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Welcome to MediLink Consulting Ltd.

Thank you for choosing to work with MediLink Consulting Ltd. We are committed to providing a quality service to our clients and to you, therefore it is vital that you familiarise yourself with the contents of our handbook. Please read through it carefully as it includes important information and guidelines as well as our policies and procedures.

If you have any queries with regards to the contents of this handbook, please direct these to your Recruitment Consultant or the contact details below:

MediLink Consulting Ltd, Lower Ground Floor, Kings House, 101-135 Kings Road, Brentwood, 
Essex, CM14 4DR


DECLARATION

I have read, understood and agree to abide by the contents of the MediLink Consulting Ltd Handbook.


	
Candidate Name:
	

	
Profession:
	

	
Professional Registration No:
	

	
Signed:
	

	
Date:
	




The above declaration should be signed and returned to MediLink Consulting Ltd where it will be held on your file. Please keep a copy of this handbook for your records.
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BEFORE YOU START WORK

INDUCTION
MediLink Consulting Ltd is committed to ensuring that you are appropriately inducted prior to starting work with us. We ensure that full training is completed prior to commencing work with us, including:

· Life support
· Moving and handling or people
· Health and Safety training

At each location you may work at they will have their own set of policies and procedures and it is important that you make yourself aware of these when you first attend your shift.

CODE OF CONDUCT
MediLink Consulting Ltd expects its locums to act in a professional manner at all times when working. In particular, we ask you to pay special attention to:

· Punctuality
· Standards of dress and courtesy
· Quality of care and clinical procedures
· Consideration and respect for those around you
· Confidentiality, honesty and integrity

We expect all locums representing MediLink Consulting to abide by the Code of Professional Conduct set out by their professional body.

You are responsible for your own actions when completing an assignment and, in cooperation with your colleagues and supervisor, for the care of your patients/clients.

OUR EXPECTATIONS OF YOU
· To maintain relevant Professional Registration throughout your time working with us
· To act in a manner that promotes and safeguards the interests and well-being of patients, clients, service users and Medilink Consulting Ltd
· To arrive on time for every placement
· To acknowledge any limitations in your knowledge and competence and decline any duties or responsibilities unless you feel you are able to perform them in a safe and skilled manner
· To ensure you dress smartly and appropriately for your role and wear your Medilink Consulting ID badge at all times
· To familiarise yourself with the client’s specific policies and procedures. This includes but is not limited to, those relating to Health & Safety Procedures, Security & Fire Procedures, Evacuation Procedure, Safe Systems of Work Procedures, IV and Administration of Medicines Policies, Documentation Guidelines, Crash Call Procedures, Control of Cross Infection, Manual Handling and Matters of Discipline. If these matters are not identified to you, you must ask your manager
· To report any accidents, incidents or near misses to your manager and to Medilink Consulting


· To let us know if you find any assignment unsuitable so that we can find you alternative work
· To maintain and improve your professional knowledge and competence
· Treat all patients, staff and visitors with dignity, courtesy, and respect and with due regard to their age, gender, race, religion, and mental and physical condition

ALTERNATIVE WORK/ROLES
· It is possible that you may be asked to undertake alternative work or indeed an alternative role whilst working for Medilink and, providing the work matches your seniority and is within your capability and competence, we would expect you to be willing to undertake such work.
· If you have any problems with such a request, please call Medilink bearing in mind we run a 24/7 response telephone line.

AVAILABILITY
· Please let us know when you want to work by contacting your Recruitment Consultant and providing them with your availability
· Try to give us as much notice of your availability as possible
· Alternatively, please call us to find out what work has become available. MediLink Consulting Ltd has many different positions from short term to ongoing placements in all grades and specialties
· Please remember to let us know as soon as possible if availability changes

What you should expect when allocated a placement:
· The name of the client
· Details of the role
· The grade, speciality and pay rate
· Details of on-call hours, if applicable
· The location and directions
· Start and finish times of the shift
· The expected length of the placement and hours of work
· The dress code
· Any special requirements

Remember to take a note of ALL of the details of the shift, including any placement reference numbers and timesheet requirements, to ensure there are no discrepancies.

Let MediLink Consulting Ltd know if you are unable to work
Please call the office or contact your Recruitment Consultant as soon as possible if you are not able to attend your shift.

DISCLOSURE & BARRING SERVICE CHECKS (DBS)
We are required by law to obtain an Enhanced Criminal Record Disclosure for all associates which includes the barring service check. This check will be completed prior to your first placement with MediLink Consulting Ltd and then on an annual basis thereafter. If you are part of the annual update service, then we will check the status of your current certificate on a quarterly basis.

Please note that due to new changes that came into force in June 2013, MediLink Consulting Ltd will no longer receive a copy of your DBS certificate if we have applied for it, therefore you will be asked to provide a copy of your DBS certificate to us.

If you would like further information on joining the DBS update service, please contact the compliance team.

OVERSEAS POLICE CHECKS
If you have entered the United Kingdom in the last 6 months, you must provide us with clear police check from your country of origin or from the country where you have been residing (whichever is applicable). This must be dated within the last 3 months and translated into English where necessary.

TRAINING REQUIREMENTS
In order to ensure your safety and the safety of patients and service users, you are required to provide MediLink Consulting Ltd with evidence of training in Health & Safety, Basic/Immediate/Advanced Life Support and Moving and Handling of people. All training must have been completed within the last 12 months, with the exception of Advanced Life Support which must have been completed within the last 4 years. Some clients may also require additional training to be undertaken such as paediatric/neonatal life support or physical restraint skills. It is your responsibility to ensure your mandatory training is kept up to date. The compliance team can assist you with booking your training and they will inform you when your training is due for renewal.

OCCUPATIONAL HEALTH
As part of your application with Medilink Consulting Ltd, you will be asked to complete a Health Screening questionnaire to ensure that you are fit to carry out the duties required. In line with the current Department of Health Guidelines, MediLink Consulting Ltd are required to conduct Occupational Health pre-employment screening prior to your first placement. This must also be updated on an annual basis and the compliance team will be in touch when your renewal is due.

FITNESS TO PRACTICE
It is important for your own health and that of those in your care that you are fit to practice whenever you attend an assignment. You must declare your fitness to practice or otherwise when you accept an assignment. Please report all illness to your consultant, especially vomiting or diarrhoea, ear, nose or throat infections or skin conditions.

Because of the potential risks to an unborn child, you MUST let us know if you become pregnant. If you are concerned that your placement involves unnecessary risks to your health or fitness or that of your unborn child, please do not hesitate to contact us. This is important, as we are required to perform a health and safety risk assessment for all expectant mothers.

The client may request that you undergo a medical examination prior to commencing work.

Documented proof is required for Tuberculosis, Hepatitis B, Measles, Rubella and Varicella, and in cases where you will be carrying out Exposure Prone Procedures we will also need identity validated evidence of your immunity to HIV, Hep C and Hep B surface antigen. It is your responsibility to arrange any vaccinations or blood tests, and to keep these up to date.

AIDS/HIV
If you believe you may have been exposed to HIV infection in any way you should seek medical advice from your GP and, where appropriate, undergo diagnostic HIV antibody testing.
If you are found to be infected, you must again seek guidance from your GP.

Please be aware that it is the obligation of all associates to notify their employer and, where appropriate, the relevant professional regulatory body.

Please note that the above guidance does not supersede current Department of Health Guidelines (in particular HSC 1998/226) or local practices and procedures. Any information that you disclose will be held in confidence.

You are advised to read: ‘Guidance on the Management of HIV/AIDS infected Health Care Workers’ available from the Department of Health website.

LONE WORKING
Lone workers are those workers who work by themselves without close or direct supervision. Lone working is not governed by any specific legislation, but a wide range of legislation may apply depending on the nature of work involved. In all instances the Health and Safety at Work Act 1974 and the Management of Health and Safety Regulations 1992 will apply.

RATES OF PAY
MediLink Consulting Ltd offers competitive rates of pay which vary according to grade, speciality, and sometimes location.  You will be advised of your rate of pay when you are offered a placement.

ATTENDANCE AND PUNCTUALITY
If you accept a placement through MediLink Consulting Ltd, you must ensure that you arrive on time to undertake the work. If you are unable to work, it is essential that you let us know as soon as possible – we would expect to receive four hours’ notice on non-attendance at a booking wherever possible. Remember that you can contact us 24 hours a day.

Repeated failure to attend work may result in MediLink Consulting Ltd, deciding to not place you in work and removal from our active candidate register.

CANCELLATIONS
Due to the nature of temporary work, the requirements of our clients may change resulting in the cancellation of your placement. In some cases this can occur at very short notice. In the event of a cancellation, we will try to contact you as soon as possible. If you are cancelled from a placement, MediLink Consulting Ltd will always endeavour to find you alternative work.

DIRECT PLACEMENTS WITH CLIENTS
In some circumstances, the client may approach you directly with work. It is essential that if you are booked in this way you inform MediLink Consulting Ltd immediately.

Many clients have clear placement procedures in place and will not pay for work that has been booked outside of these arrangements.

ELIGIBILITY TO WORK IN THE UK
You must have current eligibility to work in the UK. Please inform us immediately if your right to work status changes whilst you are working for MediLink Consulting Ltd.

UNIFORMS AND IDENTIFICATION
· You will be issued with a name badge before your first placement that you must wear at all times whilst working for MediLink Consulting Ltd
· Please ensure you wear suitable attire for your role
· Please ensure your shoes and clothes are kept clean at all times
· Please make sure hair is kept off of shoulders
· Please make sure nails are kept short and that no nail varnish is visible
· You are permitted to wear a wedding band, but all other jewellery should be removed
· No other forms of visible body jewellery should be worn (this includes tongue, eyebrow, nose and labret piercings)

TIMESHEETS AND PAY
The MediLink working weeks runs from Monday – Sunday and this is reflected on your timesheet. Timesheets must be submitted by 12pm on Tuesdays in order for you to be paid by the coming Friday.  You will be notified of any timesheet deadlines for bank holidays.

Please ensure:

· You fully complete your timesheet each week including your name, the client’s name and hours worked (less any breaks taken
· You complete a new timesheet each week
· If you are given a reference number for the placement, you clearly write this on your timesheet
· The timesheet is signed by your line manager, as well as yourself
· You use a separate timesheet for each separate placement (do not put the details of different clients, wards, grades or weeks on one timesheet). If you are in any doubt, please contact your Recruitment Consultant
· That if the client requires you to fill in their own timesheet that you complete this in addition to a Medilink timesheet. If this is the case your consultant will advise you at the time of booking
· You remember to leave a copy of your signed timesheet with your line manager, and keep a copy for yourself. If a client specific timesheet is also required, follow the same principles as above
· That you submit your timesheet on time. Failure to submit timesheets by the notified deadline will result in your pay being delayed until the following payroll run
· If you do not get the correct timesheets filled in, we will contact you to let you know what we need in order to pay you. If you have any queries, please speak to your Recruitment Consultant for clarification

All payments are made directly into your bank/ building society/ Limited Company accounts by BACS (Please make sure we have the correct details). Limited companies will need to send invoices with timesheets.  You will be informed if breaks are paid at the time of booking.

MediLink Consulting Ltd will treat any attempt to falsify any information on your timesheet very seriously.

THE WORKING TIME DIRECTIVE
Medilink Consulting is required to take reasonable steps to ensure that you do not work more than an average of 48 hours per week over a 17-week period. However, you are entitled to choose to work more than the 48-hour limit by opting out of the Working Time Directive (please refer to our application form for the opt out agreement)

TAX & NATIONAL INSURANCE
If this is your only job or main job, please provide Medilink Consulting with your P45. If you do not have a P45, or if this is not your main job, please complete a P46 available from MediLink Consulting.

PERSONAL ACCIDENT INSURANCE
MediLink Consulting Ltd does not provide personal accident insurance cover. We strongly advise that you consider taking out your own cover.



PROFESSIONAL INDEMNITY INSURANCE
The UK government has introduced new legislation which requires regulated Healthcare professionals to have relevant insurance or indemnity to cover their practice and confirm this to their professional body. The Health Care and Associated Professions (Indemnity Arrangements) Order 2014 came in to force on 16 July 2014.

You are professionally accountable for all of your practice. If you do not already hold professional indemnity insurance, please contact a suitable organisation to arrange the relevant cover.
Should you require further information then please contact the compliance team.

TRAINING AND DEVELOPMENT
MediLink Consulting Ltd is committed to supporting you in your professional development.
If necessary, we will assist you with arranging all of your mandatory training prior to your first placement and on an annual basis thereafter.

This training will include:

· Basic Life Support
· Moving and Handling of people
· Information Governance, Data Protection and Caldicott Protocols
· Complaints Handling
· COSHH
· RIDDOR
· Lone Working
· Health and Safety
· Fire Safety
· Infection Control
· Handling Violence and Aggression
· Protection of Vulnerable Adults
· Safeguarding Children and Young People

A copy of your training certificate will be held on file for audit purposes. If your training was organised by MediLink Consulting and you wish to purchase a copy of your certificate, please contact the compliance team. The compliance team will be in touch when you training modules are due for renewal.

APPRAISALS
Before starting a placement with MediLink Consulting, and again on an annual basis, you will be required to provide us with documentary evidence of your annual appraisal and the name of the person who carried this out. It is your responsibility to keep your annual appraisals up-to-date. The compliance team can assist you with this and will keep you notified of when your current appraisal is due to expire.

OUR POLICIES & PROCEDURES
Many of our clients have their own specific policies and procedures. When you start work with any client it is important that you make yourself familiar with all policies and procedures relating to the work you are undertaking.

Absenteeism
If you are absent from work on any day not pre-arranged, you must ring your MediLink Recruitment Consultant no later than one hour before your assignment was due to start.

You must do the following:

· State the reason for your absence, what actions you are intending to take to ensure you return to work as soon as reasonably practicable and when you hope to return to work
· You must continue to notify your Recruitment Consultant of your absence on a daily basis unless you have submitted a doctor’s medical certificate
· In all cases of sickness, if you are paid either via a limited company or PAYE, you must submit a Company Self Certification Form immediately on return to work. In accordance with SSP regulations, failure to submit a Self-Certification Form will result in no payment for periods of sickness. In the event of that absence exceeding seven continuous days due to sickness or injury, you must also submit a Medical Certificate as soon as possible. Thereafter, further certificates must be submitted covering all absence until you resume work
· Failure to follow the above rules will result in any payment from the Company, including Statutory Sick Pay, being withheld and could result in disciplinary action being taken against you
· Where a candidate is absent through sickness (or sickness is given as the reason) or any other combination of days which clearly reflect an ad-hoc attendance pattern or where the absence record is cause for concern, the candidate will be asked to attend a formal disciplinary hearing where the attendance record will be discussed
· The company reserves the right to arrange for a medical examination by an independent medical practitioner, or to request a report from your own doctor/ specialist, in order to ensure that you are fit to continue or undertake your job, or to determine your current state of health.  Full consultation will take place with you in this event

REHABILITATION OF OFFENDERS ACT (1974)
The Rehabilitation of Offenders Act (ROA) 1974 is aimed at helping people who have been convicted of a criminal offence and who have not re-offended since.

This act makes it unlawful to take into account any offences of a person who is considered to have undergone a satisfactory period of rehabilitation. However, there are some exceptions. Anyone applying for a position that involves working with children or vulnerable adults is required to reveal all convictions, both spent and unspent.

Ex-Offenders Recruitment Policy:

· We will consider which posts require disclosure and at what level
· We will not request an Enhanced DBS check unless the job is exempt under the terms of the Rehabilitation of Offenders Act 1974
· We will inform prospective candidates of the requirement, where applicable, to carry out a Disclosure for the position
· We will where possible, consider the nature of any conviction and its relevance to the job in question
· We will take a balanced view during the recruitment process whilst at the same time maintaining awareness of our obligations to protect our clients, service users and general public
· When accessing criminal records information, we will comply with data protection legislation

YOU MUST INFORM MEDILINK CONSULTING IMMEDIATELY IF YOU RECEIVE ANY WARNINGS, CAUTIONS OR CONVICTIONS AT ANY TIME.


CONFIDENTIALITY
Any information obtained by you during the course of your duties is confidential and should not be disclosed to any third party if it is not legitimately in connection with their treatment or any other official investigation.

Anyone working for MediLink Consulting Ltd is expected to observe the highest standard of confidentiality, protecting all confidential information concerning patients, service users and clients obtained in the course of their work. For example, talking to one patient about another patient on the ward is a serious breach of confidentiality. Please take care with service user and client records when on assignment to ensure that they are not in undue danger of being accessed by unauthorised individuals.

The Caldicott Protocol identified the following principles:

· Justify the purpose of the use of patient identifiable information
· Don’t use patient-identifiable information unless it is absolutely necessary
· Use the minimum necessary patient identifiable information
· Access to patient-identifiable information should be on a strict need- to-know basis
· Everyone with access to patient identifiable information should be aware of his or her responsibilities
· Understand and comply with the law

You are not authorised to make any statement to representatives of the press, radio, television or other body. Any such request for information should be referred to MediLink Consulting Ltd.

DATA PROTECTION
You should adhere to the requirements of the General Data Protection Regulations (GDPR) 2018. In brief, anyone processing personal data must comply with the enforceable principles of good practice - data must be:

· Fairly and lawfully processed
· Collected for specified, explicit and legitimate purposes Accurate
· Adequate, relevant, and limited to what is necessary for the purposes it is being processed Kept in a form that is secure and prevents unlawful or unauthorized processing, accidental loss, destruction or damage
· Kept in a format which permits identification for no longer than is necessary 

USE OF DATA
MediLink Consulting Ltd will provide all candidates with a Data Privacy Notice as required by GDPR legislation.  This will be provided when you register, and we ask you to sign your agreement via our Data Consent Form that we may use your information for the purposes of finding work for you. This tells you about the personal data that we collect about you and what we do with that information, including how we use, store, transfer and secure your personal data.  

And extract for the Data Consent Form follows:

I consent to MediLink Consulting processing the above sensitive personal data for the following purposes: 

1. For MediLink Consulting to provide me with work-seeking/recruitment services. 
2. For the Company to process with or transfer my personal data to their client/s in order to provide me with work-seeking services. 
3. For MediLink Consulting to process my data on a computerised database in order to provide me with work-seeking services. 
4. For the recording of diversity information as may be requested by the clients supplied by MediLink Consulting. 
5. For the completion of a Health Screening questionnaire in line with the current Department of Health Guidelines 

I also consent to MediLink Consulting processing my personal data with third parties including, any clients that I provide services to via MediLink Consulting, for the purposes of internal audits and investigations carried out on MediLink Consulting to ensure that the company is complying with all relevant laws and obligations. 

The consent I give to MediLink Consulting will last for 5 years. 

I am aware that I have the right to withdraw my consent at any time by informing MediLink Consulting that I wish to do so.

OWNERSHIP OF RIGHTS & INTELLECTUAL PROPERTY
You are not permitted at any time whilst working with MediLink Consulting Ltd or at any time after you have ceased working with MediLink Consulting Ltd to disclose to any person, company or third party any confidential Information obtained during the course of any client assignment.

For the purposes of this agreement, Confidential Information means information relating to MediLink Consulting Ltd or its clients including patents, trademarks, rights subsisting in domain names, registered and unregistered designs, copyrights, database rights, and all similar or equivalent rights protecting software programs, databases, data, methodologies, technical information, know-how, inventions, technological improvements or discoveries together with all applications and rights to apply for registration of any such rights and the right to enforce past infringements of the same.

To the extent permitted under any applicable laws, you now assign to MediLink Consulting Ltd or its nominee with full title guarantee all Intellectual Property arising in the course of your work with MediLink Consulting Ltd (“Company IP”) capable of being assigned in advance of its creation in accordance with the laws of the applicable jurisdiction (whether by way of future assignment or automatic assignment upon creation); agree to assign to Pulse or its nominee with full title guarantee any Company IP that is not so capable of being assigned in advance of its creation; and unconditionally waive all moral rights that you may have in respect of any Company IP and shall promptly at Pulse’s request and expense execute all such documents and carry out such acts as may be reasonably necessary or desirable in order to effect the provisions of this.

INFORMATION TECHNOLOGY
During the course of your assignment, you may be required to use a client’s IT system. Please make yourself aware of and adhere to the client’s specific guidelines related to Information Technology   and the use of computer hardware and software. You must not use any computer equipment unless directed to by an authorised member of staff and it should only be used for work related purposes.

SMOKING
You are not permitted to smoke except in places where it is expressly permitted.  Smoking on duty is forbidden. Please remember that if you smoke, the smell remains on your clothing which some people may find offensive.

HEALTH & SAFETY
Under section 7 of the Health and Safety at Work Act 1974 you have a duty to:
· Take reasonable care for the health and safety of yourself and others who may be affected by your actions or omissions.
· Correctly use all work items provided in accordance with the training and instructions you received to use them safely

Regulation 14 of the Management of Health and Safety at Work Regulations 1999, states that:
· You must use any machinery, equipment, dangerous substance, transport equipment, means of production or safety devices provided by the employer in accordance with any training in the use of the equipment concerned which you have received, and the instructions respecting that use, which have been provided by the employer in compliance with the requirements and prohibitions imposed upon that employer by or under the relevant statutory provisions
· Every employee shall inform his employer or any other employee of that employer with specific responsibility for health and safety of his fellow employee;
· Of any work situation which they consider represents a serious and immediate danger to health and safety; and
· Of any matter which they consider represents a shortcoming in the employer’s protection arrangements for health and safety

MedLink Consulting Ltd will inform you about any specific hazards relating to your place of work that we have been notified of.

If during the course of your work you identify a risk to the health, safety and welfare of your own personal safety, and/or that of your colleagues, patients or service users, you have a duty to report this to MediLink Consulting.

FIRE & EMERGENCIES
All clients have evacuation procedures in order to prevent injury to persons and avoid obstructing emergency services. For your own safety and that of others, you must familiarise yourself with, and adhere to, fire regulations and procedures. It is the smoke from the fire that kills.  If you see or suspect a fire, act immediately. Never try to tackle a fire yourself and call the emergency services straightaway.

WASTE DISPOSAL
All candidates have a responsibility to comply with local waste disposal procedures. These include the requirement to dispose of waste materials safely and correctly.

CONTROL OF SUBSTANCES HAZARDOUS TO HEALTH (COSHH)
Control of Substances Hazardous to Health Regulations 1999 requires employers to control exposure to hazardous substances to protect both employees and others who may be exposed from work activities.  You must adhere to the client’s COSHH requirements and their workplace.
Please refer to your Health and Safety training guidelines for more information about COSHH and the role you play.

REPORTING OF INJURIES, DISEASES & DANGEROUS OCCURENCES (RIDDOR)
The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 places a legal requirement on employers, self-employed people, and people in control of premises to report work- related deaths, major injuries, injuries that result in more than three days off work, work related diseases and dangerous occurrences (near miss accidents) to the HSE.
All accidents involving staff or patients and service users must be reported to your line manager.

Please refer to your Health and Safety training guidelines for more information about RIDDOR and the role you play.

SAFE HANDLING OF MONEY & VALUABLES
Please familiarise yourself with any client specific policies on the safekeeping of patient and service user valuables and money. If you are asked to handle money or other valuables, please seek guidance from your line manager.

EQUAL OPPORTUNITES
MediLink Consulting Ltd is committed to being an equal opportunities employer and we will treat all allegations of discrimination with the utmost seriousness. MediLink Consulting aims to ensure that all employees are treated fairly and equally and suffer no detriment throughout their employment.

In addition, the company must comply with the requirements of current legislation:

· Equal Pay Act 1970
· Sex Discrimination Act 1975
· Race Relations Act 1976
· Disability Discrimination Act 1995
· Special Education Needs and Disability Act 2001
· Human Rights Act 1998
· Race Relations (amendment) Act 2000
· EU Equal Treatment Framework Directive 2000 and 1978
· Equality Act 2010

COMPLAINT HANDLING
During the course of your work with MediLink Consulting Ltd you may encounter complaints from patients, service users and their relatives or interested parties. Please advise your line manager of any complaints in order for the client to invoke their own complaints policy. Depending on the nature and severity of the complaint, you may be requested to put details of the complaint in writing on a complaint record form and/or attend an interview to investigate details further.

MAKING A COMPLAINT
If you wish to make a complaint about the way you have been treated on an assignment or by our staff, please direct this in the first instance to your Recruitment Consultant.
If for any reason you are still not satisfied with the outcome, please call our office and speak to the Compliance Manager alternatively you can send your complaint via post to:

Compliance Manager MediLink Consulting Ltd Kings House,
101-135 Kings Road,
Brentwood
Essex. CM14 4DR

If you have serious concerns about our service, which have not yet been resolved, the representative body for the recruitment and staffing industry is the Recruitment and Employment Confederation (REC).  Their helpline details are available online at their website, www.rec.uk.com.
Our full complaints policy is available on request.

SAFEGUARDING CHILDREN & YOUNG PEOPLE
We all have a responsibility to safeguard and promote the welfare of children and young people. Safeguarding children is about protecting children from harm as well as helping to ensure they meet their potential and grow up in a safe and caring environment.

The Children Act 1989 provided local authorities with duties and powers to protect children and is central to child protection. This has since been strengthened by The Children Act 2004. This emphasises the need for co-operation between key agencies.

Safeguarding children and young people: Roles and Competencies for Health Care Staff has been produced by the Royal College of Paediatrics and Child Health to clarify the competencies required by all health staff to safeguard children and supplements the information set out in Working Together to Safeguard Children 2006 and has been developed with advice from Skills for Health.

Following every serious case of child abuse or neglect, there is considerable consternation that greater progress has not been made to prevent such occurrences. Reviews and enquiries across the UK, over the last three decades, often identify the same issues – among them, poor communication and information sharing between professionals and agencies, inadequate training and support for staff and a failure to listen to children.

The outcome of these reviews and enquiries is clear; that all who come in to contact with children and young people have a duty to safeguard and promote their welfare and should know what to do if they have concerns.

Six levels of staffing have been identified; level one applies to all staff working in healthcare settings (clinical and non-clinical) and therefore applies to any candidate working through MediLink Consulting.

As a result, you should, as a minimum:
· Understand what constitutes child abuse
· Know about the range of physical, emotional, neglect and sexual abuse
· Be able to recognise the signs of child abuse
· Know what to do when you are concerned that a child is being abused
· Be able to seek advice and report concerns, ensuring that they are listened to
· Know about local policies/procedures
· Understand the importance of sharing information, how it can help and the dangers of not sharing information
· Know what to do if they experience barriers to referring a child/family

As part of your MediLink Consulting induction, your mandatory training will include a Protection of Vulnerable Children module which will cover these areas and subsequent refresher training will also be provided.  If you feel unsure of any of the above, please speak to the Compliance team.

SAFEGUARDING VULNERABLE ADULTS
MediLink Consulting is committed to safeguarding vulnerable adults and at all times the safety of vulnerable adults is paramount.
You are expected to report any concerns about the abuse of a vulnerable adult immediately to your line manager. You must objectively record the nature of your concern and the date, time and name of the person to who it was reported.

You must also:

· Co-operate fully with any official investigations
· Maintain strict confidentiality and share information initially on a need to know basis only with the assignment manager and then with authorised investigators
· Comply fully with the policies and procedures of the organisation

Any action or behaviour by a candidate which is believed to be a criminal offence will be reported to the police.

Recognising signs of abuse/neglect
You must always be alert to the signs of abuse, which can take many forms:

· Verbal / psychological abuse - such as using demeaning language or name calling, provoking, or frightening the service user or subjecting them to witness unpleasant acts. The person may appear frightened, nervous, irritable, or withdrawn
· Physical abuse – such as rough handling, slapping, punching or burning. Look for marks and bruises that cannot be explained. The person may wince or withdraw from you when you approach them
· Sexual abuse – people who have been sexually or indecently assaulted may have soreness or bleeding in the genital area
· Financial abuse – such as using someone’s credit card to steal money without their knowledge or stealing valuable or sentimental items. The person may appear worried or withdrawn
· Neglect/Deprivation – such as the withholding of basic rights or comforts such as food, light, heating, medication or personal hygiene. The person may appear dirty or be inappropriately dressed for the time of year

At each new client, please familiarise yourself with any policies and procedures relating to abuse and be aware of the signs that may indicate abuse or neglect.

If you suspect any form of abuse or neglect is taking place, report it to MediLink immediately.

Allegations of abuse/neglect
Allegations of abuse or neglect against candidates working through MediLink Consulting Ltd will be taken very seriously.

If we receive complaints of this sort against you, we may not be able to offer you work whilst the allegation is being investigated. Ultimately, if allegations are well founded, we may not be able to offer you work in the future and it may result in a referral being made to the Disclosure & Barring Service.

WHISTLEBLOWING
Whistleblowing is the disclosure of confidential information that relates to danger, fraud or other illegal or unethical conduct connected with work including abuse or neglect of patients or service users.

The disclosure may relate to concerns regarding:

· The location in which you currently work or have worked previously
· Medilink Consulting Ltd
· A fellow Medilink Consulting Ltd candidate
· A member of the Medilink Consulting Ltd staff
· Any other party, e.g. patient or service users relative

Under the Public Interest Disclosure Act 1998, candidates who speak out, in good faith, against corruption and malpractice at work have statutory protection against victimisation and dismissal. Medilink Consulting Ltd operates a whistleblowing policy which encourages a culture of openness within our organisation and aims to prevent malpractice. The policy will apply in cases where a candidate genuinely and in good faith believes that one of the following sets of circumstances is occurring, has occurred or may occur within their line of duty:

· A criminal offence has been committed, is being committed, or is likely to be committed
· A person has failed, is failing, or is likely to fail to comply with any legal obligation to which he or she is subject
· A miscarriage of justice has occurred, is occurring or is likely to occur
· The health and safety of any individual has been, is being or is likely to be endangered
· The environment has been, is being or is likely to be damaged
· Information tending to show any matter falling within any one of the preceding paragraphs has been or is likely to be deliberately concealed

Anyone who wishes to raise or discuss any issues which might fall into the above categories should contact MediLink Consulting Ltd in the first instance, who will treat the matter in confidence. It is likely that a further investigation will be necessary, and he/she may be required to attend a disciplinary or investigative hearing as a witness.

Where the concern may involve a direct employee of MediLink Consulting Ltd, the concern should be raised with the managing director.  All complaints will be treated seriously and confidentially.
The full whistle blowing policy can be accessed via MediLink Consulting Ltd. You should be aware that if any disclosure is made in bad faith (for example, in order to cause disruption within the organisation), or concerns information which you do not substantially believe is true, or indeed if the disclosure is made for personal gain, then such a disclosure may constitute breach of contract, which may lead to immediate termination of the contract.

NHS FRAUD AWARENESS
The majority of people who work in and use the NHS are honest but there is a minority who will seek to defraud its valuable resources. It is important that you are made aware of the types of fraud that are committed and how to report them. Fraud includes falsely claiming sick leave which is paid, claiming for hours not worked falsely claiming expenses, falsifying records to steal NHS property, failing to declare criminal convictions and falsifying qualifications.

Defrauding money from the NHS deprives hospitals and patients of valuable equipment, staff and resources.  NHS Counter Fraud aims to reduce fraud against the NHS to a minimum.

There are several different types of fraud that can be committed against the NHS by different people:

PATIENTS: Wrongful claiming of exemption fees, changing prescriptions and using other identities to acquire drugs

PROFESSIONALS: Alterations of prescriptions and claiming for work not undertaken

MANGERS & STAFF: Timesheet and payroll fraud, fraudulent equipment claims and working in unauthorised jobs whilst on sick leave

CONTRACTORS AND SUPPLIERS: Submitting false invoices

If you suspect that fraud of any type has occurred or is in progress you must not attempt to investigate it yourself. Any genuine concerns about fraud may be reported directly to the Client’s Counter Fraud Specialists. NHS employees, patients or members of the public can report NHS fraud in three ways:

· By contacting the local Counter Fraud Specialist. Every client has a local Counter Fraud Specialist
· By calling the NHS Fraud and Corruption reporting line: 0800 028 4060 (within England) or 0800 015 1628 (within Scotland) – Freephone number in operation between Monday – Friday 08:00 – 18:00.
· You can also report fraud using an online reporting form at www.reportnhsfruad.nhs.uk

Further details on countering NHS Fraud can also be found at www.nhsbsa.nhs.uk/fraud

ADMINISTRATION OF MEDICATION
Please refer to your professional bodies Guidance on Good Practice and any client specific policies relating to the administration of medication.

DISPOSAL OF UNWANTED MEDICATION
Please refer to the client’s policy on the disposal of unwanted or surplus medication.

REPORTING DRUG ERRORS
If you make an error, identify an error or have concerns over a patient or service user or their medication, you must report it immediately to your line manager at your place of work and, where appropriate to the medical practitioner or prescriber. Midwives should also inform their supervisor as soon as possible after the event.

If you make a drug error or if you have any concerns regarding any aspect of drug administration you should also inform your MediLink Recruitment Consultant.

RECORD KEEPING
Good records are essential to safe and effective care and should be:
· Clear, legible and indelible
· Factual and correct
· Written as soon after the event as possible
· Written in black ink
· Singed, timed and dated
· Mistakes should not be covered with correction fluid or scribbled out. One line should be used to score through the mistake and your initials and date written next to it
· Written with the involvement of the patient, client or their carer where possible
· Written in terms the patient or client can understand
· Be consecutive
· Identify problems that have arisen and action taken to rectify them
· Show care planned, decisions made, care delivered and information shared

Please be aware that full records are essential should any questions be raised about the care and standards of care delivered.

PREGNANT & NEW MOTHER AGENCY WORKERS
There are some additional provisions in the Regulations around pregnancy and childbirth. Please let your Recruitment Consultant know if you are pregnant or have recently given birth so we can ensure you have the information relevant to you.

ADOPTION & PARENTAL LEAVE
For further details, please request a copy of the Candidate Employee Working Parents Policy from your Recruitment Consultant.

MATERNITY & PATERNITY
MediLink Consulting Ltd will comply with all of the legal requirements relating to maternity and paternity.  Please contact your Recruitment Consultant for further information.

DISCIPLINARY POLICY
In situations where it is alleged that a candidate has fallen below the minimum standards of capability, performance, conduct and behaviour action will be taken.
In most cases of minor misdemeanors or shortcomings, the matter can and should be dealt with informally by MediLink Consulting, without the need to utilise the more formal disciplinary procedure.

There will be instances however where informal counselling does not change the candidate’s behaviour or improve their performance or a more serious breach of conduct, capability, performance or behaviour standards may be alleged. It is in these circumstances where formal disciplinary action needs to be taken.

A full copy of the Disciplinary Policy and Procedure can be obtained from your Recruitment Consultant.  The main features include:

· All PAYE candidates should be aware of the type of misconduct that may lead to formal disciplinary action
· You will be advised of the nature of the allegations
· No disciplinary action will be taken until all allegations have been investigated
· At all stages of the procedure you will be given the opportunity to explain your case fully, usually at a formal disciplinary hearing. You will also have the right to submit any documentation that you wish to be considered
· You will normally be given at least 3 calendar day’s written notice of any such interview or hearing. In exceptional circumstances, such as refusal to attend a formal disciplinary interview, the matter may be considered in your absence
· You will have the right to be accompanied by a colleague or trade union official at any stage of the formal procedure

FLEXIBLE WORKING POLICY
MediLink Consulting will consider requests from eligible candidates to vary their working hours (also known as flexible working) in order to care for children or to care for certain adults in line with the statutory right to do so.

It will not provide an automatic right to work flexibly as there may be circumstances when MediLink Consulting is unable to agree to the candidate’s request. Any candidate requesting to change their work pattern should make this request as soon as is reasonably possible as, under the statutory procedure, the process of making and considering a request can take up to 14 weeks and only one request is permitted per year. Both Mothers and Fathers are able to request the right to work flexibly.

USEFUL INFORMATION

Needle-stick & Sharps Injuries
A sharps injury is defined as an injury where a needle or other sharp object contaminated with blood or other body fluid penetrates the skin. This also includes human bites and scratches that break the skin.

Needle-stick injuries occur when healthcare workers jab themselves or a colleague with a needle, or other sharp medical device, which is contaminated with potentially infected blood or bodily fluid.

Needle-stick and sharps injuries account for 17% of accidents to NHS staff, second only to moving and handling at 18%. Contaminated needles can transmit more than 20 dangerous blood-borne pathogens. Needle-stick and sharps injuries can have devastating effects on the members of staff concerned. Over 40, 000 incidents are reported each year and at least as many go unreported. It is therefore really important that you protect yourself and your colleagues as much as possible.

Key ways of preventing sharps and needle-stick injuries
Before use:
· Identify how exposure could be eliminated
· Allow consideration of possible alternative systems
· Eliminate the unnecessary use of sharps
· Wear the correct gloves for all activities, that have been assessed as carrying a risk, including sharp or contaminated instruments
· Always seek assistance when dealing with any patient whose condition or mental state may increase the risk of a sharps injury occurring

During use:
· Sharps must not be passed directly from hand to hand
· All sharps handling should be kept to a minimum
· Do not recap, bend, break or disassemble needles before use of disposal
· Staff must take responsibility for the safe disposal of all items
· If you are unsure of safe disposal, ask someone who knows. No sharps items should be disposed of with normal domestic waste

Reporting an incident
All sharps and needle-stick injuries are RIDDOR reportable; you must inform your line manager as soon as possible if you are injured.

MRSA
Methicillin Resistant Staphylococcus Aureus (MRSA) is the name given to a range of strains of antibiotic-resistant bacteria. MRSA exists on the hands or the nose of around one third of the healthy population and is usually harmless. It can, however, prove fatal if it enters the bloodstream of an already weakened patient.

It is usually transmitted by touch. The  single  most  effective  measure  for preventing MRSA contamination is washing hands before and after all patient contact.
In addition, please ensure:

· You use liquid soap or alcohol-based hand rub when washing hands – make sure it comes in to contact with all areas
· Remove wrist and preferably hand jewellery at the beginning of each shift where you will be regularly de-contaminating your hands
· Use wheat disposable gloves and aprons when attending to dressings or dealing with blood and body fluids (sterile gloves should only be worn when performing aseptic techniques)
· Dispose of aprons and gloves after use
· Cover cuts or breaks in your skin or those of patients/clients with waterproof dressings

If you come in to contact with a patient who is later found to be contaminated with MRSA, it may be necessary to attend screening sessions at the hospital’s occupational health department.
During this time, and before you have been declared clear from MRSA, we may be restricted in the placements we can offer you due to the risks of infection.

	
Guidance Notes for MediLink Consulting Employees: The Agency Workers Regulations 2010




 Introduction

The Agency Workers Regulations 2010 (‘AWR’) come into force on 1 October 2011 and will have a big impact on employers who regularly use temps, giving agency workers’ rights that are similar to those which apply to permanent employees. 
Although agency workers are already entitled to a range of statutory protections (e.g. under the Working Time Regulations and the National Minimum Wage legislation etc), temporary agency workers (temps) have historically enjoyed less favourable statutory employment rights than employees.  This has given employers considerable flexibility in managing their work force by enabling them to respond quickly to peaks and troughs in workflow or to provide extra resource for the duration of a particular project.
The AWR will give temps the right to equal treatment in terms of basic terms and conditions for the remainder of the assignment after 12 weeks’ continuous service in the same role. 
Compliance with the AWR does not affect the agency worker’s employment status or indicate that an agency worker is an employee.
An employer that fails to comply with its obligations under the AWR may be liable for a compensation award made against it by an Employment Tribunal. 

Who will be affected by the AWR?

	The AWR will affect:

Employment businesses involved in the supply of temporary agency workers 
Individuals (temps) who are supplied as agency workers by a temporary work agency and work temporarily for and under the direction and supervision of a hirer
Hirers of agency workers i.e. employers which hire temporary agency workers through an agency.

Those who are likely to be outside the scope of the AWR include:

Individuals who find work through a temporary work agency but are in business on their own account
Individuals, such as cleaners, working on Managed Service Contracts, where the worker does not work under the direction and supervision of the host organisation
Individuals working for in-house temporary staffing banks
Individuals who find direct or permanent employment with an employer through an employment agency
Individuals on secondment or loan from one business to another
Individuals who find employment with an employer through an employment agency: once a worker is placed with a permanent employer, they have no further contractual relationship with the agency.

What new agency workers’ rights apply under the AWR?  

	The AWR will give agency workers’ rights relating to collective facilities and amenities which will apply from the first day of an assignment and, after a 12-week qualifying period with the same hirer in the same role, the right to the same basic terms and conditions of employment as if they had been employed directly by the hirer. These entitlements are set out in more detail below. 
	Entitlements which apply from day 1 of an assignment are:
The right for all agency workers to be treated no less favourably than a comparable worker or employee in relation to access to collective facilities and amenities as provided by the hirer, unless this can be justified on objective grounds.  This applies to those collective facilities provided by the hirer, such as a staff canteen or other similar facilities, transport services (e.g. local pick up and drop offs and transport between sites, but not company car allowances or season ticket loans), toilets and shower facilities, staff common room, waiting room, crèche, mother and baby room, prayer room and car parking.
 The right for all agency workers to be provided with information about any relevant job vacancies within the hirer which would be available to a current comparable directly employed employee or worker. Please note that, if the hirer is carrying out an internal reorganisation, which may involve a headcount freeze, it is acceptable to specify that any vacancies arising out of the restructure are only available to direct employees.      
	Entitlements which apply after a 12-week qualifying period in the same job role with the same hirer are:
The right to equal treatment for all agency workers in relation to basic working and employment conditions.  The ‘relevant terms and conditions’ are:
Pay - this means: any sums payable to the agency worker in connection with their employment, including basic pay; overtime payments; shift allowances; bonuses (but not discretionary bonuses which reward loyalty or long service); commission attributable to the amount or quality of work done by the individual; holiday pay; and vouchers which have monetary value e.g. luncheon vouchers. However, see also section 4 below for circumstances where equal treatment provisions on pay do not apply
The duration of working time e.g. if working is limited to a maximum of 48 hours a week
Night work
Rest periods
Rest breaks
Annual leave - if the hirer would have given a more generous contractual annual leave entitlement to the agency worker if they had been recruited directly to fill the same job, the agency worker should receive the same enhanced entitlement once the 12-week qualifying period has elapsed, including the right to time off for bank and public holidays.  
This additional entitlement in excess of statutory minimum leave can be provided as a one-off payment in lieu at the end of the assignment, as part of the hourly/daily rate or it can be given as paid leave.
Paid time off for ante natal appointments.
In relation to pregnant agency workers, alternative sources of work must be found, paid at the same or higher rate than the original assignment, if she can no longer complete the duties of the original assignment for health and safety reasons.  If alternative work cannot be found, then the pregnant agency worker will have the right to be paid by the temporary work agency for the remaining expected duration of the original assignment.
	The requirement is to give the agency worker the same basic working and employment 	conditions as they would have ordinarily received if they had been directly recruited by the hirer to the same job.

Permanent contracts providing for pay between assignments  

	There is an exemption from the equal treatment provisions on pay where a temporary work agency can offer an agency worker a permanent contract of employment and pay the agency worker between assignments i.e. during the periods after the end of the first assignment under that contract when they are available to work but are not working because there are no suitable available assignments. This means that, after 12 weeks in a given job, the agency worker will not be entitled to the same pay as if they had been recruited directly.
	Even if this exemption applies, the agency worker can still benefit from the other provisions in the AWR, such as equal treatment in relation to the duration of working time, night work, rest periods and rest breaks and annual leave after 12 weeks (see section 3 above).  Agency workers must still receive the day one entitlements as well.

How is the 12-week qualifying period calculated?

The 12-week qualifying period is triggered by the agency worker working in the same job role with the same hirer for 12 continuous calendar weeks.  A calendar week comprises any period of seven days starting with the first day of the assignment.  In the case of part time staff, calendar weeks will be accrued irrespective of how many hours the worker works on a weekly basis.
The AWR are not retrospective and therefore for those agency workers already on assignment when the AWR come into force, the 12-week qualifying period will only start to run from 1 October 2011.
An agency worker might also work for more than one hirer during a week, resulting in more than one qualifying period with different hirers running at any one time.
An agency worker does not have to accrue the 12-week qualifying service with the same temporary work agency: qualification for comparable terms and conditions is dependent on service as an agency worker with a particular hirer, not with a particular agency.
Because the working patterns of agency workers can be irregular, the AWR provide for circumstances in which breaks in the assignment of an agency worker do not prevent them from completing the qualifying period.  These provisions can be explained by thinking of the qualifying period as a clock which runs from 0 to 12:  

Sometimes, a gap between assignments will mean that the clock is reset to 0 and must start again. Most commonly, this would occur because an agency worker begins a new assignment with a new hirer.
In other circumstances e.g. if the break between assignments (or during an assignment) with the same hirer is less than six weeks and the role is not substantively different, a break may just ‘pause’ the clock, which will then continue to tick when the agency worker returns to work with the hirer. 
In some limited circumstances (e.g. breaks due to maternity leave or paternity leave), the clock will continue to tick for the originally intended duration of the assignment even if the agency worker is not working on an assignment. 
The table below shows the different ways in which gaps in assignments would be treated:

	Type of absence
	Effect on 12-week qualifying period

	Agency worker begins new assignment with new hirer 
	Clock resets

	Agency worker remains with same hirer but is no longer in the same role
	Clock resets

	Break between assignments of 6 weeks or more 
	Clock resets

	Annual leave
	Pauses the clock

	Shut downs e.g. workplace closure, school holidays
	Pauses the clock

	Industrial action
	Pauses the clock

	Sickness absence (medically certified)
	Pauses the clock for up to 28 weeks

	Jury service
	Pauses the clock for up to 28 weeks

	Pregnancy and maternity-related absence, statutory maternity, paternity or adoption leave
	Clock keeps ticking for intended or likely duration of assignment



Where a hirer has different workplaces, moving an agency worker from one workplace to another will not usually break continuity unless it is a substantively different role.

What constitutes a substantively different role?

As stated above, if there is a substantive change to a job role with the same hirer, the qualifying clock is reset to zero.
However, in order for there to be a substantive change to the job role, the work or duties that make up the whole or the main part of the role must be substantively different.
A combination of the following factors (not one factor on its own) can be taken into account in establishing if the work is substantively different:
Is the pay rate different?
Does the role entail different skills and competences?
Is the work in a different location?
Is there a different line manager?
Does the role require extra training?
Does the role require a specific qualification that was not needed before?
  
In order for the job to be counted as a ‘substantively different’ role and the qualifying clock reset to zero, the hirer must notify the temporary work agency that the new job is substantively different and provide details of the job requirements.  The temporary work agency must provide a description of the new role in writing to the agency worker.  The agency should notify the agency worker that their role has substantively changed and that the 12-week qualifying period will therefore start again.

 The anti-avoidance provisions

A hirer is legally entitled under the AWR to decide not to engage agency workers beyond the 12-week qualifying period and there is nothing in the AWR to prevent assignments of 11 weeks being the hirer’s usual practice.  
However, the AWR include anti-avoidance provisions to deal with any situation where a pattern of assignments emerge that are designed to deliberately deprive an agency worker of their entitlements.  In the event of a claim, it would be up to an Employment Tribunal to decide whether the pattern of assignments indicated an intention to deprive the agency worker of their rights.  If a Tribunal decided that there was such an intention, an additional compensatory award of up to £5,000 could be made against the hirer or temporary work agency or split between the parties. This would be on top of any compensation awarded to the agency worker for breach of the equal treatment provisions.  Similarly, agency workers cannot contract out of the AWR.

Information requests

As at present, for each vacancy a temporary work agency receives from a hirer, the agency must record the details about the vacancy required by the Conduct of Employment Agencies and Employment Businesses Regulations 2003, before they introduce or supply an agency worker to that hirer.  
Additionally, a hirer will need to provide the temporary work agency with the following details in order to comply with the AWR, if and when an agency worker completes 12 weeks in a given job:

The level of basic pay (based on the annual salary an agency worker should have received if recruited directly by the hirer);
If and when there are overtime payments and shift/unsocial hours allowances
Types of bonus schemes in operation (and means by which individual performance is appraised);
Whether or not the hirer offers vouchers which have monetary value; and
Annual leave entitlement

Agency workers are entitled to information relating to their equal treatment entitlements.  This process depends on what aspect of equal treatment they are requesting information on:
In respect of day one entitlements, the requirement to provide information lies with the hirer and information can be requested any time after the start of the assignment
For entitlements after the 12-week qualifying period, the requirement to provide information lies primarily with the temporary work agency and the agency worker can only request information after the 12 weeks have elapsed.

In relation to day one entitlements, the agency worker can make a written request for information to the hirer.  The hirer then has 28 days to respond in writing from receipt of the request and must provide a written statement with all relevant information relating to the rights of a comparable worker or employee and reasons for the treatment of the agency worker.  
If the request concerns basic working and employment rights applicable after 12-weeks in a given job, the agency worker cannot request information until the 12 weeks have elapsed.  In this case, the agency worker can make a written request for a written statement from the temporary work agency about any aspect of equal treatment they do not believe they are receiving.  The agency then has 28 days to respond in writing from receipt of the request, setting out:

Relevant information relating to basic working and employment conditions e.g. rate of pay, number of weeks of annual leave, etc.
Any relevant information or factors that were considered when determining the basic working and employment conditions e.g. if there is a pay scale, where the agency worker is put on the pay scale.
Where the equal treatment is based on a comparable employee doing the same or similar work, the terms and conditions applicable to that employee and explaining any differences in treatment e.g. lower rate of pay based on qualifications, skills and qualifications.
 If an agency worker has not received a written statement about basic working and employment conditions within 30 days of making the request, they can then write to the hirer requesting the same information.  Again, the hirer then has 28 days to respond in writing.
If an agency worker is not satisfied with the response or does not receive a response, they can bring a claim to an Employment Tribunal in relation to their rights under the AWR.  
Liability issues
As far as day one entitlements (collective facilities and job vacancies) are concerned, liability rests solely with the hirer and the temporary work agency will not be held liable because they do not have a role in delivering these entitlements. 
As regards basic working and employment conditions, liability can rest with the temporary work agency and/or the hirer.  The agency will initially be responsible for breach of the equal treatment principle.  However, it will have a defence if it can show that it took ‘reasonable steps’ to obtain relevant information from the hirer about its basic working and employment conditions, where it received such information it acted reasonably in determining what the agency worker’s conditions should be at the end of the qualifying period and where it had responsibility for applying those basic working and employment conditions to the agency worker, it had ensured that the agency worker had been treated accordingly.  If the agency has taken all these steps, then liability is likely to rest with the hirer.  
In terms of financial compensation, a Tribunal will make an assessment of the agency worker’s loss and calculate what it concludes is just and equitable compensation for that loss, such as loss of earnings related to their entitlements under the AWR.  There is a minimum award of two weeks’ pay for equal treatment claims regardless of the value of the loss, unless the tribunal finds that the agency worker behaved unreasonably and then it has the discretion to reduce the award if it is just and equitable.

Information and Consultation

After 1 October, the AWR will require hirers to provide written information about temps to employee representatives during collective redundancies, transfers of undertakings (TUPE) and other statutory consultation, like the Information and Consultation of Employees Regulations.  Specifically, hirers are required to provide details of the total number of agency workers working temporarily for the hirer, the areas of the business in which they are working and the type of work they are doing.  Failure to provide this information could result in financial penalties for hirers for failing to comply with their information and consultation obligations. 
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