint (or reasonable time that suits all parties).  

The investigating Nurse will report all complaints to the client, the Managing Directors and Nursing 
Zone clinical team for further discussion.  We aim to encourage and support our workers at all stages 
of an investigation. 

We aim to close cases within 48 hours however; some investigations are complex and require a longer 
period of time. Some investigations may lead to a disciplinary, dismissal and/or NMC/HCPC referral – 
please read below for these procedures.  

Disciplinary, Dismissal and Grievance Procedures – (PAYE Staff only) 

GENERAL PRINCIPLES 

The following general principles will apply to the Disciplinary, Dismissal and 

Grievance Procedures 

➢ Each step and action will be taken without unreasonable delay. Please be aware that timelines may 
vary to those set out in this policy, due to (for example) the volume or complexity of the allegations 
being considered, or the availability of appropriate members of staff to conduct each stage of the 
process. 
➢ Whenever the employee is invited by the Company to attend a meeting, the employee must take all 
reasonable steps to attend. 
➢ At all stages of the procedure (except any investigation meetings) the employee will have the right 
to be accompanied by a trade union representative or a work colleague of your choice. If your choice 
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of companion is unreasonable (e.g. because they are unavailable for a prolonged period of time or 
because of a conflict of interest) the Company may ask you to choose someone else. If your companion 
is unable to attend any such meeting you may suggest an alternative date, provided it is within 5 
working days of the original date. 
➢ Timing and location of meetings must be reasonable. 
➢ Meetings will be conducted in a manner that enables both the Company and employee to explain 
their case. 
➢ Meetings may be adjourned so that further investigation can be carried out in light of any new 
points raised. Any new information obtained will be provided to you for consideration before the 
meeting is reconvened. 
➢ For appeal hearings following a decision the Company will as far as reasonably practicable, be 
represented by a more senior manager than attended the first meeting (unless the most senior 
manager attended that meeting). 

➢ Whenever the company or employee is required to send the other a statement, the original or a 
copy will suffice. 
➢ If you have difficulty at any stage of the procedure because of a disability please discuss this as soon 
as possible with your consultant. 

Disciplinary, Dismissal And Grievance Procedures 
PURPOSE 

The Disciplinary, Dismissal and Grievance procedures are designed to help and encourage all 
employees to achieve and maintain appropriate standards of conduct, attendance and job 
performance. The company rules and these procedures apply to all employees. The aim is to ensure 
consistent and fair treatment for all in the organisation. 

PRINCIPLES 

➢ No disciplinary action will be taken against an employee until the case has been fully investigated. 
The amount of investigation required will depend on the nature of the allegations and will vary from 
case to case. 
➢ The Company may suspend an employee with or without pay while an investigation takes place. 
Such a suspension will be reviewed as soon as possible and will not normally exceed 10 working days. 
Suspension of this kind is not a disciplinary penalty and does not imply any decision has been made 
about the allegations. 
➢ An employee will not be dismissed for a first breach of discipline except in the case of gross 
misconduct (when the penalty may be dismissal without either notice or payment in lieu of notice). 
➢ Misconduct will generally fall into two categories, namely “general” misconduct (in respect of which 
the general disciplinary action procedure described below applies) and “gross” misconduct, which is 
of so serious a nature that it justifies instant dismissal for a first offence. Listed below are examples, 
which would normally be considered to be either general misconduct or gross misconduct. However, 
it should be recognised that neither list can be regarded as complete to meet every case, and also that 
action described as general misconduct may amount to and be treated as gross misconduct if the 
circumstances or the manner of the misconduct are such as to warrant serious disciplinary 
action. These lists should be regarded therefore as being illustrative rather than exhaustive. 

Examples of “Gross” Misconduct: 
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Summary dismissal (i.e. dismissal without notice or pay in lieu of notice) may be necessary in cases of 
gross misconduct. For guidance, the following are examples of the offences, which may be regarded as 
gross misconduct and will normally result in instant dismissal. It is emphasised that this is not an 
exhaustive list: 

➢ Unauthorised use or disclosure of confidential information or business matters relating to the 
Company, its clients, temporary workers or applicants. 
➢ Unauthorised amendments to the Company’s profile pages on any networking site or Networking 
Site as defined in the Company’s Email, Telephone, Computer Facilities and Social Media policy or 
website. 
➢ Any prohibited use of the Company’s internet and email facilities as set out in the Company’s Email, 
Telephone, Computer Facilities and Social Media Policy. 
➢ Acts of violence, including physical assault, unlawful discrimination, drunkenness, taking of non-
prescribed drugs in such a way as to impair the ability to carry out work or conduct of any kind, which 
endangers the health, and safety of others. 
➢ Any bullying or harassment of fellow employees, clients, candidates or any other person, including 
via the company’s facilities or any Networking Sites (as defined in the Email, Telephone, Computer 
Facilities and Social Media Policy). 
➢ A criminal offence committed at work other than a minor road traffic offence committed in the 
course of the employment, or an offence committed outside work, which is incompatible with the 
employee remaining in the Company’s employment. 
➢ Falsification of information or references on appointment. 
➢ Theft or fraudulent activity. 
➢ Unauthorised absence or gross negligence in the performance of duties. 
➢ Breach of the Company’s Anti-Bribery and Corruption Policy. 
➢ Any conduct tending to bring the Company, or the employee into disrepute or which results in the 
loss of custom of a client, temporary or applicant or a loss of business. 
➢ Working for, or assisting a competitor of the company, or seeking to establish a business which is 
likely to compete with the company, or divulging confidential information concerning the company 
and its business. 
➢ Serious insubordination, or refusal to obey a lawful instruction in connection with the employment. 
➢ Deliberate and serious damage to property or causing any loss, damage or injury through 
negligence. 
➢ Serious misuse of the Company’s property or name. 

Examples of “General” Misconduct: 

The following may be regarded as reasons for disciplinary action in that they deviate from accepted 
standards and constitute general misconduct. The employee’s first offence will usually result in a 
written warning. Repetition of offences following a warning could lead to a final written warning as 
appropriate. Thereafter any repetition will result in dismissal. It is again emphasised that this is not 
an exhaustive list: 

➢ Poor job performance. 
➢ General incompetence in your nursing skills. 
➢ Poor time-keeping. 
➢ Failure to comply with the conditions of your employment contract. 
➢ Unseemly or disruptive conduct. 
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DISCIPLINARY ACTION 

The following is the disciplinary action that may be taken against an employee in cases of misconduct 
or unsatisfactory performance: 

STAGE 1 – Formal Written Warning 

If an employee’s conduct or performance is unsatisfactory, they will be given a formal written 
warning. This written warning will include the reason for the warning and a note that, if there is no 
improvement after a specified period, a final written warning will be given. A copy of the written 
warning will be given to the employee and a copy will be placed on their personnel file. The warning 
will be disregarded after 6 months satisfactory service. 

STAGE 2 – Formal Final Written Warning 

If following a written warning, conduct or performance remains unsatisfactory, or if a serious incident 
occurs, a final written warning will be given making it clear that any recurrence of the offence or other 
serious misconduct within a specified period will result in dismissal. A copy of the written warning 
will be given to the employee and a copy will be placed on their personnel file. The warning will then 
be disregarded after 12 months satisfactory service. 

STAGE 3 – Dismissal or Other 

If there is no satisfactory improvement in conduct or performance, or if further serious misconduct 
occurs within 12 months, the final step in the procedure may be dismissal, either with or without 
notice or payment in lieu of notice, or some other action short of dismissal such as disciplinary 
suspension or transfer to another department or job. Stage 3 may also apply to any gross misconduct 
(even if there are no active warnings on file) or any misconduct during your probationary period. 

DISCIPLINARY PROCEDURE 

Informal Discussion 
 
Minor breaches of discipline, misconduct, poor time-keeping, etc may result in an informal discussion 
with the employee’s immediate superior. 
 
Although an informal warning will not be formally recorded for the purposes of any future 
disciplinary hearing, a note of the conversation may be kept on your personnel file. 
 
It is expected that in most cases an informal discussion will resolve most difficulties. Where an 
employee commits a more serious act of misconduct or fails to improve and maintain that 
improvement with regard to conduct, behaviour or job performance, the formal steps detailed below 
may be taken. 

Formal Discussion 

Step 1 - Written Statement 
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The Company will inform the employee in writing of the alleged conduct or characteristics, or other 
circumstances, which lead the Company to contemplate dismissing or taking disciplinary action 
against the employee. This shall be done promptly after becoming aware of the circumstances, and the 
employee shall be invited to attend a meeting to discuss the matter, once any necessary investigations 
have been conducted to establish the facts of the matter. The Company will provide a copy of any 
relevant documents, which will be used at the disciplinary meeting to the employee, in advance of the 
meeting. 

Step 2 – Meeting 

The meeting will take place before any action is taken, except in the case where the disciplinary action 
consists of a suspension on full pay, in order to investigate the allegation. 

The meeting will not take place unless: 

➢ The Company has informed the employee of the ground or grounds for contemplating disciplinary 
action or dismissal; and 
➢ The employee has had a reasonable opportunity to consider his response to that information. 

The employee has the right to be accompanied at the meeting by a work colleague or a Trade Union 
representative. 

After the meeting, the Company will inform the employee in writing of its decision as soon as 
reasonably possible (normally within one week of the meeting) and notify him of the right to appeal 
against the decision if he is not satisfied with it. 

Step 3 – Appeal 

If the employee does wish to appeal, she/he must inform the Company within 5 working days of 
receiving the decision, and on doing so the Company will invite him/her to attend a further meeting. 

The appeal meeting may not necessarily take place before the dismissal or disciplinary action takes 
effect, but it will be arranged within a reasonable period of time. 

The appeal will be dealt with by a more senior manager than at the Step 2 meeting. Where this is not 
practicable, the company will hear the appeal and decide the case as impartially as possible. 

After the appeal meeting, the Company will inform the employee of its final decision in writing, as 
soon as reasonably possible (normally within one week of the meeting). The Company may uphold or 
revoke the original decision or substitute a different penalty. 

GRIEVANCE PROCEDURE 

If an employee has a problem or concern about their work, working conditions or a relationship with a 
colleague, they should aim to settle their grievance informally with their line manager. 

If an employee’s grievance cannot be settled informally, or a formal approach is preferable, the 
employee should raise it formally with management by following the procedure below. 
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Step 1 - Written statement 

The employee must set out their grievance in writing and send this statement to your line manager, 
unless your grievance concerns your line manager, in which case the grievance should be submitted to 
the Regional Manager. Include facts, dates, a chronology and names of individuals, as appropriate. The 
subject heading should be marked as “Formal Grievance”. 

Step 2 – Meeting 

The company will invite the employee to attend a meeting to discuss the grievance, normally within 5 
days, but longer where it is necessary to undertake an investigation to establish the facts or it is 
otherwise impracticable. 

The meeting will not take place unless: 

➢ The employee has informed the Company of the basis for the grievance in writing; and 
➢ The Company has had a reasonable opportunity to consider its response to that information 

After the meeting the Company will inform the employee of its decision, as soon as reasonably 
practicable (normally within one week of the meeting), and the Company will notify the employee of 
his right to appeal if he is not satisfied with it. 

Step 3 - Appeal 

If the employee does wish to appeal, he/she must inform Rangeeta Bhamra, Director, within 5 
working days of receiving the decision and on doing so the company will invite him to attend a further 
meeting. After the appeal meeting, the Company will inform the employee of its final decision as soon 
as is reasonably practicable (normally within one week of the meeting). The Company’s decision is 
final. 

Health and Safety Policy (Involving Infection Prevention & Control) 

Health and Safety in healthcare is vast. The Health and Safety at Work Act 1974 and the Management 
of Health and Safety at Work regulations require that hirers protect all people at work, including the 
service users and general public. The hirer will have local policies that must be adhered too. The 
following are key workplace health and safety issues for us in healthcare. 

➢ Occupational dermatitis and glove use 
➢ Violence and aggression 
➢ Work-related stress 
➢ Needle stick and sharps injuries 
➢ Health care waste 
➢ Accidents (Reporting of this) and general H&S 
➢ Infection Control and Infectious Diseases 
➢ Immunisations 

Occupational Dermatitis and Glove Use: 

 

Gloves should never be used as an alternative to hand hygiene. 
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Skin surveillance should be undertaken monthly, using visual checks to determine if signs of 
dermatitis are present among agency workers. 

 

Cases of occupationally acquired dermatitis and trends in skin surveillance results should be reported 
and discussed with Nursing Zone. Concerns of high results will be escalated to local clients. 

Violence and Aggression 

Violence, threats and abuse of any nature to agency workers are utterly unacceptable. Managing 
violence, threats and abuse is the responsibility of all parties involved, working collaboratively to 
enable safe environments. Every establishment should have a local policy that clearly sets out a code 
of practice and you should familiarise yourself with that. 

If you have any concerns regarding the potential threat of violence or aggression in the workplace, 
immediately inform your line manager of the day and Nursing Zone. We will be able to advise and 
assist you. We all have a legal obligation under the Health and Safety at Work Act 1974 to take 
reasonable care of both our own safety and others who may be affected by acts of omissions at work. 

Further information and guidance can be found at the: VIOLENCE TASKFORCE WEBSITE from the 
Department of Health. The NHS also provides information and guidance on their ZERO TOLERANCE 
website. 

Work Related Stress 

Health care is seen as one of the most stressful sectors to work in. There is clearly a moral and ethical 
case for addressing work-related stress. Nobody should be made ill by work, and the prevention and 
management of work-related stress should be given a high priority alongside the prevention of back 
injuries and other causes of occupational ill health. 

 

The Working Time Regulations 1998… These offer protection to workers from the ill health effects of 
working long hours and offer a degree of work life balance. The key requirements of the regulations 
include: 

 

➢ A minimum daily consecutive rest period of 11 hours 

➢ A minimum rest break of 20 minutes when the working day exceeds six hours 

➢ A minimum rest period of 24 hours in each seven day period (or 48 hours in 14 days) 

➢ A minimum of four weeks’ paid annual leave 

➢ An average of an eight hour night shift in a 24 hour period averaged over 17 weeks 

➢ A maximum of 48 working hours per week averaged over 17 week 

 

The HSE also undertook extensive research to develop the Management Standards and they have been 
recognised as best practice in Europe and internationally. 

The standards cover six areas: 
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Demands 
Control 
Support 
Roles 
Relationships  
Change 
 

For more information on this please visit the HSE website. The HSE website also has stress 
management competences. If you are feeling stressed at work then try to take control by using the 
following steps: 

 

➢ Prioritise tasks, delegate where necessary and take care not to take on more than you can handle. 
Completing one task before going on to the next will help you to feel more in control of work, while 
varying tasks will help to keep you interested. 

➢ Don’t set unrealistic goals. 

➢ Take a break. 

➢ It is helpful to identify which situations stress you most. Consider keeping a ‘stress diary’ to help 
you become more aware of the situations that lead you to become stressed, how effective you are 
under stress and help you to develop better coping mechanisms. 

➢ Accept the things you cannot change. Changing a difficult situation is not always possible. If this 
proves to be the case, concentrate on what you do have control over. 

 

If you are still feeling stressed then taking time off work and seeking further help may be useful. 

 
Needle stick and Sharps Injury 
 
Sharps injuries are a well-known risk in the health and social care sector. Sharps contaminated with 
an infected patient’s blood can transmit more than 20 diseases, including hepatitis B, C and human 
immunodeficiency virus (HIV). Because of this transmission risk, sharps injuries can cause worry and 
stress to the many thousands who receive them. 

‘Sharps’ are needles, blades (such as scalpels) and other medical instruments that are necessary for 
carrying out healthcare work and could cause an injury by cutting or pricking the skin. 

A sharps injury is an incident, which causes a needle, blade (such as scalpel) or other medical 
instruments to penetrate the skin. This is sometimes called a percutaneous injury. 

What to do if you receive a sharps injury: 

➢ If you suffer an injury from a sharp which may be contaminated: 
➢ Encourage the wound to gently bleed, ideally holding it under running water 
➢ Wash the wound using running water and plenty of soap 
➢ Don’t scrub the wound whilst you are washing it 
➢ Don’t suck the wound 
➢ Dry the wound and cover it with a waterproof plaster or dressing 
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➢ Seek urgent medical advice (for example from your Occupational Health Service within working 
hours, A&E out of hours) as effective prophylaxis (medicines to help fight infection) are available. This 
needs to happen at your earliest convenience 
➢ Report the injury to Nursing Zone for further advice and assistance 

Healthcare Waste 

Some wastes from healthcare (also called clinical waste) may prove hazardous to those that come into 
contact with them and are subject to stringent controls. 
Under the Environmental Protection Act 1990 it is illegal to deposit, recover or dispose of controlled 
(including clinical) waste without a waste management license. Section 34 of the act, places people 
concerned with controlled (including clinical) waste under a duty of care to ensure that the waste is 
managed properly, recovered or disposed of safely and is only transferred to someone who is 
authorised to keep it. 
Hazardous healthcare waste is subject to the requirements of the Hazardous Waste Regulations 2005. 
 
The Environment Agency is responsible for administering the hazardous waste regime. 
The Department of Health published a best practice guide to the management of healthcare waste, 
which can be found at: 

https://www.gov.uk/government/publications/guidance-on-the-safe-management-of-healthcare-waste 

Local guidance and policies must also be followed as each trust has different colour bins and sharps 
bins guidance. 

Accidents including slips, trips and falls and the reporting of this: 

It is the policy of the Company to provide and maintain safe and healthy working conditions, 
equipment and systems of work for all our employees and to provide such information and training as 
they need for this purpose. 

The Company accepts its responsibility for health and safety of other persons who may be affected by 
the Company’s activities. 

Following the identification of work related risks and hazards, the Company will take preventative and 
protective measures. It is also the policy of the Company to ensure that its business is conducted in a 
manner so as to reduce the risks to members of the public. The Company may require you to attend 
such training and/or induction programmes, in order to meet the aims of the Company. 

The allocation of duties for safety matters, the identity of competent persons appointed with 
particular responsibilities and the arrangements made to implement this policy are set out in this 
policy and in associated health and safety records. 

This policy will be kept up to date, to reflect changes in the nature and size of the Company. To ensure 
this, the policy and its effectiveness will be reviewed annually. 

Company/Hirer’s responsibilities 

http://www.legislation.gov.uk/ukpga/1990/43/contents
http://www.legislation.gov.uk/ukpga/1990/43/part/II/crossheading/duty-of-care-etc-as-respects-waste
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/218704/haz-waste-regs-guide.pdf
https://www.gov.uk/government/publications/guidance-on-the-safe-management-of-healthcare-waste


 28 

It is the duty of management/hirer to: 

➢ Provide and maintain systems of work that are safe and without risk to health; 
➢ Ensure safety and the absence of risks to health in connection with handling of equipment, storage 
and transport; 
➢ Provide information, instruction, training and supervision; 
➢ Maintain all places of work in a safe condition; 
➢ Provide and maintain a safe working environment. 

Your Responsibilities 

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 Nursing Zone using the internal report form, 
which is available from your consultant. Any failure to adhere to this policy and the procedures set out 
in it, will be considered a serious disciplinary offence and may lead to dismissal. 

Security 

If you are responsible for setting the alarm, failure to set the alarm may result in disciplinary action 
being taken. 

Fire & Emergency 

You must observe the evacuation procedures laid down in the event of a fire or any other emergency 
situation. You must be aware of the location of the emergency exits, assembly points and first aid kit. 
Procedures to be carried out in the event of a fire or emergency will be found on the notice board. 

Prevention and Control of Infectious Diseases Policy 

What is an infectious disease? 

An infectious disease is caused by organisms such as bacteria, viruses, fungi and parasites, which enter 
and reproduce in the body and can then cause harmful effects. Infectious diseases such as meningitis 
and influenza can be spread directly or indirectly from one human being to another. 

Policy Statement 

It is the policy of Nursing Zone to provide and maintain a healthy and safe environment for all Staff, 
Temporary Workers, Candidates and Visitors. Nursing Zone is committed to minimising the risk of 
contracting an infectious disease. 
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Temporary Workers and Candidates 

Where the client has their own policy regarding infectious disease control, Nursing Zone will ensure 
that all Temporary Workers supplied to that client are provided with a copy and all Temporary 
Workers will follow that policy and any advice and guidelines within it. For Candidates, once 
employment commences you will be subject to your employer’s policies where applicable. 

Responsibilities 

Nursing Zone has ultimate responsibility to ensure that the information and guidance within this 
policy is communicated to all Staff, Temporary Workers, Candidates and Visitors and that the 
information and any actions necessary are understood and complied with. 

Duty of Care 

All Agency workers, Temporary Workers, Candidates and Visitors with an infectious disease are 
reminded that you also have a duty of care to others. In order to help minimise the potential risk of 
transmission to others, it is expected that you will inform the office immediately if you are suspected 
of having an infectious disease or have an infectious disease. 

Procedure 

Where an agency worker is contacted or informed that another agency worker has a suspected 
infectious disease, it must be reported immediately to your consultant. Failure to report this 
information could result in disciplinary action. 

If any member of Staff or Temporary Worker has or is suspected of having an infectious disease, they 
will be isolated where possible or sent home and referred to a doctor or other medical professional as 
appropriate; to seek medical advice immediately; NHS Direct can be called at any time for advice on 
0845 4647. 

Notifiable Infectious Diseases 

Under the Public Health (Infectious Disease) Regulations 1988 it is the duty of the medical practitioner 
attending the patient to notify the local offices of both the Health Protection Agency and Health 
Protection Unit, the diagnosis or suspected diagnosis of a notifiable infectious disease. A list of 
notifiable infectious diseases can be found from the following link: www.hpa.org.uk 

Swine Flu 

The Department of Health advise that the likely signs and symptoms of swine flu will be similar to 
those of seasonal flu, but they may be more severe and cause more serious complications. The most 
significant symptoms are the sudden onset of: 

➢ Fever 
➢ Cough or shortness of breath 

Other symptoms may include: 

http://www.hpa.org.uk/


 30 

➢ Headache 
➢ Tiredness 
➢ Chills 
➢ Aching muscles 
➢ Sore throat 
➢ Runny nose 
➢ Sneezing 
➢ Loss of appetite 

The incubation period (the time between contact with the virus and the onset of the symptoms): range 
from one to four days, but for most it will be two to three days. 

The infectious period (how long you are infectious to others): people are the most infectious soon 
after they develop the symptoms and this can continue to spread for up to five days. Once the 
symptoms are gone, they are considered to be no longer infectious to others. 

Swine flu will spread from person to person in close contact, for example the coughing or sneezing by 
an infected person near another, touching or shaking the hand of an infected person and then touching 
your mouth, eyes or nose or by the touching of surfaces or objects that have become contaminated 
with the flu virus e.g. door handles, telephones and computer mouse and keyboards. 

Planning 

It is very difficult to know in advance the severity of any infectious disease and how it might impact 
the business, however due regard must be given to: 

➢ Identifying the critical business activities which are essential to maintain during Staff shortages; 
➢ The cross-training of Agency Workers in the event of shortages in certain areas; 
➢ Avoiding unnecessary travel; 
➢ Consider telephone meetings opposed to face to face meetings; 
➢ Improved access to hand hygiene facilities; 
➢ Increased frequency of cleaning of premises and workstations; 
➢ Consider flexible or home working for agency workers 

Guidance 

As a method of protection, all Agency workers are expected to use tissues to cover their nose and 
mouth while coughing and sneezing, dispose of the tissue and then wash their hands. You should not 
reuse tissues as this increases the risk of further spread. 

Individuals should clean their hands frequently, especially after coughing or sneezing. No special 
cleaning products are required, soap and water are effective and alcohol based hand gels can also be 
used. It is also advisable to clean down workstations and surfaces frequently touched by hands. 

Review 

This policy will be reviewed regularly and may be altered from time to time in light of legislative 
changes or other prevailing circumstances. 
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Disclaimer 

This policy for infectious diseases is one of a general nature and no guarantee that it will meet your 
specific requirements is given, either expressly, or impliedly. 

Immunisations 

All agency workers are under ethical and legal obligation to protect the health and safety of their 
patients. They also have a right to expect that their confidentiality will be respected and protected. 
Provided appropriate infection control precautions are adhered to scrupulously, the majority of 
procedures in the healthcare setting pose no risk of transmission of HBV, HCV or HIV from an infected 
healthcare worker to a patient. The circumstances in which BBV could be transmitted from a 
healthcare worker to a patient are limited to exposure prone procedures, in which injury to the 
healthcare worker could result in the worker’s blood contaminating the patient’s open tissues. A 
healthcare worker who has any reason to believe they may have been exposed to infection, in 
whatever circumstances, must promptly seek and follow confidential professional advice. Failure to do 
so may breach the duty of care to patients. Healthcare workers who are infected with BBV must 
promptly seek appropriate expert medical and occupational health advice. 

 

You will not be able to work through Nursing Zone unless you have provided us with up to date 
evidence of your immunisations. If you need to have any updates on your immunisations please 
inform the office, as we work with a number of providers that can assist you. 

Certificate of Fitness 

As part of agreements with our clients, you will be required to complete a confidential fitness to work 
questionnaire. If an issue has been identified by our fitness to work clearance provider, a member of 
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our compliance team will contact you to advise you as to the reason for the issue and the course of 
action to take to resolve the issue. 

Safeguarding Adults and Children Policy 

 
Safeguarding Children and Young People 
 
Children have a right to be kept safe from harm, abuse or neglect. 
Clients will have local policies on safeguarding of children, they will also have a responsible officer 
who is available for Child Protection related issues. 
If you suspect for any reason that a child is being abused or neglected, please speak to the Nurse in 
Charge straight away. You may need phone the Police if you believe that a child is at harm on 999 or 
112. You will then need to follow the local guidelines. 
 
Safeguarding Vulnerable Adults 
 
A vulnerable adult is any person aged 18 years or over: who is or may be in need of community 
services, because of mental or other illness, disability or age, and who is, or may be, unable to take care 
of themselves against significant harm or serious exploitation. 
Abuse is a violation of an individual’s human and civil rights and may consist of a single act or 
repeated actions. It may be: 

➢ Physical 
➢ Sexual 
➢ Financial 
➢ Psychological 
➢ Institutional 
➢ May relate to neglect or discrimination 

If you have concerns that a vulnerable adult is being abused then you must inform the Nurse in Charge 
straight away. If there is a danger to a life, risk of injury or a crime taking place, then you must call the 
Police and the Safeguarding Adults Lead Nurse or a Matron via the clients’ switchboard and inform 
them of any child or adult case. Follow local guidelines. 

This must be documented in some way; some clients expect a hospital incident report form, as well as 
general documentation. 

You must have safeguarding Level 1 and above to work for Nursing Zone. This must be updated yearly 
to remain registered. 

Data Protection Policy (Including GDPR) 

The Data Protection Act 1998 

The Company processes personal data in relation to its own staff, agency workers, work-seekers and 
individual client contacts - therefore it is a “data controller” for the purposes of the Data Protection Act 
1998. 

The Company holds personal data on individuals (“data subjects”) for the following general purposes: 
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➢ Staff/Agency workers administration. 
➢ Advertising, marketing and public relations. 
➢ Accounts and records. 
➢ Administration and processing of work-seekers personal data for the purposes of work-finding 
services 

The Eight Principles of Data Protection 

The Data Protection Act 1998 requires the Company as data controller, to process data in accordance 
with the principles of data protection. These require that personal data shall be: 

➢ Fairly and lawfully processed. 
➢ Processed for limited purposes. 
➢ Adequate, relevant and not excessive. 
➢ Accurate. 
➢ Not kept longer than necessary. 
➢ Processed in accordance with the data subjects rights. 
➢ Kept securely. 
➢ Not transferred to countries outside the European Economic Area without adequate protection. 

“Personal data” means data, which relates to a living individual who can be identified from the data or 
from the data together with other information, which is in the possession of, or is likely to come into 
possession of the Company. 

“Processing” means obtaining, recording or holding the data or carrying out any operation or set of 
operations on the data. It includes organising, adapting and amending the data, retrieval, consultation 
and use of the data, disclosing and erasure or destruction of the data. It is difficult to envisage any 
activity involving data, which does not amount to processing. It applies to any processing that is 
carried out on computer including any type of computer however described; main frame, desktop, 
laptop, iPad, Blackberry ® or other mobile device. 

Personal data should be reviewed on a regular basis to ensure that it is accurate, relevant and up to 
date and those people listed in the Appendix shall be responsible for doing this. 

Personal data may only be processed with the consent of the person whose data is held. Therefore if 
they have not consented to their personal details being passed to a third party, this may constitute a 
breach of the Data Protection Act 1998. By instructing the Company to look for work and by providing 
us with personal data contained in a CV, work-seekers will be giving their consent to processing their 
details for work-finding purposes. If you intend to use their personal data for any other purpose you 
MUST obtain their specific consent. 

Caution should be exercised before forwarding the personal details of any individuals on whom 
personal data is held, to any third party such as past, current or prospective employers, suppliers, 
customers and clients, persons making an enquiry or complaint and any other third party. 

Sensitive Personal Data 
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The Company is a recruitment business which provides work-finding services to its clients and work-
seekers. The Company must process personal data (including sensitive personal data) so that it can 
provide these services – in doing so, the Company acts as a data controller. 

You may give your personal details to the Company directly, such as on an application or registration 
form or via our website, or we may collect them from another source such as a jobs board. The 
Company must have a legal basis for processing your personal data. For the purposes of providing you 
with work-finding services and/or information relating to roles relevant to you we will only use your 
personal data in accordance with this privacy statement. At all times we will comply with current data 
protection laws. 

Collection and use of personal data 

Purpose of processing and legal basis  

The Company will collect your personal data (which may include sensitive personal data) and will 
process your personal data for the purposes of providing you with work-finding services. This 
includes for example, contacting you about job opportunities, assessing your suitability for those 
opportunities, updating our databases, putting you forward for job opportunities, arranging payments 
to you and developing and managing our services and relationship with you and our clients.[If you 
have opted-in we may also send you marketing information and news via email/ text. You can opt-out 
from receiving these at any time by clicking “unsubscribe” when you receive these communications 
from us.]  

In some cases we may be required to use your data for the purpose of investigating, reporting and 
detecting crime and also to comply with laws that apply to us. We may also use your information 
during the course of internal audits to demonstrate our compliance with certain industry standards. 
We must have a legal basis to process your personal data. The legal bases we rely upon to offer our 
work-finding services to you are 

Your consent, Where we have a legitimate interest, To comply with a legal obligation that we have, To 
fulfil a contractual obligation that we have with you  

Legitimate interest. This is where the Company has a legitimate reason to process your data provided 
it is reasonable and does not go against what you would reasonably expect from us. Where the 
Company has relied on a legitimate interest to process your personal data our legitimate interests 
is/are as follows: 

Managing our database and keeping work-seeker records up to date; Providing work-finding services 
to you and our clients; Contacting you to seek your consent where we need it; Giving you information 
about similar products or services that you have used from us recently; 

Statutory/contractual requirement: The Company has certain legal and contractual requirements to 
collect personal data (e.g. to comply with the Conduct of Employment Agencies and Employment 
Businesses Regulations 2003, immigration and tax legislation, and in some circumstances 
safeguarding requirements.) Our clients may also require this personal data, and/or we may need 
your data to enter into a contract with you. If you do not give us personal data we need to collect we 



 35 

may not be able to continue to provide work-finding services to you. [set out any other consequences 
of failure to provide the data]. 

Recipient/s of data. The Company will process your personal data and/or sensitive personal data with 
the following recipients: 

Clients (whom we may introduce or supply you to), Former employers whom we may seek references 
from, Payroll service providers who manage payroll on our behalf or other payment intermediaries 
whom we may introduce you to, Other recruitment agencies in the supply chain.  

Information to be provided when data collected not from the data subject. Categories of data: The 
Company has collected the following personal data on you.  

Personal data: [not an exhaustive list – please complete]. Name, address, mobile no., email. National 
insurance no. Nationality (through right to work check) 

Sensitive personal data: (not an exhaustive list). Health information including whether you have a 
disability, Criminal conviction. 

Data retention: The Company will retain your personal data only for as long as is necessary for the 
purpose we collect it. Different laws may also require us to keep different data for different periods of 
time. For example, the Conduct of Employment Agencies and Employment Businesses Regulations 
2003, require us to keep work-seeker records for at least one year from (a) the date of their creation 
or (b) after the date on which we last provide you with work-finding services. We must also keep your 
payroll records, holiday pay, sick pay and pensions auto-enrolment records for as long as is legally 
required by HMRC and associated national minimum wage, social security and tax legislation. This is 
currently 3 to 6 years. 

Where the Company has obtained your consent to process your [personal/[and] sensitive personal 
data/specify which personal data], we will do so in line with our retention policy [(a copy of which is 
attached)]. Upon expiry of that period the Company will seek further consent from you. Where 
consent is not granted the Company will cease to process your [personal data/[and] sensitive 
personal] data].  

Your rights: Please be aware that you have the following data protection rights: 

The right to be informed about the personal data the Company processes on you; The right of access to 
the personal data the Company processes on you; The right to rectification of your personal data; The 
right to erasure of your personal data in certain circumstances; The right to restrict processing of your 
personal data; The right to data portability in certain circumstances; The right to object to the 
processing of your personal data that was based on a public or legitimate interest; The right not to be 
subjected to automated decision making and profiling; and The right to withdraw consent at any time. 
Where you have consented to the Company processing your [personal data/[and]sensitive personal 
data] you have the right to withdraw that consent at any time by contacting [insert the identity and 
contract details of the person in your organisation who handles data protection issues and, where 
applicable, any representative of the controller and the data protection officer]. Please note that if you 
withdraw your consent to further processing that does not affect any processing done prior to the 
withdrawal of that consent, or which is done according to another legal basis.  
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There may be circumstances where the Company will still need to process your data for legal or 
official reasons. Where this is the case, we will tell you and we will restrict the data to only what is 
necessary for those specific reasons. 

If you believe that any of your data that the Company processes is incorrect or incomplete, please 
contact us using the details above and we will take reasonable steps to check its accuracy and correct 
it where necessary. You can also contact us using the above details if you want us to restrict the type 
or amount of data we process for you, access your personal data or exercise any of the other rights 
listed above. 

Cookies: We may obtain data about you from cookies. These are are small text files that are placed on 
your computer by websites that you visit. They are widely used in order to make websites work, or 
work more efficiently, as well as to provide information to the owners of the site. Cookies also enable 
us to deliver more personalised content. Most web browsers allow some control of most cookies 
through the browser settings. To find out more about cookies, [please refer to our Cookie policy]. 
[Please note that in a few cases some of our website features may not function if you remove cookies 
from your browser.] 

Log Files: We use IP addresses to analyse trends, administer the site, track users’ movements, and to 
gather broad demographic information for aggregate use. IP addresses are not linked to personally 
identifiable information. 

Links to external websites: The Company’s website may contains links to other external websites. 
Please be aware that the Company is not responsible for the privacy practices of such other sites. 
When you leave our site we encourage you to read the privacy statements of each and every website 
that collects personally identifiable information. This privacy statement applies solely to information 
collected by the Company’s website. 

Data Security: The Company takes every precaution to protect our users’ information e.g. firewalls, 
browser certification technology, encryption, limited access, use of passwords etc. as appropriate]. 
Only employees who need the information to perform a specific job (for example, consultants, our 
accounts clerk or a marketing assistant) are granted access to your information. The Company uses all 
reasonable efforts to safeguard your personal information. However, you should be aware that the use 
of email/ the Internet is not entirely secure and for this reason the Company cannot guarantee the 
security or integrity of any personal information which is transferred from you or to you via email/ 
the Internet. If you share a device with others we recommend that you do not select the “remember 
my details” function when that option is offered. 

You have the right to raise concerns with Information Commissioner’s Office on 0303 123 1113 or at 
https://ico.org.uk/concerns/, or any other relevant supervisory authority should your personal data 
be processed outside of the UK, if you believe that your data protection rights have not been adhered 
to. 

Personal data in respect of the following is “sensitive personal data” and any information held on any 
of these matters MUST NOT be passed on to any third party without the express written consent of the 
individual: 

➢ Any offence committed or alleged to be committed by them. 
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➢ Proceedings in relation to any offence and any sentence passed. 
➢ Physical or mental health or condition. 
➢ Racial or ethnic origins. 
➢ Sexual life. 
➢ Political opinions. 
➢ Religious beliefs or beliefs of a similar nature. 
➢ Whether someone is a member of a trade union. 

Information Security 

From a security point of view, only those agency workers listed in the Appendix are permitted to add, 
amend or delete personal data from the Company’s database(s) (“database” includes paper records or 
records stored electronically). However all agency workers are responsible for notifying those listed 
where information is known to be old, inaccurate or out of date. In addition all employees should 
ensure that adequate security measures are in place. For example: 

➢ Computer screens should not be left open by individuals who have access to personal data. 
➢ Password Procedure – Passwords should be: Protect against brute-force password guessing, by 
using at least one of the following methods: 

o NZ will lock accounts after no more than 10 unsuccessful attempts 
o Limit the number of guesses allowed in a specified time period to no more 

than 10 guesses within 5 minutes 
o Set a minimum password length of at least 8 characters 
o NZ will not set a maximum password length 
o Change passwords promptly when the Applicant knows or suspects they have 

been compromised 
o Authenticate users before granting access to applications and devices, using 

unique credential. 
o Not to choose common passwords — this could be implemented by technical 

means, using a password blacklist 
o Not to use the same password anywhere else, at work or at home 
o Remember your password or write it down in a sealed envelope in a secure 

cupboard where only you have access to this. Never reveal your password.  
➢ Email should be used with care. 
➢ Personnel files and other personal data should be stored in a place in which any unauthorised 
attempts to access them will be noticed. They should not be removed from their usual place of storage 
without good reason. 
➢ Personnel files should always be locked away when not in use and when in use should not be left 
unattended. 
➢ Any breaches of security should be treated as a disciplinary issue. 
➢ Care should be taken when sending personal data in internal or external mail. 
➢ Destroying or disposing of personal data counts as processing. Therefore care should be taken in 
the disposal of any personal data to ensure that it is appropriate. Such material should be shredded or 
stored as confidential waste awaiting safe destruction. 

It should be remembered that the incorrect processing of personal data e.g. sending an individual’s 
details to the wrong person, allowing unauthorised persons access to personal data, or sending 
information out for purposes for which the individual did not give their consent, may give rise to a 
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breach of contract and/or negligence leading to a claim against the Company for damages from an 
employee, work-seeker or client contact. A failure to observe the contents of this policy will be 
treated as a disciplinary offence. 

Subject Access Requests 

Data subjects are entitled to obtain access to their data on request and after payment of a fee. All 
requests to access personal data by data subjects should be referred to Nursing Zone, whose details 
are listed in the Appendix to this policy. 

References 

Any requests for access to a reference given by a third party must be referred to Nursing Zone and 
should be treated with caution even if the reference was given in relation to the individual making the 
request. This is because the person writing the reference also has a right to have their personal details 
handled in accordance with the Data Protection Act 1998, and not disclosed without their consent. 
Therefore when taking up references, an individual should always be asked to give their consent to the 
disclosure of the reference to a third party and/or the individual who is the subject of the reference if 
they make a subject access request. However if they do not consent, then consideration should be 
given as to whether the details of the individual giving the reference can be deleted, so that they 
cannot be identified from the content of the letter. If so the reference may be disclosed in an 
anonymous form. 

The Human Rights Act 1998 

Finally it should be remembered that all individuals have the following rights under the Human Rights 
Act 1998 and in dealing with personal data these should be respected at all times: 

➢ Right to respect for private and family life (Article 8). 
➢ Freedom of thought, conscience and religion (Article 9). 
➢ Freedom of expression (Article 10). 
➢ Freedom of assembly and association (Article 11). 
➢ Freedom from discrimination (Article 14). 

Email, Telephone and Social Media Policy 

Purpose of this policy: 

This policy sets out the Company’s policy for use of its Facilities and Networking Sites and covers all 
individuals working at all levels and grades, including senior managers, officers, directors, employees, 
consultants, contractors, trainees, home workers, part-time and fixed-term employees, casual and 
agency staff, temps, and volunteers. (“You”). “Your” and “Yourself” shall be construed accordingly and 
where there are references to “employee” and/or “your employment” throughout this document, 
these should be read as referring to the terms upon which you are either employed or engaged by the 
Company (as applicable). Third parties who have access to our electronic communication systems and 
equipment are also required to comply with this policy. This policy shall apply during the course of 
your employment including any period of garden leave (and where stated, also after your employment 
has ended). 
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Definitions 

“Confidential Information” means: 

➢ Information relating to the Company’s business plans, finances, new or maturing business 
opportunities, and research and development projects; 

➢ Marketing information relating to the Company’s marketing or sales of any past, present or future 
service, including without limitation; sales targets and statistics, market share and pricing statistics, 
marketing surveys and plans, market research reports, sales techniques and price lists; 

➢ Details of Professional Contacts including; names, addresses, contact details, terms of business or 
proposed terms of business with them, their business requirements, pricing structures, lists of 
employees and their terms of employment; and 

➢ Any other information of a confidential nature belonging to employees, candidates, clients, and 
employees of clients of the Company, or in respect of which the Company owes any other obligation of 
confidence. 

“Facilities” means telephone and computer facilities, including email and the internet, and hardware 
including mobile media such as laptops, mobile phones, BlackBerries™, smartphones, personal digital 
assistants, iPads™, tablets or notebooks, or similar equipment. 

“Networking Sites” includes (but is not limited to) professional networking sites such as LinkedIn, 
Xing, Viadeo ((Professional Networking Sites) and social networking sites such as Facebook, Twitter, 
SecondLife, Google+, Wikipedia, (Social Networking Sites). Your access to and use of Networking Sites, 
whilst employed by the Company is set out in this policy. 

“Personal Contacts” means any of your friends (not including Professional Contacts) 

“Professional Contacts” means any Candidate, Client, Introducer, Key Employee, Prospective 
Candidate or Prospective Client (all as defined in Annex 1), together with any contacts made through a 
professional body trade or association of which you or the Company is a member. 

Use of the Facilities: 

Work use of the Facilities 

The Facilities are made available to you during the course of your employment with the Company, to 
assist you in carrying out and promoting the Company’s business and interests. 

Personal use of the Facilities 

The Facilities may be used, within reason, for personal communications or to send and retrieve 
personal messages and to browse external web sites for personal use [although this should be done 
outside office hours and be kept to a reasonable limit.] It must not interfere with business 
commitments. If there is any evidence that this privilege is being abused then the privilege may be 
withdrawn. 

Prohibited use of the Facilities 
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The following uses of the Facilities and on client premises are expressly prohibited: 

➢ Viewing internet sites which contain pornographic, obscene, abusive, slanderous or otherwise 
offensive material or downloading or forwarding such material within or outside the Company; 
➢ Sending, receiving or forwarding communications that are in violation of company policy including, 
but not limited to, the transmission of obscene, offensive or harassing messages; 
➢ Sending receiving or forwarding communications which make unsubstantiated and potentially 
defamatory comments about colleagues, clients, candidates or any other person via the Facilities or 
any Networking Site. You are reminded that communications via social media constitutes publication, 
just as printing in hard copy or via email is publication. You personally, and/or the Company could 
face a defamation action should you publish unsubstantiated and potentially defamatory material; 
➢ Bullying or harassing colleagues, clients, candidates or any other person via the Facilities or any 
Networking Site; 
➢ Discriminating or making offensive or derogatory comments about any colleagues, clients, 
candidates or any other person via the Facilities or any Networking Site; 
➢ Breaching any other Company’s policies including in particular, but not limited to, the Information 
Security and Data Protection Policy, the Equal Opportunities and Diversity Policy and any local client 
policies. 
➢ Engaging in any behaviour which might cause either the Company to be in breach of the REC Code 
of Professional Conduct, or you to be in breach of the Institute of Recruitment Professionals’ Code of 
Ethics, (if You are a member of that Institute); or a member of the Nursing and Midwifery Council and 
their code of Conduct, or the Health Care Professionals Council, and their code of conduct. 

➢ Duplicating copyrighted or licensed software or other information without the appropriate 
authorisation; 
➢ Selling or advertising anything via the Facilities or broadcast messages about lost property, 
sponsorship or charity appeals, without the written agreement of your line manager. 

If you engage in any prohibited activities this may result in the Company taking action against 
you under the Company’s Disciplinary, Dismissal and Grievance Procedures and which 
ultimately could lead to the termination of your registration. 

Use of Networking Sites 

Networking Sites are a valuable business tool which the Company wishes to use to build its brand, 
reputation and business and which it recognises you may wish to use to build your own professional 
reputation. However, in addition to the benefits there are also certain risks attached to using 
Networking Sites, including, but not limited to the Company’s Confidential Information, reputation and 
compliance with their legal obligations. In order to reduce those risks, for both yourself and the 
Company, where and when you are representing the Company, you must comply with conditions set 
out in this policy. Failure to comply with this policy may result in the Company taking action against 
you under the Company’s Disciplinary and Grievance Procedure. 

Social Networking Sites 

The Company respects your right to a private life and therefore you may access social networking 
sites using the facilities. However this should be done outside office hours and be kept to a reasonable 
limit. 
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Your use of Social Networking Sites may impact on the Company and its business. Such impact 
includes potentially causing damage to its reputation, loss of Confidential Information, or exposure to 
other liabilities, such as claims of discrimination, harassment or workplace bullying. The content of 
any communications or comments posted on a Social Networking Site must not damage or bring into 
disrepute the Company, its staff, agency workers, clients or candidates. Therefore if you use Social 
Networking Sites, even where this is not via the facilities, or is outside of working hours you are 
prohibited from: 

➢ Engaging in any conduct or posting any comments which are detrimental to the Company; 
➢ Engaging in any conduct or posting any comments which could damage working relationships 
between members of staff, agency workers, introducers, suppliers, affiliates, Clients and Candidates of 
the Company. Where you express personal views, you must state that these are personal views and do 
not represent the views of the Company; 
➢ Engaging in any conduct or posting any comments which could be derogatory to another person or 
third party or which could constitute unlawful discrimination or harassment; 

➢ Recording any Confidential Information regarding the Company on any social networking site or 
posting comments about any Company related topics such as the Company’s performance; and/ or 
➢ Making information available which could provide any person with unauthorised access to the 
Company, the Facilities and/or any Confidential Information. 

You may be required to remove postings deemed to constitute a breach of this policy. This may 
include any ‘likes’ or ‘dislikes’ of other people’s posts, or the re-posting/tweeting of other people’s 
comments, (or links thereto) which may constitute a breach of this policy. 

Content and tone of communications 

All e-mails, postings on Networking Sites and electronic communications should be courteous, 
professional and business-like and should not contain any material, which would reflect badly on the 
Company’s reputation. If you receive an e-mail, posting or other communication containing material 
that is offensive or inappropriate to the office environment, then you must inform your recruitment 
consultant or Regional Manager. Under no circumstances should such e-mails, postings or 
communications be forwarded internally or externally. 

Monitoring use of the Facilities, Professional and Social Networking Sites: 

➢ The Company has the right to monitor any and all aspects of the use of the Facilities and any 
Networking Sites and to monitor, intercept and/or record any communications made by using the 
Facilities and any Networking Sites. This is to ensure compliance with this policy, or for any other 
purpose authorised under the Telecommunications (Lawful Business Practice) (Interception of 
Communications) Regulations 2000. 

➢ By using the Facilities and any Networking Sites, you consent voluntarily and knowingly to your 
use being monitored. You also acknowledge the right of the Company to conduct such monitoring. 
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Environmental Policy 

The Company recognises and understands the importance of protecting the environment in which we 
operate. We are fully committed to minimising the impact that running our business has on the 
environment and we encourage our clients, suppliers and other stakeholders to do the same. 

The Company will aim to: 

➢ Minimise the use of natural resources; 
➢ Minimise the generation of waste and implement/promote recycling; 
➢ Minimise pollution and promote greener transport options; 
➢ Purchase and promote the use of greener office and cleaning products; 
➢ Consider the environmental impact of any business decisions made; 
➢ Inform and encourage staff/agency workers at all levels to act in an environmentally responsible 

manner and provide training where necessary; 
➢ Encourage feedback from staff/agency workers, on improvements and feed these into the policy; 
➢ Designate appropriate resources in order to implement, monitor and continuously improve the 

policy; 
➢ Make this policy available to any interested external parties and to employees; 
➢ Continually improve and monitor the environmental performance of the company and report these 

to interested parties. 

Nursing Zone will be responsible for implementing the above objectives, reviewing progress and 
continuously updating this policy as necessary. 

Smoking Policy 

This policy has been developed to protect all employees, service users, customers and visitors from 
exposure to passive smoking and to assist compliance with the Health Act 2006 and other legislation. 
The Company recognises that health, safety and welfare of employees and anyone else directly 
affected by the Company’s operations are of prime importance. 

Exposure to passive smoking increases the risk of lung cancer, heart disease and other serious 
illnesses. Ventilation or separating smokers and non-smokers within the same airspace, does not 
completely stop potentially dangerous exposure. 

General Statement: 

This policy seeks to guarantee a healthy working environment and protect the current and future 
health of employees, service users, customers and visitors. This policy complies with current law and 
guarantees the right of non-smokers to breathe in air free from tobacco smoke. It also raises 
awareness of the dangers associated with exposure to tobacco smoke and takes into account of the 
needs of those who smoke and aims to support those who wish to stop. 

Restrictions on smoking: 
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Smoking is not permitted in any part of the Company’s, or client's premises at any time, by any person 
regardless of their status or business with the Company. This includes areas that are outside but form 
part of the Company’s or clients premises. 

Visitors: 

All visitors, contractors, work-seekers and deliverers are required to abide by the no-smoking policy. 
Staff/Agency workers/members, are expected to inform customers and visitors of the no-smoking 
policy politely, but firmly, to ensure that such visitors comply with the smoking ban. No members of 
staff/agency workers are expected to enter into any confrontation, which may put their personal 
safety at risk. 

Vehicles: 

Smoking is not permitted by any person in any Company vehicle (including pool vehicles) or any other 
vehicles being used on Company business where the user does not have exclusive, unrestricted use of 
that vehicle. If an employee uses his or her own vehicle for Company purposes, this vehicle is exempt 
from the scope of this policy under the legislation. 

Support for Smokers: 

The Company understands that some of its employees may feel unwilling or unable to give up 
smoking. Such people may request permission from their immediate manager/supervisor to step 
outside the building/grounds during coffee/tea breaks to smoke a cigarette. However they must 
return to their workplace at the due time. 

It is recognised that all smokers will need to adjust to this policy and some may welcome some 
support. If you would like further information or advice about coping with this policy, or would like to 
use this opportunity to give up smoking, please contact Katie Ingham – Katie.ingham@nursing-
zone.com. 

Help to stop smoking: 

The NHS offers a range of free services to help smokers give up. Visit http://smokefree.nhs.uk/ or call 
the NHS Smoking Helpline on 0800 0224 332 for further details. 

Disciplinary Action: 

Any employee who ignores the smoking ban will be treated in accordance with the Company’s 
disciplinary procedure and in the case of repeated offences, may be dismissed from the Company’s 
employ. 

Employees are also reminded that it is a criminal offence for employees to smoke in smoke-free areas, 
with a fixed penalty of £50 or prosecution and a fine of up to £200. 

 
 

http://smokefree.nhs.uk/
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Whistle-Blowing Policy 

 
The Public Interest Disclosure Act 1998 came into force on 2 July 1999. This Act recognised that 
workers have the right to “blow the whistle” and disclose certain information, e.g. the fraudulent 
activities of management, malpractice and/or concerns about health and safety. 
 
The Act introduced specific rights for those who disclose information to a third party about an alleged 
wrong-doing in defined circumstances. There is no general right for all so-called whistle-blowers to 
receive special protection. To qualify, the following issues must be met: 
 
➢ The Disclosure in question must relate to one of the specified categories contained within the Act; 
and 
➢ The Disclosure must be made in one of the ways specified. 

Protection under the Act applies to workers and the definition used is substantially wider than that 
used in other employment legislation. It includes not just employees and the common definition of 
workers, but also third party contractors including limited company contractors whose work is 
controlled by the employer and would therefore cover all, including dentists and doctors, under 
statutory schemes and those individuals working under training contracts, but not the genuinely self-
employed. 

On a practical note, the Care Standards Act 2000, through the Nurses Agencies Regulations & 
Domiciliary Care Regulations and the associated standards, require the agency or registered person to 
have robust procedures for responding to suspicion or evidence of abuse or neglect (including 
whistle-blowing) to ensure the safety and protection of service users. However, such a policy should 
also encourage the worker to disclose their concerns internally first, thereby limiting the 
circumstances in which they are able to make an external Disclosure. 

Subject Matter of the Disclosure 

As mentioned above, there are limits on the subject matter that will qualify for protection. A qualifying 
Disclosure means any Disclosure of information, which, in the reasonable belief of the worker making 
the Disclosure, tends to show one or more of the following: 

➢ That a criminal offence has been committed, is being committed or is likely to be committed; or 
➢ That a person has failed, is failing or is likely to fail to comply with any legal obligation to which he 
or she is subject; or 
➢ That a miscarriage of justice has occurred, is occurring or is likely to occur; or 
➢ That the health or safety of an individual has been, or is being or is likely to be endangered; or 
➢ That the environment has been, is being or is likely to be damaged, or 
➢ That information tending to show any massive failing within any one of the proceeding paragraphs 
has been, is being or is likely to be deliberately concealed. 
 
The worker simply has to show that they have a reasonable belief that the information disclosed 
demonstrates one or more of the above criteria. However, there are two important exceptions where 
the Disclosure will not qualify for protection and they are: 
 
➢ If the person making the Disclosure commits an offence by making it, or 
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➢ It is a matter in which a legal, professional privilege would apply, namely, correspondence between 
the employer and their lawyers regarding a specific case. 
 
It is not sufficient for the worker to show that the circumstances give rise to a qualifying Disclosure; 
the worker will also have to ensure that the proper procedures are adhered to: 
 
1.1 Procedures for Disclosures 
 
In order to qualify for the whistle-blowing protection, the worker must use one of the six specified 
ways to make the Disclosure. The aim of the legislation is to encourage workers to disclose the 
information through appropriate internal channels first, rather than going directly to an outside 
person, such as a member of the media. 

The six permitted ways of Disclosure are as follows: 

Disclosure to an Employer or Other Responsible Person 

This method of Disclosure will ensure that workers are protected in respect to Disclosures made in 
good faith. Where the worker believes that the relevant failure relates solely or mainly to the conduct 
of a person other than the employer or to a matter for which that other person has responsibility, the 
Disclosure should be made to that other person. 

In the context of temporary workers supplied by an employment business, it may well be appropriate 
for the temporary worker to raise the concern with the client in the first instance, rather than the 
agency/employment business. 

Disclosure to a Legal Adviser 

This protects workers who disclose information in the course of obtaining legal advice. 

Disclosure to a Minister of the Crown 

This will only apply where the worker’s employer is an individual appointed under any enactment by 
a Minister of the Crown or a body whose members are so appointed. Examples include the Utility 
Regulatory Bodies and NHS trusts, i.e. could apply to nurses, care staff and workers supplied to local 
authorities. 

Disclosure to a Prescribed Person 

Workers will qualify for protection when they make a Disclosure in good faith to a person prescribed 
by an order made by the Secretary of State. The list of prescribed persons was recently amended and 
the New Public Interest Disclosure Prescribed Persons Amendment Order, came into force on 1 
October 2003 and the relevant list is attached at Appendix A. 

Disclosure in Other Cases 
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Disclosure in other cases apply where the worker makes the Disclosure in good faith, reasonably 
believes that the information disclosed and any allegations contained within it are substantively true, 
does not make the Disclosure for the purposes of personal gain and meets one of the specified 
conditions set out below, namely: 

➢ That at the time he or she makes a Disclosure, the worker reasonably believes that he or she will be 
subject to detriment by his or her employer if that worker makes a Disclosure to his or her employer 
or to a prescribed person; 
➢ That in the case where no person is prescribed in relation to the relevant circumstances, the worker 
reasonably believes that it is likely that the evidence relating to the relevant failure would be 
concealed or destroyed if he or she made the Disclosure to the employer; or 
➢ That the worker has previously made a Disclosure of substantially the same information to the 
employer or a prescribed person. Further details are contained within the Act. 

Disclosure of Exceptionally Serious Breaches 

The final type of protected Disclosure is one which covers situations where the subject matter is 
serious enough to merit by-passing one of the other procedures. The relevant criteria set out above 
must be met together with the matter, which must be exceptionally serious. It does not mean that 
people will be protected where they act unreasonably, for example, by going straight to the press 
where there would clearly have been other less damaging ways to resolve the matter. 

This would be particularly true where there was a whistle-blowing policy, which encourages the 
worker to raise the matter with the employer or another responsible body first. 

Protection for the Worker 

The protection given under the Public Interest Disclosure Act 1998 only applies in certain situations, 
where the worker makes a protected Disclosure to the bodies named in the Act. The protection applies 
to all workers without any restriction on age, however, it is limited and it is important that the worker 
follows the correct procedure or else they will be denied the protection. The protection, which 
includes financial compensation without the statutory cap applying in the case of protection against 
dismissal, further includes the right not to suffer a detriment as a consequence of making a protected 
Disclosure. 

Practical Issues 

At Nursing Zone we take actions of whistle-blowing and issues of malpractice very seriously. 

A whistle-blowing policy, such as that which is available from the REC specifically for nurses and 
domiciliary care agencies, should make it clear that the worker wishing to voice his/her concern 
should raise the matter with the named person first, who will deal with the matter objectively. It is 
important that the agency takes the time to listen to any issues raised and investigates in an objective 
and confidential manner. Issues should be dealt with when they arise and workers should not be told 
to wait until they have proof, or to investigate the matters themselves. 
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It is important that matters are treated confidentially. If a worker is not happy with the way in which a 
matter has been addressed, he/she should be encouraged to raise that fact as a complaint rather than 
leaving the matter unresolved. 

However, workers who make false allegations maliciously may be subject to the appropriate action. 

Anti-bribery and Corruption Policy 

Definitions 

In this policy “we”, 'us”, and “the Company” mean Nursing Zone 

“Bribe” means an inducement or reward offered, promised or provided in order to gain any 
commercial, contractual, regulatory or personal advantage; “to Bribe” and “Bribery” are construed 
accordingly. 

 
“Relevant Person” means any individual (whether an officer of employee of the Company, or a 
temporary worker, contractor or consultant providing services to, or on behalf of the Company), or 
any corporate entity that performs functions for or on behalf of the Company. 

Introduction 
 
One of the Company’s core values is to uphold responsible and fair business practice. It is committed 
to promoting and maintaining the highest level of ethical standards in relation to all of its business 
activities. Its reputation for maintaining lawful business practices is of paramount importance and this 
Policy is designed to preserve these values. The Company therefore has a zero tolerance policy 
towards bribery and corruption and is committed to acting fairly and with integrity in all of its 
business dealings and relationships and to implementing and enforcing effective systems to counter 
bribery. 
 
Purpose and scope of this policy 
 
This Policy sets out the steps all of us must take to prevent bribery and corruption in our business and 
to comply with relevant legislation. It is aimed at: 

➢ Ensuring compliance with anti-bribery laws, rules and regulations, not just within the UK, but in 
any other country within which the Company may carry out its business, or in relation to which its 
business may be connected; 
➢ Enabling any Relevant Person to understand the risks associated with bribery and to encourage 
them to be vigilant and effectively recognise, prevent and report any wrongdoing, whether by 
themselves or others; 
➢ Providing suitable and secure reporting and communication channels and ensuring that any 
information that is reported, is properly and effectively dealt with; 
➢ Creating and maintaining a rigorous and effective framework for dealing with any suspected 
instances of bribery or corruption. 

All Relevant Persons are expected to adhere to the principles set out in this Policy. 
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The Bribery Act 2010 

The Bribery Act 2010 (the Bribery Act) came into force on 1 July 2011. The Bribery Act affects the 
Company in its business relations anywhere in the world. 

Under the Bribery Act it is an offence to: 

➢ Bribe a person i.e. to offer, promise or give a financial or other advantage to another person, 
whether within the UK or abroad, with the intention of inducing or rewarding improper conduct; 

➢ Receive a Bribe i.e. to request, agree to receive or accept a financial or other advantage for, or in 
relation to improper conduct; 

➢ Bribe a foreign public official; and 
➢ Fail to prevent Bribery. 

Risks of not acting with integrity 
Involvement in Bribery or corruption carries many risks. Among them are: 

➢ A company which pays or accepts Bribes is not in control of its business and is at risk of blackmail; 
➢ If the Company is found guilty of Bribery or even of failing to have adequate procedures in place to 
prevent Bribery, it will be subject to unlimited fines; 
➢ Any person found guilty of Bribery will be subject to fines and/or imprisonment of up to 10 years; 
➢ A public exposure, or even allegation, of bribery would entail severe damage to reputation. The 
Company’s banking or supply facilities might be withdrawn, or be available on much less favourable 
terms, and the Company could be blacklisted as an approved tenderer for both public and private 
sector contracts; 
➢ The cost of our insurance cover could increase very significantly; and 
➢ Good people will not want to work for us. 

Benefits of acting with integrity 

➢ Equally, there are very clear benefits to acting with propriety. These include: 
➢ We increase our chances of being selected as a supplier in both the public and private sectors; 
➢ We remain in good standing with our banks and our own suppliers and they will want to keep 
doing business with us; 
➢ A business with high ethical standards is a good place to work; and 
➢ It is a requirement of the REC Code of Professional Practice that we act with integrity at all times. 

Policy statement 

All Relevant Persons and Associated Persons are required at all times: 

➢ Not to commit an offence listed above or any other offence; 
➢ To comply with the Bribery Act [and any other anti-bribery and anti-corruption legislation that 
applies in any jurisdiction, in any part of the world in which they, or the Company might conduct 
business]; 
➢ To act honestly, responsibly and with integrity; 
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➢ To safeguard and uphold the Company’s core values by operating in an ethical, professional and 
lawful manner at all times. 

 
Bribery of any kind is strictly prohibited. Under no circumstances should any provision be made, 
money set aside, or accounts be created for the purposes of facilitating the payment or receipt of a 
Bribe. 
The Company recognises that industry practices may vary from country to country or from culture to 
culture. What is considered unacceptable in one place may be normal or usual practice in another. You 
should seek appropriate guidance from the Company’s Compliance and/or Legal Officer. All Relevant 
Persons and all Associated Persons are expected to adhere strictly at all times to the guidelines 
set out in this Policy. If you are in doubt as to what might amount to bribery or what might constitute 
a breach of this Policy, refer the matter to your Recruitment Consultant. 
 

Gifts and Hospitality 

This Policy covers the offer or receipt of gifts, hospitality or expenses, to ensure that any legitimate 
expenditure is recorded and does not improperly affect the outcome of procurement, application or 
any other business transaction. 

The Company forbids any relevant person from offering or receiving from any person or organization 
who has had, has or may have any influence over the Business and clinical practice; 

A personal or corporate gift to a value in excess of £10 
 
The Company forbids any officer, employee, temporary worker or contractor of the Company from 
offering or receiving any gift or hospitality, which is in breach of relevant law. 
 
➢ The Company forbids any Relevant Person either directly, or indirectly, from making an offer of, or 

making a donation to any political, charitable or not for profit organisation in the course of his/her 
employment or engagement with the Company. Or, with a corporate entity, for the duration of any 
contract between that corporate entity and the Company, as a way to obtain an advantage in a 
business transaction. 

➢ The Company may exercise its discretion to permit gifts or hospitality, which exceeds the threshold 
limits of £10. This discretion may only be exercised by the Nurse in Charge or the Lead. 

The Company occasionally provides gifts and hospitality to clients, customers, contractors, and 
suppliers. This is not prohibited by the Bribery Act provided the following requirements are met: 

➢ The gift is not made with the intention of influencing a third party to obtain or retain business or a 
business advantage, or to reward the provision or retention of business or a business advantage; 
➢ It complies with local laws; 
➢ It is given in the Company’s name, not in the giver’s personal name; 
➢ It does not include cash or a cash equivalent (such as gift vouchers); 
➢ It is of an appropriate and reasonable type and value and given at an appropriate time; 
➢ It is given openly, not secretly; 

➢ It is approved in advance by a director of the Company. 
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➢ In summary, it is not acceptable to give, promise to give, or offer, a payment, gift or hospitality with 
the expectation or hope that a business advantage will be received, or to reward a business advantage 
already given, or to accept a payment, gift or hospitality from a third party that you know or suspect is 
offered or provided with the expectation that it will obtain a business advantage for them. 
 
Facilitation payments 
 
Any payment or gift to a public official, or other person to secure or accelerate the prompt or proper 
performance of a routine government procedure or process, otherwise known as a “facilitation 
payment”, is also strictly prohibited. 

What are the indicators of bribery? 
Common indicators of corruption include those listed below. There may well be others. For example: 

➢ Payments are for abnormal amounts (e.g. commission), or made in an unusual way, e.g. what would 
normally be a single payment is made in stages, through a bank account never previously used, or in a 
currency or via a country, which has no connection with the transaction; 
➢ Process is bypassed for approval or sign-off of terms or submission of tender documents, payments, 
or other commercial matters; those whose job it is to monitor commercial processes (e.g. Nursing 
Zone Management) may be prevented from or hindered in doing so; 
➢ Individuals are secretive about certain matters or relationships and/or insist on dealing with them 
personally. They may make trips at short notice without explanation, or have a more lavish lifestyle 
than expected; 
➢ Decisions are taken for which there is no clear rationale; 
➢ Records are incomplete or missing. 

Political contributions 

You should be aware that such contributions can be (or be seen as) Bribes in disguise - we do not 
make donations to political parties. No individual is to make a donation stated to be, or which could be 
taken to be, on our behalf without the prior approval of the Board. You may, of course, make political 
donations in a personal capacity but please be sensitive to how such contributions could be perceived, 
especially by those who are aware of your connection with the Company. 

Charitable donations 
 
Bribes may even be disguised as charitable donations - again, for that reason, donations we make are 
approved by resolution of the Board and recorded. Whilst individuals may of course make personal 
donations to charity, they should not do so on behalf of the Company without prior approval from the 
Board. 

Local circumstances 
We understand that different parts of the world have different social and cultural customs. This does 
not affect our position that we do not pay or accept bribes or act corruptly: we do not and will not. 
However, subject to that position, we understand the need to be sensitive to local customs. For 
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example, there are cultures in which refusing (or even failing to offer) a gift is considered impolite, and 
could alienate a key contact. In such cases, please contact your consultant for further information. 

Responsibility to report and the reporting procedure 

All Relevant Persons are contractually required to take whatever reasonable steps are necessary to 
ensure compliance with this Policy and to prevent, detect and report any suspected Bribery or 
corruption. All Relevant Persons have a duty to prevent, detect and report any incident of Bribery and 
any potential risks of Bribery. If you know or suspect that any Relevant Person plans to offer, promise 
or give a Bribe or to request, agree to receive or accept a Bribe in connection with the Company’s 
business, you must disclose this to your Consultant as quickly as possible to allow appropriate action 
to be taken promptly. 

The Company is committed to taking appropriate action against Bribery and corruption. This may 
include either reporting the matter to an appropriate external government department, regulatory 
agency, or the police and/or taking internal disciplinary action against relevant employees and/or 
terminating contracts with associated persons. 

The Company will keep your disclosure confidential during any investigation it undertakes to the 
extent that this is practical and appropriate in the circumstances. The Company will support anyone 
who raises genuine concerns in good faith under this Policy, even if they turn out to be mistaken. The 
Company is also committed to ensuring nobody suffers any detrimental treatment as a result of 
refusing to take part in bribery or corruption, or because of reporting in good faith their suspicion that 
an actual, or potential bribery, or corruption offence has taken place, or may take place in the future, 
or because they may assist in the investigation of an allegation of Bribery or corruption. 

All accounts, receipts, invoices and other documents and records relating to dealings with third 
parties, must be prepared and maintained with strict accuracy and completeness. No accounts must be 
kept “off the record” to facilitate or conceal improper payments. 

Monitoring Compliance 

The Company’s Compliance Manager has primary responsibility for ensuring compliance with this 
Policy and will review its contents on a regular basis. They will be responsible for monitoring its 
effectiveness and will provide regular reports in this regard to the directors of the Company, who have 
overall responsibility for ensuring this Policy complies with the Company’s legal and ethical 
obligations. 

Sanctions for breach of this Policy 

A breach of any of the provisions of this Policy, by any relevant person who is an officer or employee 
of the Company, will constitute a disciplinary offence and will be dealt with in accordance with the 
Company’s disciplinary procedure. Depending on the gravity of the offence, it may be treated as 
gross misconduct and could render your registration with the company obsolete. 
 

Record Keeping Policy 

 



 52 

It is essential that all agency workers are recording information in regards to patient care. It is an 
important part of Nursing and helps to ensure that the quality of service the patient receives, is of a 
high standard. 
Records are a valuable resource and have the ability to detect any concerns that may be highlighted, as 
well as provide an accurate account of care planning and delivery. 
The quality of record keeping is also of high importance, you must ensure you keep the documentation 
in line with the policy set out by the hospital/establishment you are working at. Keeping clear and 
concise accounts of events taken place, whilst you are caring for a patient will allow better 
communication between the multi-disciplinary team. 

If you are unsure on how to complete any documentation at any of the hospitals/establishments you 
work at, you must ensure that you ask the nurse in charge. 

The Nursing and Midwifery Council principles of good record keeping are: 

➢ Handwriting should be legible. 
➢ All entries to records should be signed. In the case of written records, the person’s name and job 
title should be printed alongside the first entry. 
➢ In line with local policy, you should put the date and time on all records. This should be in real time 
and chronological order, and be as close to the actual time as possible. 
➢ Your records should be accurate and recorded in such a way that the meaning is clear. 
➢ Records should be factual and not include unnecessary abbreviations, jargon, meaningless phrases 
or irrelevant speculation. 

➢ You should use your professional judgment to decide what is relevant and what should be recorded. 
➢ You should record details of any assessments and reviews undertaken and provide clear evidence 
of the arrangements you have made for future and on-going care. 
➢ This should also include details of information given about care and treatment. Records should 
identify any risks or problems that have arisen and show the action taken to deal with them. 
➢ You have a duty to communicate fully and effectively with your colleagues, ensuring that they have 
all the information they need about the people in your care. 
➢ You must not alter or destroy any records without being authorised to do so. 
➢ In the unlikely event that you need to alter your own or another healthcare professionals records, 
you must give your name and job title and sign and date the original documentation. You should make 
sure that the alterations you make, and the original record, are clear and auditable. 
➢ Where appropriate, the person in your care, or their carer, should be involved in the record keeping 
process. 
➢ The language that you use should be easily understood by the people in your care. 
➢ Records should be readable when photocopied or scanned. 
➢ You should not use coded expressions of sarcasm or humorous abbreviations to describe the people 
in your care. 
➢ You should not falsify records. 

Medication Policy 

It is a requirement for all Nurses and Midwives to read the local medication policies at all 
hospitals/establishments that they work at. It is your responsibility to ensure that you are familiar 
with the medication policy. 
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Nurses and Midwives must adhere to guidelines set out by NMC Standards for Medicines Management. 
It is your responsibility to ensure that you only administer medication if you are trained and 
competent to do so. 

If any of our hospitals ask you to administer Intravenous Medication, you may do so if you are trained 
and competent. Please note some hospitals may not allow agency workers to do so, please ensure you 
check the local policy and check with the Nurse in Charge. You will only be permitted to complete 
Intravenous Medication if you have provided Nursing Zone with an up to date certificate. 

Drug Errors 

The Agency Worker must inform the Nurse in Charge of a medication error when on placement in a 
Hospital/Healthcare establishment and follow the local policy and guidelines for reporting and 
documentation of a medication error. 

Qualified and unqualified Agency Workers must report any medicine errors to their Nursing Zone 
consultant. 

Useful Websites 
Nursing & Midwifery Council www.nmc-uk.org  

British National Formulary www.bnf.org  

Department of Health www.dh.gov.uk  

Health Protection Agency www.hpa.org.uk  

Health and Safety Executive www.hsa.gov.uk  

 

 

 

 

 

 

 

 

 

 

 

 
 

http://www.nmc-uk.org/
http://www.bnf.org/
http://www.dh.gov.uk/
http://www.hpa.org.uk/
http://www.hsa.gov.uk/
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Handbook Declaration 
 
This handbook has been created for you as a guideline to our working relationship.  
 
Whilst working for Nursing Zone you will be required to adhere to all policies and procedures set out 
in the handbook and be accountable for your clinical practice at all times. 
 
I can confirm the following: 
 
➢ I have received the Nursing Zone Handbook. 
➢ I am aware that I must adhere to all policies and procedures set out in the handbook. 
➢ I understand that any personal data held by Nursing Zone is likely to be inspected by thirds parties 

as part of audits. 
 
 

 

Name  
 

Signature  
 

Date  
 


