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This handbook contains important information and guidance that will assist you in 
most areas of your employment through MedicsPro, we hope you find this hand-
book useful insightful and of a definite benefit to you. Please read the content of this 
handbook very carefully and thereafter please ensure that you sign where applicable 
to confirm your understanding of its contents. 
 Please note, from time to time this handbook will be updated to encompass any 
new changes to either legislation or developments that affect our market place. 
 
L ƘŀǾŜ ǊŜŎŜƛǾŜŘ ŀƴŘ ŀƎǊŜŜŘ ǘƻ ŀōƛŘŜ ōȅ ǘƘŜ ŎƻƴǘŜƴǘǎ ƻŦ ǘƘŜ ¢ƘŜ aŜŘƛŎǎtǊƻ aŜƳōŜǊΩǎ 
Handbook.  
 
Print Name:  
 
Profession:  
 
Registration Number:  
 
Signature:  
 
Date:  

 

 

 

 

 

I understand that any personal data held by MedicsPro Ltd. is liable to be inspected 
by PASA as part of audit procedures.  
 
Signed: 
 
Date: 
 
 
THE ABOVE DECLARATION IS TO BE DETACHED FROM THE HANDBOOK AND STORED 
Lb ¢I9 /!b5L5!¢9Ω{ t9w{hbb9[ CL[9Φ 
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Welcome to MedicsPro Ltd. 
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Welcome to MedicsPro Ltd. We are pleased you have chosen to join us and look for-
ward to offering you a wide range of opportunities and positions. We have designed 
this handbook to in order to give you an idea of what to expect from your time at 
MedicsPro.  
 
Please read it carefully - as it includes all the necessary standards and guidelines re-
quired under all the NHS National Framework Agreements as well as the National 
Care Standards and the Care Quality Commission of which MedicsPro are compelled 
to strictly adhere to. 
 
As a new Member of MedicsPro Ltd Temporary Staff Workforce, we hope your time 
is fruitful and successful resulting in a prosperous career with us. If you have any 
queries about the contents within this handbook, please do not hesitate to contact 
us at the address provided below:  
 
MedicsPro Ltd (UK) Limited  
Copper House 
88 Snakes Lane East 
Woodford Green 
Esssex 
IG8 7HX 
 
Contact Us 
We can be contacted: 
Phone:  0844 375 2345. 
Fax: 0208 506 6749 
Email: info@medicspro.com 
Web: www.medicspro.com 
 
Opening Times 
We are open Monday to Friday from 7.30am to 8.00pm. 
 
How To Find Us 
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BEFORE YOU START WORK  
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Induction 
As well as briefing you on all general issues and procedures, we will provide you with 
Induction Training (where applicable) covering:  
 

¶ Manual Handling 

¶ Health and Safety   

¶ Fire Safety  

¶ Risk Incident Reporting  

¶ Lone Worker Training  

¶ Handling of Violence and Aggression  

¶ Information Governance 

¶ Complaints Handling 

¶ COSHH  

¶ RIDDOR 

¶ Child Protection 
You will also find a lot of useful reference information in this handbook.  
 
Mandatory Training  
The above training courses are required to be annually updated by the member and 
a certificate of attendance must be provided in order for members to maintain their 
gold status of compliance.  
Please note that not all of the courses listed above are applicable to all specialities. 
For more information please speak to your Consultant or a member of staff from the 
Compliance Team.  
 
Risk Incident Reporting  
Under the Management of Health and Safety Regulations of 1992 you have a legal 
duty of care to report all accidents, incidents and near misses. These regulations 
impose a duty on employers to perform risk assessments on all work activities. 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/clients, you have 
a duty to report this. In the first instance it should be reported to the person in 
charge of the establishment to which you are assigned, and to MedicsPro Ltd . An 
incident report form must be completed at MedicsPro Ltd.  
 
Lone Workers Information  
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 the work involved. In all 
instances the Health and Safety at Work Act 1974 and the Management of Health 
and Safety Regulations of 1992 will apply.  
Generally, within the healthcare industry, lone workers can be regarded as those 
who work on a peripatetic basis such as community/district nurses, domiciliary 
homecare workers etc., or those personnel who work outside of normal hours e.g. 
Domestics, porters, security etc. In all cases where a worker is expected to work 
alone a risk assessment should be performed by the employer and steps taken to 
reduce risk to the lowest practicable level.  
 
The risk assessment should address:  
 

¶ Whether the work can be performed safely by a single person W 

¶ What arrangements are required to ensure the lone worker is at no 
more risk than employees working together  

LŦ ŦƻǊ ŀƴȅ ǊŜŀǎƻƴ ȅƻǳ ŎƻƴǎƛŘŜǊ ȅƻǳǊǎŜƭŦ ǘƻ ōŜ ŀǘ Ǌƛǎƪ ǿƻǊƪƛƴƎ ƛƴ ŀ άƭƻƴŜ ǿƻǊƪŜǊέ ǎƛǘǳŀπ
tion please contact us immediately so that a further risk assessment can be per-
formed and arrangements can be made to ensure safe systems of work and your 
personal safety.  
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BEFORE YOU START WORK  
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Violence and Aggression  
It has been recognised for some time that workers in a hospital setting work within 
an environment where there is potential for threat, aggression or violence. Violence 
and aggression can be defined as including the following circumstances:  
 

¶ Minor assaults including situations where physical contact and/or 
injuries occur which require first aid treatment  

¶ Threats with an offensive weapon without physical injury  

¶ Aggravated assault resulting in injury requiring medical assistance 

¶ Threatening behaviour which could include verbal abuse or threats, 
and fear arising from damage to the physical environment  

¶ Assault resulting in serious injury and/or death  
 

Any violent, abusive or threatening behaviour is unacceptable.  
You must report any incident immediately to the person in charge and also to Medic-
sPro Ltd. The establishment where you are working the assignment will have policies 
for dealing with such incidents, and an incident report form should be completed 
both at the place of work and at the MedicsPro Ltd. Remember, all staff members 
have an obligation under the Health and Safety at Work Act 1974 to have regard for 
their own health, safety and welfare at work, and that of others who may be af-
fected by their acts or omissions.  
 
Information Governance 
The Information Governance review was commissioned due to the development of 
information technology and its capacity to disseminate information about patients/
service users both rapidly and extensively.  
An essential component of the clinical consultation in the provision of health care is 
confidentiality. All healthcare workers have stringent requirements with regard to 
confidentiality of patients within their care. However information given about pa-
tients underpins the efficient operation of the NHS, and it is important that confiden-
tiality does not impede upon the provision of effective patient care. Therefore the 
Information Governance review devised protocols and recommendations, which 
assume the appointment of a Information Governance Guardian who is created to 
safeguard and govern the users of patient information within NHS organisations. 
Information Governance guardians are senior health professionals.  
All MedicsPro Ltd personnel are required to familiarise themselves with the local 
policy on confidentiality within the establishment/NHS Trust where they are work-
ing.  
 
Complaint Handling  
During the course of your work with MedicsPro Ltd you will come across complaints 
from patients/clients. It is the policy of MedicsPro Ltd to deal with any expression of 
dissatisfaction in a professional and precise manner. If you are on an assignment 
within an establishment, please report any complaints to a senior person and docu-
ment all details of the complaint. You must also report the Complaint to MedicsPro 
Ltd . All complaints must be investigated within a specified time limit and resolved as 
soon as possible and this is the responsibility of MedicsPro Ltd. You may however, be 
requested to put details of the complaint in writing on a complaint record form and/
or attend an interview to investigate details further.  
If you personally are the subject of a complaint you will also be asked to record de-
tails as part of an investigation and in some circumstances it may be necessary to 
suspend you from duty whilst the investigation is in process. Any complaints of mis-
conduct against individuals will be reported to the HPC or other relevant Registration 
Body.  
If you have any complaints about any aspects of your work at MedicsPro Ltd please 
do not hesitate to contact us.  
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Before You Start Work 
COSHH - Control of Substances Hazardous to Health 
It is essential that all doctors know how to safely handle hazardous substances. With 
this in mind, Doctors undergo COSHH training before they start working through 
MedicsPro and this ensures that: 
 

¶ Doctors have an understanding of the nature and degree of risks to 
health which can arise from exposure, including any factors that could 
increase risk (eg. smoking); -Doctors are able to adopt controlled meas-
ures, the reasons for these and how to use them properly; 

¶ Doctors understand(where appropriate) the reasons for any personal 
protective equipment or clothing, and the jobs where these are neces-
sary; 

¶ Doctors have (where appropriate) exposure monitoring procedures, 
including arrangements for access to results and notification if a maxi-
mum exposure limit is exceeded; 

¶ Doctors (where appropriate) understand their role of health surveil-
lance, who must attend for health surveillance procedures, and ar-
rangements for employee access to individual health records and the 
collective results of health surveillance. 

 
Fitness to Practice  
It is important for your own health and of those in your care that you are fit to prac-
tice whenever you attend an assignment. You must declare your fitness to practice 
or otherwise when you accept an assignment. You MUST also let us know if you are 
pregnant. If you are concerned that your assignment involves unnecessary risks to 
your health or fitness, or that of your unborn child, please do not hesitate to contact 
us.  
You are required to supply MedicsPro Ltd with an update of your occupational 
health questionnaire on an annual basis, as this is a contractual requirement of the 
NHS/PASA. We will contact you with the new forms when required.  
 
Immunisation  
Please keep the following immunisations up to date:  

¶ Hepatitis B Immunity Level (must read over a 100) 

¶ Varicella (Chicken Pox)  

¶ Rubella (German Measles)  

¶ Tuberculosis  
In addition, for EPP Locums, we also require: 

¶ Hepatitis C  

¶ HIV 

¶ Hepatitis B Surface Antigen 
 

Any boosters or new vaccinations should be recorded on your Immunisation Record. 
You need to disclose details on your application form and fax or post proof of vacci-
nation to us.  
Documented proof is required for Hepatitis B, Varicella, Rubella, and Tuberculosis.  
Without proof of immunisation we will be unable to offer you assignments.  
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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 in 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 every patient contact.  
In addition, please:  
 

¶ Use liquid soap and water or an alcohol-based hand rub when wash-
ing hands ς make sure it comes into contact with all areas  

¶ Remove wrist and preferably hand jewellery at the beginning of each 
shift where you will be regularly decontaminating your hands  

¶ Wear 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 gloves and aprons after use  

¶ Cover cuts or breaks in your skin or those of patients/clients with      
waterproof dressings  

 
If you come into contact with a patient who is later found to be contaminated with 
aw{!Σ ƛǘ Ƴŀȅ ōŜ ƴŜŎŜǎǎŀǊȅ ǘƻ ŀǘǘŜƴŘ ǎŎǊŜŜƴƛƴƎ ǎŜǎǎƛƻƴǎ ŀǘ ǘƘŜ ƘƻǎǇƛǘŀƭΩǎ hŎŎǳǇŀπ
tional Health Department. During this time and before you have been declared 
clear from MRSA, we may be restricted in the assignments we can offer you due to 
the risks of infection.  
 
AIDS/ HIV  
Members should be aware of and abide by the requirements of HSC 1998/ 226 
άDǳƛŘŀƴŎŜ ƻƴ ǘƘŜ aŀƴŀƎŜƳŜƴǘ ƻŦ !L5{κ IL± LƴŦŜŎǘŜŘ IŜŀƭǘƘ /ŀǊŜ ²ƻǊƪŜǊǎ ŀƴŘ tŀπ
ǘƛŜƴǘ bƻǘƛŦƛŎŀǘƛƻƴέ  
 

¶ If you believe you may have been exposed to HIV infection in any 
way you should seek medical advice from your GP or Occupational 
Health Department and, where appropriate, undergo diagnostic HIV 
antibody testing.  

¶ If you are found to be infected, you must again seek guidance from 
your GP or Occupational Health Department  

¶ If you are found to be HIV positive and perform or assist with inva-
sive surgical procedures you must stop this immediately and seek 
advice from your GP or Occupational Health Department regarding 
what action, if any, should be taken  

¶ Please be aware that it is the obligation of all health workers to no-
tify their employer and, where appropriate, the relevant professional 
regulatory body, if they are aware of HIV positive individuals who 
have not heeded advice to modify their working practice.  

 
Please note the above guidance does not supersede current Department of Health 
Guidelines (in particular HSC 1998/226) or local practices and procedures.  
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Exposure-prone procedure: an 
exposure-prone procedure (EPP) is 
a procedure where there is a risk 
of injury to the worker resulting in 
exposure of the patient's open 
tissues to the blood of the worker. 
These procedures include those 
where the worker's hands 
(whether gloved or not) may be in 
contact with sharp instruments 
inside a patient's open body cav-
ity, wound or confined anatomical 
space where the hands or finger-
tips may not be completely visible 
at all times. 
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Medicals  
Because of the importance of your fitness to practice, MedicsPro Ltd reserves the 
right to request a certificate of fitness to practice from your GP or an Occupational 
Health Service. Our clients may also ask that you undergo a medical examination 
before commencing work for them. In these cases, future placements may be de-
pendent upon your compliance with this request and its outcome, providing it was 
made with good reason.  
 
Good Medical Practice ς General Medical Council (GMC) 
Good Medical Practice sets out the principles and values on which good practice is 
founded. These principles together describe medical professionalism in action. The 
guidance is addressed to Doctors, but it is also intended to let the public know what 
they can expect from Doctors.  
The duties of a Doctor registered with the General Medical Council 
Patients must be able to trust Doctors with their lives and health. To justify that trust 
you must show respect for human life and you must: 
 

¶ Make the care of your patient your first concern 

¶ Protect and promote the health of patients and the public 

¶ Provide a good standard of practice and care 

¶ Treat patients as individuals and respect their dignity 

¶ Work in partnerships with patients 

¶ Be honest and open and act with integrity 
 

You are personally accountable for your professional practice and must always be 
prepared to justify your decisions and actions.  
Patients need good Doctors. Good Doctors make the care of their patients their first 
concern. They are competent keep their knowledge and skills up to date, establish 
and maintain good relationships with patients and colleagues, are honest and trust-
worthy, and act with integrity.  
 
Criminal Convictions  
NHS policy and the National Contract require Agencies for the Supply of Allied Health 
Professionals to obtain a Criminal Record Disclosure (CRB) or a Disclosure Scotland 
(DS) for all our Members, particularly those working in Paediatrics and in the Com-
munity. Recent disclosures from previous employers may be acceptable. Please be 
aware that our clients may insist we inform them in writing of any criminal convic-
tions you may have before accepting you for an assignment ς we will only provide 
this information with your consent. MedicsPro Ltd cannot be held responsible should 
clients decline your services following refusal to comply with this request or disclo-
sure of a criminal conviction. Our own response to criminal record information will 
depend upon its nature and seriousness.  
²Ŝ ŀƭǎƻ ŀǎƪ ȅƻǳ ǘƻ ŎƻƳǇƭŜǘŜΣ ǎƛƎƴ ŀƴŘ ŘŀǘŜ ŀ ά/ǊƛƳƛƴŀƭ /ƻƴǾƛŎǘƛƻƴǎέ ŘŜŎƭŀǊŀǘƛƻƴ ŀǎ 
part of your application form.  
 
Locum Obligations 
If you become under investigation by your professional body or suspended from 
your professional body, it is your obligation as an agency worker of the Urban Group 
Holdings Ltd to inform us of your suspension or investigation.  
If you become subject to any kind of investigation or prosecution by the police after 
the enhanced CRB check was undertaken by the Urban Group Holdings Ltd in accor-
dance with clause 13 of the Rehabilitation of Offenders Act and Criminal Records 
Bureau check, it is your obligation as an agency worker of the Urban Group Holdings 
Ltd to inform us of your suspension or investigation.  
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Safeguarding Children 
Child abuse is a term used to describe ways in which children are harmed, usually by 
adults and often by people they know and trust. If refers to the damage done to a 
ŎƘƛƭŘΩǎ ǇƘȅǎƛŎŀƭ ƻǊ ƳŜƴǘŀƭ ƘŜŀƭǘƘΦ  
Where agency workers are required to have contact with children, an agency worker 
will be deemed suitable to work with children based on their declarations of unspent 
and exempt convictions in accordance with the Rehabilitation of Offenders Act 1974.  
As your employer, we will ensure that: 
  

¶ The welfare of all children remains paramount 

¶ All children, whatever their age, culture, disability, gender, language, 
racial origin, religious beliefs and/or sexual identity have the right to be 
protected from harm 
All suspicions and allegations of abuse will be taken seriously and re-
sponded to swiftly and appropriately. 

 
The Children Act 1989 defines a child as anyone who has not reached their 18th birth-
day.  
The vast majority of adults who work with children act professionally. Some individu-
als will actively seek employment with young people in order to harm them.  
All concerns regarding individuals should be reported to your Consultant immedi-
ately.  
 
For a more, extensive outlook into the Safeguarding Children, please find informa-
tion at http://www.gmc-uk.org/guidance/ethical_guidance/
children_guidance_1_11_introduction.asp or http://www.rcpch.ac.uk/Publications/
Publications-list-by-title 
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Timesheets  
Timesheets run from Monday to Sunday. Please submit your timesheet to us by 
Monday in order to be paid the following Friday. Deadlines may change around Bank 
Holidaysς we will have details and will inform all Members in advance. Payments are 
made directly into your bank/ building society/ Limited Company accounts by BACS 
(Please make sure we have the correct details). It is your responsibility to ensure 
your timesheet is legible, completed correctly and has been authorised and signed 
by your manager- payment may be delayed if this is not the case.  
In particular, please ensure:  
 

¶ You complete the correct week ending date timesheet  

¶ The date and times you worked, excluding any breaks taken are cor-
rect  

¶ The total hours and basic pay columns are correct  

¶ There is the dated signature of the line manager at your assignment. 

¶ You have signed the timesheet  
 

If you have any problems with timesheets or payment, please contact us.  
 
Holiday Pay (PAYE members)  
As a PAYE member you start accruing holiday pay as soon as you begin work through 
us and can request this from us at any time. Holiday entitlement is 4 weeks per an-
num for full time workers (37 and a half hours per week), apportioned pro rata for 
part time workers. The holiday year ends 31st October ς please be sure to arrange 
holiday in advance of this date. Your current accrued holiday pay is shown on your 
weekly payslip.  
 
CPD (Continuing Professional Development)  
To assist you in your CPD,  
MedicsPro Ltd will make a contribution towards your CPD.  
This will be based on your length of service and hours worked.  
Please contact us to confirm the amount we will contribute towards your CPD.  
 
Other Benefits  
For further information on all the benefits offered by MedicsPro Ltd please contact 
us as listed below:  
Telephone: 0844 3752345  
Fax: 0208 5066749  
Email: info@medicspro.com  

Contents 
 

Member Declaration éé...é 1 

Welcome to MedicsPro éé. 2 

Before you start work éé.. 3 

Pay and Benefits ééééé... 7 

Assignments ééé...éééé. 8 

Completing an assignment . 9 

Training & Development é.. 10 

Our Policies ééééééééé 11 

Contents 
 

Member Declaration éé...é 1 

Welcome to MedicsPro éé. 2 

Before you start work éé.. 3 

Pay and Benefits ééééé... 7 

Assignments ééé...éééé. 8 

Completing an assignment . 8 

Training & Development é.. 10 

Our Policies ééééééééé 11 

 

Contents 

Contents 
 

Member Declaration éé...é 1 

Welcome to MedicsPro éé. 2 

Before you start work éé.. 3 

Pay and Benefits ééééé... 7 

Assignments ééé...éééé. 8 

Completing an assignment . 9 

Training & Development é.. 10 

Our Policies ééééééééé 11 

Contents 
 

Member Declaration éé...é 1 

Welcome to MedicsPro éé. 2 

Before you start work éé.. 3 

Pay and Benefits ééééé... 7 

Assignments ééé...éééé. 8 

Completing an assignment . 9 

Training & Development é... 9 

Our Policies ééééééééé 11 

 

Contents 

Contents 
 

Member Declaration éé...é 1 

Welcome to MedicsPro éé. 2 

Before you start work éé.. 3 

Pay and Benefits ééééé... 7 

Assignments ééé...éééé. 8 

Completing an assignment . 9 

Training & Development é.. 10 

Our Policies ééééééééé 11 

Contents 
 

Member Declaration éé...é 1 

Welcome to MedicsPro éé. 2 

Before you start work éé.. 3 

Pay and Benefits ééééé... 7 

Assignments ééé...éééé. 8 

Completing an assignment . 8 

Training & Development é.. 10 

Our Policies ééééééééé 11 

 

Contents 

Contents 
 

Member Declaration éé...é 1 

Welcome to MedicsPro éé. 2 

Before you start work éé.. 3 

Pay and Benefits ééééé... 7 

Assignments ééé...éééé. 8 

Completing an assignment . 9 

Training & Development é.. 10 

Our Policies ééééééééé 11 



ASSIGNMENTS 
 

Contents MedicsPro Ltd. Company Handbook Page 10 

Timekeeping  
Please make every effort to ensure you arrive at and leave all bookings at the agreed 
time, confirmed in your booking letter. If, for any reason, you are unable to attend a 
booking you should contact us, and if possible your line manager, as soon as possi-
ble.  
 
Requirements for Assignments  
Please attend all bookings with your current MedicsPro Ltd ID badge, Where applica-
ble please supply your HPC certificate, and CRB disclosure form. Mobile phones, 
unless working in the Community, should be switched off for the duration of your 
assignment.  
 

Uniform  
The uniform requirements of some our clients differ and will be stated prior 
to the assignment.  
If you are on an assignment where a hospital uniform is not required (we 
will inform you) or have any queries regarding dress, please do not hesitate 
to contact us.  
 
ID Badges  
ID Badges will be issued in line with your HPC (or relevant) registration.  
Badges must be handed back to your MedicsPro Ltd on termination of em-
ployment with MedicsPro Ltd.  
ID Badges expire when HPC, GMC, NMC, or any other registrations reach 
their renewal date. 

 
Arriving for Work  
On arrival at a new booking, please take the opportunity to familiarise yourself with 
the local policies and procedures. In particular, please be aware of the following, 
where relevant:  
 

¶ Crash Call Procedure  

¶ Hot Spot Mechanisms  

¶ Violent Episode Policy  

¶ Procedure for Alerting Security Staff  

¶ Policy for Administration & Assistance with Drugs  

¶ Complaints handling  
 

Where possible, we encourage Members to visit their potential workplace prior to 
starting work. If you have any queries regarding correct local procedures, or are un-
comfortable carrying out any of the duties you have been asked to perform, please 
raise these issues with your line manager in the first instance.  
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ASSIGNMENTS 
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Fraud Awareness 
We are all responsible to create and maintain a culture of integrity, honesty and high 
ethics to evaluate the risks of fraud. This is done by implanting the processes, proce-
dures and controls required to mitigate the risk and reduce the opportunities of 
fraud occurring.  
Fraud can be difficult to detect because it often involves concealment through falsifi-
cation of documents or collusion among management, staff members or third par-
ties. Therefore it is important to place a strong emphasis on fraud prevention and 
fraud deterrence.  
Three conditions are generally present when fraud occurs, pressure, opportunity and 
attitudes.  
Fraudulent activities can be greatly minimised by: 
 

¶ Setting a proper example by Management 

¶ Creating a controlled environment to influence the control consciousness of its 
staff 

¶ Activities can be substantially reduced by the application of policies and proce-
dures. The knowledge of internal control are in place constantly being emphasised 
and improved 
 
For a more, extensive outlook into Fraud Awareness, please find information at 
www.nhsbsa.nhs.uk/412.aspx. 
 
For Locum Doctors, the General Medical Council have available on their website a 
memorandum for understanding the NHS Counter Fraud Services. For this informa-
ǘƛƻƴΣ ǇƭŜŀǎŜ Ǝƻ ǘƻ ǘƘŜ DŜƴŜǊŀƭ aŜŘƛŎŀƭ /ƻǳƴŎƛƭΩǎ ǿŜōǎƛǘŜ ŀǘ www.gmc-uk.org 
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COMPLETING AN ASSIGNMENT 
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Notice Period  
When possible, Members should let MedicsPro Ltd know when their assignment is 
coming to an end, allowing us time to organise your next assignment if necessary. 
Members and Clients, according to our Terms of Business, are asked to give at least 
м ǿŜŜƪΩǎ ƴƻǘƛŎŜ όŜȄŎŜǇǘ ƛƴ ŜȄŎŜǇǘƛƻƴŀƭ ŎƛǊŎǳƳǎǘŀƴŎŜǎ ǿƘŜƴ ŜŀŎƘ ŎŀǎŜ ǿƛƭƭ ōŜ ƭƻƻƪŜŘ 
at individually) and subsequently inform MedicsPro Ltd of the end date.  
 
Evaluations of Service (EOS)  
At the end of every assignment MedicsPro Ltd provide 2 sets of Evaluations of Ser-
vice (EOS) to both Member and Client. Clients are asked to supply feedback on the 
service they have received from MedicsPro Ltd and also to provide a reference on 
the Member.  
Members are asked to give feedback on the services that they have received from 
MedicsPro Ltd. In addition to this we will also seek feedback from both yourself and 
our clients on the specific assignment in order to gain an overall view of the place-
ment. This information can then be used to advise future locums. Both positive and 
negative feedback is actively encouraged, so MedicsPro Ltd can act upon it to im-
prove its quality of service.  
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YOUR TRAINING AND DEVELOPMENT 

Training  
Please keep up to date with all relevant clinical guidance as well as attending to your 
CPD requirements. In particular, you must have annual training in:  

 

¶ Fire Safety  

¶ Health & Safety  

¶ Moving & Handling  

¶ COSHH  

¶ RIDDOR  

¶ Complaint Handling 

¶ Child Protection 

¶ Violence & Aggression 

¶ Lone worker 

¶ Infection Control 

¶ Information Governance 

¶ Basic / Intermediate / Advanced Life Support 
 
Please ensure your Training Record is kept up to date at all times by sending it our 
office, together with proof of training completed, after any new course. MedicsPro 
Ltd facilitates a number of training courses for Members. For further details of these 
and training subsidies available please contact us.  
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APPRAISAL POLICY 
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Appraisals for Agency Workers 
 
MedicsPro Ltd that professional development through annual appraisals plays an 
important role towards our Locums careers.  
 
Under the current guidelines, all Locums are responsible for ensuring that an ap-
praisal for themselves is carried out and it is MedicsPros Ltd responsibility to hold 
confirmation of this appraisal on file.  
 
Appraisals allow you to receive positive feedback, set objectives and highlight areas 
where more training may be required.  
 
During your appraisal, your appraiser will go through some of the examples listed 
below to allow you to discuss personal objectives.  

¶ General Levels of service including punctuality, attitude and ability to carry out 
practical tasks 

¶ Clinical Performance 

¶ Training needs 

¶ CPD 

¶ Any other issues, including progress since your last appraisal 
 

Appraisals are required to be carried out annually and as your agency, MedicsPro 
Ltd are required to keep on file confirmation from each of our agency workers. 
 
!ƭƭ ŀǇǇǊŀƛǎŀƭǎ ŀǊŜ ǘƻ Ŧƻƭƭƻǿ ǘƘŜ ΨŀǇǇǊƻǾŜŘ bI{ ŀǇǇǊŀƛǎŀƭ ǎȅǎǘŜƳΩΦ 
 
For your appraisal, if you are a Locum Doctor, your appraiser must be on the Special-
ist Register. If you are not a Doctor, your appraiser must be of a senior level within 
the same speciality as yourself.  
 
An exception to our annual Appraisal Policy is for agency workers, working for Med-
icsPro Ltd who are newly qualified or are returning to employment after a certain 
period of time, will be required to have two appraisals during their first three 
months of working.  
 
MedicsPro Ltd shall promptly inform each of our agency workers of any changes in 
agreed pay rates change or if any information relating to Infection Control outbreak 
of viruses and all other pertinent matters. 
MedicsPro Ltd shall also circulate to each agency worker any information required 
to circulated by any of our clients.  
 
MedicsPro shall use all reasonable endeavours to ensure that each agency worker 
maintains a written portfolio of his or hers professional experience and attendance 
at professional development courses.  
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Professional Standards  
²Ƙƛƭǎǘ ǘƘƛǎ ōƻƻƪƭŜǘ ƻǳǘƭƛƴŜǎ aŜŘƛŎǎtǊƻ [ǘŘΩǎ ƻǿƴ ǇƻƭƛŎƛŜǎ ŀƴŘ ǎǘŀƴŘŀǊŘǎΣ ǘƘŜǎŜ Řƻ 
not supersede the national guidelines of the HPC and other professional member-
ship bodies such as the CSP, COT, UKRC, RCSLT, RPSGB and BDA.  
Further information, including the address and contact details is available from the 
It/Σ ba/ ŀƴŘ Da/Ω{ ǿŜōǎƛǘŜǎΦ tƭŜŀǎŜ ǎŜŜ ƭƛƴƪǎ ƻƴ ƻǳǊΣ aŜŘƛŎǎtǊƻ [ǘŘ ǿŜōǎƛǘŜΦ  
 
Code of Conduct  
MedicsPro Ltd expects all Members to act in a professional manner at all times. We 
particularly ask you to pay special attention to:  

 

¶ Punctuality  

¶ Standards of Dress and Courtesy  

¶ Quality of Care and Clinical Procedures  

¶ Consideration and Respect for patients, colleagues and managers  

¶ Confidentiality and Integrity  
 
You are responsible for your own actions when completing assignments, co-
operating with colleagues and managers for the care of patients and clients.  
You should comply with all reasonable requests, using your professional judgement 
at all times.  
If you have any questions about your work, please try to resolve these locally at first 
or seek advice from us.  
You should not smoke at work or attend work under the influence of alcohol or any 
illicit substances  
 
Medication Policy  
Temporary Locums are only allowed to administer medication without the authority 
of a senior permanent NHS manager. This is very hard to manage.  
It is the policy of MedicsPro Ltd that  NO temporary worker is authorised to adminis-
ter medication unless this applies strictly to the requirements of specific position and 
level of relative qualification of the individual. 
 
Equal Opportunities  
MedicsPro Ltd seeks to offer equality to all our Members and will treat any allega-
tions of discrimination with the utmost seriousness. In accordance with these princi-
ples Members may not discriminate on the grounds of:  
 

¶ Race  

¶ Ethnic Origin  

¶ Nationality  

¶ Colour  

¶ Religion or Belief  

¶ Gender  

¶ Sexual Orientation  

¶ Marital Status  

¶ Disability  
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Alert Policy and Procedure 
 
What is an alert notice?  
An alert notice is a way by which a Trust can make other bodies aware that a health-
care professional may pose a threat to either patients or staff, either because of in-
adequate or unsafe clinical practice, or inappropriate personal behaviour.  
 
An alert notice is issued by a Strategic Health Authority at the request of an em-
ployer or ex-employer who has a reason to believe that a registered healthcare pro-
fessional, about whom they have concerns with, may be seeking work in the NHS in 
their professional capacity.  
An alert may only be issued where it is considered that an individual may pose a sig-
nificant risk to harm a patient, staff member or a member of the public. It is impor-
tant that investigations are brought to a conclusion, even when employees have left 
the Trust, both to safeguard future patients and staff elsewhere and in the interests 
of the individual.  
 
!ƴ ŀƭŜǊǘ ƴƻǘƛŎŜ ǿƛƭƭ ǎǘŀǘŜ ǘƘŜ ǇŜǊǎƻƴΩǎ ƴŀƳŜΣ ŘŀǘŜ ƻŦ ōƛǊǘƘ ŀƴŘ ǘƘŜƛǊ bL ƴǳƳōŜǊΣ ǘƘŜƛǊ 
place of work, and in what capacity they worked. The alert will give the name and 
address of the person to contact at the organisation which triggered the alert. No 
other information about the individual or details about the case will be included in 
the alert notice.  
 
An alert notice or an alert system is not part of any disciplinary process but an inte-
gral part of the system of pre-employment checks.  
 
When to issue an alert 
If information comes to light which suggests that a current or ex-employee poses a 
significant risk to harming patients, staff, or the public and intends to seek employ-
ment in the NHS, you will need to contact your Manager within your Department as 
soon as possible to enable them to request the issue of an alert from the local Stra-
tegic Health Authority.  
 
Please remember an alert should not be issued in circumstances where an individ-
ǳŀƭΩǎ ǇŜǊŦƻǊƳŀƴŎŜ ƻǊ ŎƻƴŘǳŎǘ ƛǎ ōŜƛƴƎ ŎƻƴǎƛŘŜǊŜŘ ōȅ ǘƘŜ ¢Ǌǳǎǘ ŀƴŘ Ƙŀǎ ōŜŜƴ ǊŜŦŜǊǊŜŘ 
to a registered body for advice and support.  
 
If the Manager from within your Department, who you have reported your alert to, 
feels that the individual in question poses a serious threat, the individuals relevant 
regulatory body or professional bodies will be informed immediately.  
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