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SECTION 1  

 

INTRODUCTION  

Welcome to Angy care limited a provider of Healthcare services. 

Angy care limited is an agency providing 24 hour Professional health care delivery of high 

quality staff allied to the healthcare sector.  

We are very pleased that you have chosen to join Angy Care limited; our staffs include 

Registered Nurses, Care Workers and other Healthcare Professionals. We recruit nationally 

and deliver our service throughout Kent and the South East of England.  

We have a singular sense of purpose to provide outstanding care and service to all our Clients 

and our healthcare workers.  

This handbook has been created for you to provide our policies and procedures, and help you 

learn about us and how we operate. This sets out the main terms and conditions of your 

employment.  

We strongly suggest you familiarise yourself with the information provided and keep the 

Handbook in safe place in case you need to refer to it at a later date.  

Angy Care is committed to developing the knowledge and skill of each and every worker, we 

hope you find the information contained useful and hope you will find your experience 

enjoyable and rewarding.  

From time to time we will review our policies and procedures in line with legislation, we will 

update you in writing.  

EXPECTATIONS: 

As a member of the Angy care team, you are part of a group that maintains the highest 

possible standards of care.  

ABOUT ANGYCARE:  

Angy care offers unrivalled experience in the Health and Social Care agency market. The 

group provides fully comprehensive services to a wide range of NHS and private sector 

Clients in Kent   

 

and the South East of England including Care Homes, caring for Clients in their own home, 

Industry and National Projects.  

We provide the Following services  

1. Nursing  

The Nursing Division, providing all grades of Nurses and  

Care Workers with permanent or temporary assignments to a wide range of Clients.  

2. Home care Nurses  

We provide home care nurses and care workers which look after private clients in their own 

homes.  

3. Support Workers  

We provide Support workers to a wide range of NHS, Private Hospitals and private clients.  

ETHICS AND VALUES  

Angy care limited is one of the UK’s leading providers of Healthcare workers has a singular 

sense of purpose - to provide outstanding care and service to all our Clients and Workers. 

Therefore Angy care works to the following ethical guidelines and values which are 

applicable to all employees and care workers  

ENIVORNMENT  

Angy care is dedicated to improving the quality of human life and health and has a 

responsibility to help protect the environment.  



All employees and care workers are expected to co-operate in fulfilling the company’s 

environmental policy and to help identify new ways of introducing environment friendly 

practices in the work place.  

MEDICAL ETHICS  

Angy care seeks to ensure, as far as possible, that all its Clients receive care appropriate to 

their needs from professionals who are properly trained and motivated by the Client’s overall 

best interests.  

Angy care workers will also ensure that medical practice and treatment of clients, whether 

conducted on behalf of Angy care third parties, is conducted according to the standards and 

requirements laid down by the appropriate bodies.  

EQUAL OPPORTUNITES  

It is our objective to ensure that everyone who works for and with Angy care should be 

treated fairly and valued equally. As such we operate an equal Opportunities policy. Any 

member who feels unfairly discriminated against or experiences harassment and abuse is 

encouraged to address the issue with Angy care.  

POLITICAL POLICY:  

Angy care is a non-political organisation. It does not support any  

Political party whether in kind, verbally or by its actions.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

SECTION 2  

 

CODE OF CONDUCT  

All staff members undertaking activities with all patients are required to abide by the 

following Code of Conduct as a condition of undertaking assignments for Angy care limited.  

1. You must abide by all Angy care policies & procedures. Registered Nurses must also abide 

by the NMC Code of Professional Conduct: Standards of Conduct, Performance and Ethics. 

Specifically, as a registered nurses you are professionally accountable for your clinical 

practice at all times. As an agency nurse this is especially important as you work in several 

different areas and encounter varying levels of support from permanent staff  

2. You must treat all patients respectfully upholding their dignity and independence at all 

times.  

3. Accident in the workplace involving injury or dangerous occurrence which happens to an 

Agency worker or other persons should be recorded in the clients Accident handbook or the 

relevant documentation should be completed, all agency staff should notify our team in 

writing within 24hours of the incident.  

4. You must at all times respect and safeguard the privacy of all clients and patients and any 

confidential information must not be disclosed or shared to any third party, any information 

that is disclosed by a member without consent may be deemed a serious breach of 

confidentiality.  

5. You must act with honesty and respect in relation to all patients' property and belongings.  

6. You are expected to consistently meet the needs of all patients under your care, by 

promoting and safeguarding a patient’s health and well being.  

7. Staff members must immediately inform the relevant medical professional and follow any 

relevant unit policies in the event of any deterioration in a patient’s physical, emotional, 

social and mental well being.  

8. Whilst working within our client settings, health-care workers must be aware that any 

information transmitted across the Internet in electronic format may be capable of 

interpretation as a legally binding contract. As an agency worker, should you be allowed to 

use computer systems at work, this should only be for educational and developmental reasons 

only, provided the computer is not required during that time for business use.  

• “Surfing” the Internet to access information for non- business purposes is strictly 

prohibited. Abuse of Internet systems may be deemed to be gross misconduct in some 

instances.  

• Workers must never leave an Internet connected workstation unattended.  

9. You must not discriminate on the grounds of age, race or ethnic origin, creed, colour, 

religion political affiliation.  

10. Staffs are NOT permitted to smoke at all while at a client's home, hospitals or when on 

duty at other health and care establishments, even if specifically invited to do so by the client.  

11. The consumption of alcohol by staff whilst on duty is not permitted under any 

circumstances  

12. Angy care believes our members are an essential part of our client needs, as such we re-

iterate the importance of record keeping.  

13. To ensure continuity of care and effective communication, it is imperative that members 

document the care given. The information should be legible, dated and signed for prior to 

leaving your shift.  

14. Angy care offers guidelines on record keeping and staff are encouraged to familiarise 

themselves with these.  

15. You must obtain consent before starting any form of treatment or care with a patient.  



16. Ensure your mobile is switched off during your work hours. If you need to make an 

urgent call please seek permission from the person in charge before calling.  

17. You must be smart and presentable at all times and wear Angy care ID badge and uniform 

(unless advised otherwise at the time of booking). Uniforms should not be worn when 

travelling to and from work, in accordance with infection control measures.  

18. Staff members, who are not registered nurses, must NOT undertake tasks of a Nursing 

nature or any other task outside their job description.  

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

the reputation or name of Angy care limited.  

20. Angy care operates 24 hours a day, 365 days of the year, with a staff always available. If 

you are running late for a shift, please liaise with head office by contacting 01474333489 so 

we can inform the client. This helps maintain an honest and reliable service with our clients  

21. If you have suspicions of abuse, whatever it might be, please report it immediately.  

22. Please remember that abuse can be the result from well intentioned actions on vulnerable 

clients who through no fault of their own are unable to self care or perform certain tasks.  

23. Any one found to be abusing patients/ clients in any way will have their contract 

terminated.  

24. All staff will have a responsibility for their own and other people’s welfare and safety at 

work. This duty will include following safety rules, reporting accidents, untoward 

occurrences, hazards and faults, to their clients/ supervisors on site.  

25. If you are unable to fulfil a shift you have been booked for, you must contact Angy care 

immediately, so we have enough time to find a suitable replacement. Failure to do this may 

result in damaging Angy care limited.  

26. Smoking is prohibited at all times whilst on duty except where there is a designated area 

and only confined to break time.  

ADMINISTRATION OF MEDICINES:  

Trained Agency workers may not always be familiar with the patients in their care, and it is 

the aim of Angy care to ensure that the administration of all medicines by Registered Nurses 

shall be in accordance with statute, local rules and guidance issued by the NMC, their 

professional body. As such, all nurses must adhere strict guidelines in the workplace to 

comply with safe practices. Each agency worker should establish the policy of each 

establishment with the senior member at the beginning of their shift.  

QUALIFIED AGENCY NURSES:  

1. Hospitals and Nursing Homes will have their own system for administering drugs. It is 

each Registered Nurse responsibility to ensure they are familiar with the system used within 

the establishment to which they have been assigned.  

2. May administer oral and intra-muscular, subcutaneous drugs, gases, Naso-gastric and peg 

feeds and rectal drugs.  

3. They may not administer Intravenous drugs unless local specific training has been 

undertaken.  

4. A Nurse must be competent to administer medicines in accordance with NMC guidelines  

5. May not administer IVs unless specific local training has been undertaken.  

6. Informed consent from the patient must be sort prior to assistance or administration of 

medication.  

7. The identity for the patient must be verified by checking the identification nametag against 

the name on the patient’s drug chart.  

8. The prescription on the chart must show all 6 routes rights routes, date, patients,  name, 

dose, route of administration and times to be administered.  

9. The Nurse must be able to read and fully understand the prescription, have knowledge of 

the medicine & be able to calculate the dose.  



10. Select the medicines required, check the label with the prescription and expiry date, 

noting any special instructions and any recorded sensitivities of the patient to medicines.  

11. It is a requirement of Angy care the Registered Nurse has read the local Medicines 

Administration policy and has had a full explanation of the prescription chart before 

administering medicines; Failure to comply may lead to disciplinary action in the event of a 

drug error.  

12. Check the expiry date of the medicine to be administered  

13. Any contraindications or change in the patients’ condition that may require the drug to be 

withheld must be noted. If necessary, immediate advice should be sought.  

14. Ascertain that there is no previous history of sensitivity or allergies associated with the 

medicine to be given.  

15. Ensure the notes are checked prior to administering PRN Medication. 

16. Prepare the medicines as described below by checking: ‐  
 

The name of the patient  

The drug and route  

The dose  

The calculation, if any  

The time of administration  

The frequency  

The duration  

Additional instructions e.g.  To be taken after food etc.  

17. Once administered, and ensuring that the medication has been taken, immediately record 

the time and date the dose is given and Sign.  

18. Any difficulties encountered must be documented and reported to the Nurse Manager. 

The nurse must also be aware of the policy regarding this in each place of work.  

19. Any Nurse who does not comply with guidelines on the administration of medicines 

could have committed a criminal offence and could also be liable to investigation.  

ADMINSTRATION OF CONTROLLED DRUGS:  

This must involve a trained Nurse.  

The above procedure will apply but the following additions are  

Specific:  

1. Prior to administration, the stock must be checked & the remaining stock recorded in the 

controlled Drug Book.  

2. The patient’s name, date, time and dosage given are recorded together with legible 

signatures of both witnesses.  

3. If a controlled drug is wasted, it must be destroyed in the presence of a witness and 

recorded.  

4. All agency Nurses must enter their full name, designation, signature and name of agency, 

in the Controlled Drug Record Book as required by local policy for future identification.  

RECORDING MEDICATION:  

1. As the person administering the medication, it is your responsibility to complete all 

records:  

2. This also means that any refusal of drugs must be recorded on the drug chart & 

documented in the notes. The Nurse must be familiar with the policy within our client 

settings in dealing with withheld consent  

3. Completion of prescription sheet and record book are the responsibility of the 

administering nurse.  

REPORTING CONCERNS:  

If you have any concerns regarding a patient, their health or their  



medication, please inform the senior responsible person in your place of work immediately.  

DRUG ERRORS  

If an error in the administration of medicine is made, e.g.  

A patient is given a medicine which has not been prescribed  

An incorrect dose of medicine is given to the patient  

A medicine is given the correct medicine but wrong route.  

A medicine is administered late  

There is an unplanned omission of a medicine to a patient.  

The nurse must make a record of the occurrence and report it to the Nurse Manager.  

VERBAL ORDERS  

1. It is highly advisable that agency nurses do not take verbal orders over the phone, under 

any circumstances.  

2. If hospital policy allows verbal orders it should be taken by a permanent member of staff, 

and witnessed by the agency nurse.  

3. Every nurse must ensure they are aware of the local policy on verbal orders as some 

establishments do not under any circumstances permit the taking of verbal orders over the 

phone even for permanent staff.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



SECTION 3  

 

SUPPORT WORKER ROLE  

The healthcare support worker will carry out basic care to patients encouraging independence 

whilst respecting and maintaining their privacy and dignity. Healthcare Support Workers will 

work under the direction of a Registered Nurse and also work with the multi‐disciplinary 

team to ensure a high standard of care is achieved.  

 

DUTIES OF SUPPORT WORKER  

1. To provide patient care in support of a registered nurse / senior person in charge to ensure 

delivery of high quality patient care.  

2. Record and report patient observations clearly and accurately in care plans to ensure 

maintenance of up‐to‐date  

records.  

3. Recognize when a patients observations or condition is deteriorating and inform a 

registered nurse.  

4. Maintain patient confidentiality at all times.  

5. Recognise situations detrimental to the health and well being of the patient.  

6. Ensure the privacy and dignity of the patient is maintained at all times.  

7. Maintain a good relationship with an empathetic approach to all patients’ carers and 

relatives. Refer them to a trained nurse / senior person in charge if they have any questions on 

the patients’ condition or any issues that they wish to discuss.  

8. Co‐operate with and maintain good relationships with other healthcare professionals that 

are attending to and treating patients.  

9. Maintain a safe and secure environment for Patients, Staff Members and Visitors.  

10. Protect the safety and property of the patient.  

11. Assist with social activities by interacting with patients and helping them continue with 

their hobbies and activities where possible.  

12. Safeguard the patient from all sorts of abuses. Immediately act upon any suspicions of 

abuse and neglect.  

13. Work within unit policies and procedures to ensure maintenance of safe working practices 

for patients and colleagues.  

14. Adhere to ward and unit procedures for the use of supplies and equipment in order to 

promote the effective and efficient use of resources.  

15. Maintain stock levels of all supplies and carry out housekeeping duties, to support the 

smooth running of the unit area.  

16. Participate in a personal career development plan to maintain skills and develop personal 

growth through training and education.  

 

UNIFORM POLICY  

We are committed to providing the highest standard of professional staff. With this in mind 

all Agency Workers undertaking assignments for us will be obliged to abide by the Uniform 

Policy as set out below. 

We supply all RNs and support workers with a standard uniform where is applicable. This 

must be worn at all times when working on an assignment through us.  

It will be the responsibility of each Agency Worker to ensure that they are suitably dressed 

for the work they are to carry out. 

 

DRESS CODE  



1. All staff must present themselves in a standard of dress and appearance consistent with a 

high professional image.  

2. All staffs are required to wear Angy care ID badge and uniform or alternative dress code as 

specifically advised at the time of booking. This will apply to all hours spent on duty.  

3. Clean, presentable and covered shoes must be worn at all times. High‐heeled or platform 

shoes should not be worn due to the potential safety hazards that they can present.  

4. For Health & Safety reasons, no jewellery other than plain wedding rings or plain ear‐studs 

should be worn.  

5. Hair must be worn in a manner so as it does not sit on or below your shoulders.  

6. It is the responsibility of all staff to launder their uniforms and to ensure that are kept 

clean, tidy and look presentable at all times.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



SECTION 4  

 

ROLES & RESPONSIBILITIES  

1. Once you agree to an assignment, you are expected to show up on time and correctly 

dressed.  

2. Should be running late or have an emergency and have no option than to cancel your shift, 

please inform the office at the earliest convenience.  

3. Angy care shall endeavour to obtain suitable work for its members. However, we reiterate 

that no guarantees are placed on availability of work. Work will be offered as and when it 

becomes available. Members are encouraged to ring the office and place their availability as 

far in advance as possible.  

Should a client pre-book you for any advance shifts, kindly inform the office prior to the 

commencement of the shift.  

4. Treat all those you are looking after and/or working in a non judgemental manner and with 

the respect and dignity you would want reciprocated.   

5. Ensure you wear Angy care Ltd ID card at all times whilst on duty.  

6. Ensure you maintain a high standard of cleanliness at all times. If you are expected to wear 

a uniform, please ensure it is the correct uniform and that it is clean. You are also expected to 

wear your Angy care limited identity card at all time whilst on duty.  

7. Please ensure you do not carry out any duties for which you are not qualified, not have 

received training in.  

8. Remember to maintain your safety and those you are with at all times do not take 

unnecessary risks.  

9. Ensure all documentation is completed prior to the end of the shift in clear eligible writing. 

This includes the daily record and medications charts where appropriate and ensures it’s 

dated and signed with your name written below your signature.  

10. Availability – Every Friday morning between 9am and 12pm, please ring Angy care to 

update your availability for that week  

DUTIES NOT TO BE UNDERTAKEN BY STAFF  

1. Non-qualified staff must NOT administer medication. If the client is receiving prescription 

medication the carer should become familiar with the dosage quantities and the times when 

medication should be taken, but the carer’s involvement must be limited to ensuring that the 

medication is taken as prescribed.  

2. The Worker must only accept money from a client for shopping etc. in accordance with the 

policy Guidelines.  

3. Staff must not borrow money from a client, or become involved in lending money to a 

client.  

4. Staff must not take any responsibility for looking after a client's valuables.  

5. Cleaning duties outside those specified in the Contract, e.g. spring cleaning, and should not 

be undertaken without special permission from Head Office.  

6. The Worker should not smoke or consume alcohol while in the client's home, even if 

invited to do so.  

7. Staff cannot bring other members of their family, e.g. children, or any other unauthorised 

persons into the client's home.  

8. No pets may be brought into a client's home  

9. Staff must not use the client's property, e.g. telephone, for their personal use.  

TIMEKEEPING  

1. Please ensure when you are given the start time for a shift that is the time you start, not 

earlier, not later.  



2. Timekeeping is essential. If you arrive earlier for your shift you will not be paid for the 

extra time. If you are late, pay will be deducted.  

3. At the end of each assignment, members should complete a timesheet.  

4. Timesheets must be signed by the person in charge. Copy must be returned to the office.  

5. Timesheets must be filled in correctly with correct week commencing date.  

6. Any alterations have to be initialled by the signatory.  

7. Timesheets have to be in the office by 09:00am 12noon on Monday  

PAYMENT  

Angy care pay weekly runs from Monday to Sunday (including Sunday night duty). You will 

be paid on the Friday following the week ending which you have worked. A Direct Bank 

transfer will make payment to your bank account on Friday of the same week. A pay advice 

slip is emailed to your email address. Any lawful deductions (e.g. national insurance/ income 

tax) and any agreed with Angy care will be indicated on your pay advice slip. The advice slip 

should also detail any corrections made relating to over/under payment from previous wage 

slip or any holiday pay claimed.  

IDENTIFICATION  

1. For security reasons, our clients need to be able to identify all personnel assigned to them.  

2. All members are issued with and should always carry an Identity Badge. This will bear 

your photograph and signature.  

3. Please ensure to keep it safe. Should you lose or misplace it, please inform us immediately.  

4. We ask you to surrender your I.D. badge on termination of employment with Angy care.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

SECTION 5  

 

STAFF NON-ATTENDANCE AT THE CLIENT'S HOME  

This Policy defines the emergency procedures to be followed where Angy care staff are 

unable to report for duty, or are scheduled to work but have not kept pre-arranged 

appointments. On occasions, severe weather conditions such as heavy rain leading to 

flooding, or heavy snow, may physically prevent a worker from keeping pre-arranged care 

appointments with clients.  

Where Workers are aware in advance that they will be unable to fulfil their client calls 

through illness, severe weather conditions etc., they must inform us as soon as possible.  

This will enable us to re-organise cover. In such cases we will always ensure that any 

replacement staffs is as closely matched to the respective clients as possible.  

Where replacement staff are used, we will inform all clients in advance that their regular staff 

member is unable to attend, and that a replacement staff member will fulfil the appointments. 

Where possible, such staff will already be familiar to the client, though each client retains the 

right not to accept replacement staff members into his/her home.  

DEALING WITH ACCIDENTS & INJURIES  

Upon arriving at a client’s home and finding the client in a collapsed state or very ill the 

following procedure must be implemented by the Nurse or Carer:  

1. It must not be assumed that the client is dead. Check for vital signs and that the person’s 

airway is clear, turning them into the recovery position if necessary. 

2. If the client is conscious try to get them to tell what happened, where pains or injuries are.  

3. If there is bleeding, control this by pressing on the bleeding point through a pad formed 

from a towel, clean handkerchief  

4. Do not try to move the client unless absolutely necessary (e.g. to move out of the vicinity 

of a fire). Instead make the person comfortable by placing a pillow UNDER their head and 

covering them with a blanket.  

5. DO NOT MOVE ANYBODY WITH ACTUAL OR SUSPECTED NECK OR SPINAL 

INJURIES.  

6. If urgent medical attention is required, dial 999 for the emergency services. In all other 

events, the client’s GP should be contacted without delay.  

7. If the client is taken to hospital by ambulance, ensure that all medication that the client is 

currently taking is given to the paramedics.  

8. The Nurse or carer should record all events in the Client’s Notes, and the client’s family 

and our office or on call staff informed as soon as the emergency is handled.  All Nursing 

Staff should have current training in First Aid. Copy of those  

Training certificates is kept in the individual Staff Files as well as all their  

Training certificates   

 

 

 

 

 

 

 

 

 

 

 



SECTION 6  

 

BAD WEATHER & PLANS FOR EMERGENCY COVER  

On occasions, severe weather conditions such as heavy rain leading to flooding, or heavy 

snow, may physically prevent any member of staff from keeping pre-arranged care 

appointments with clients. In this situation they must ring Angy care as soon as practical and 

speak to the on call  

We will inform the client or family member that weather conditions are preventing 

delivery of the normal care service. Where possible we will arrange for replacement staff to 

attend, however Angy care expects that every reasonable effort should be made in order for 

the staff to reach the client.  

If our member of staff is aware of this in advance, they must inform us at the earliest 

possible opportunity.  

In extreme circumstances, i.e. where it is not possible for any staff to travel to the clients 

house, we will inform both the client and his/her family, also (as appropriate) the Social 

Services who may be able to take contingency measures.  

DOMICILIARY/ HOME CARE POLICY.  

1. Each client is an individual with needs, wants and desires. This individuality will be 

recognised and respected in accordance with the duties that you are expected to perform to 

ensure promotion and maintenance of the client's dignity and independence.  

2. Each service user has the right to fulfil their potential for personal choice of lifestyle and 

opportunities.  

3. Each client has the right to a care service that does not discriminate on the basis of race or 

ethnic origin, creed, colour, religion, political affiliation, disability or impairments, marital 

status, parenthood, sexual gender or sexual orientation.  

4. Each client has the right to refuse anybody entry to their home. This will include the Angy 

care staff member where the client feels an element of incompatibility as he / she perceives it.  

5. Each client has the right of access to their personal care records as stipulated in the 

Freedom of Information Act 2002. He / she have the right to be consulted with respect to the 

Care Services provided and to be involved in on-going reviews of their care.  

6. Each client has the right to details of the Contract with respect to the Care Services offered, 

including the costs involved.  

7. Each client has the right to be assured that no personal or confidential information 

concerning their affairs will be disclosed to a third party without their express permission.  

8. Each client has the right to complain about any element of the Care Service, and to do so 

without fear of any intimidation, recrimination or reprisals.  

9. Each client has the right to be informed in advance of any changes in hours of duty by the 

Agency, or even a change in the member of staff, as a result of emergencies.  

COMPLAINTS PROCEDURE  

1. All complaints received from service users, carers or their advocates are acknowledged and 

dealt with promptly.  

All staff supplied by the agency will be fully and promptly informed of complaints relating to 

themselves.  

2. A written copy of the ‘complaints procedure’ will be made available to every service user 

and upon request, any person acting on behalf of the service user.  

3. Each party will be kept informed in writing at every stage as the investigation progresses.  

The Manager will fully investigate any complaint that Angy care d receives.  

4. Complaints will be reported to Care Quality Commission, CQC, according to legislation or 

if the complainant is dissatisfied with the result of Angy care investigation.  



5. Angy care will inform the person who has made the complaint, within 28 days beginning 

on the date on which the complaint is made, or such shorter period as may be reasonable in 

the circumstances, inform the person who made the complaint of the action that is to be taken 

in response.  

6. A record of all complaints including details of the investigation and action taken will be 

kept in our complaints file. The record is also kept in the staffs’ file and the clients’ file 

which will be made available to the CQC on request. The records will be kept up to date in 

good order and in a secure manner. They will be retained for a period of not less than three 

years beginning on the date of the last entry.  

7. Angy care will provide the C QC inspection an annual statement containing a summary of 

complaints made during the preceding twelve months and the action taken in response, if any.  

8. Where there is evidence of misconduct from a nurse supplied by Angy care The Nursing 

and Midwifery Council will also be informed  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Section 7 

 

DISCIPLINARY PROCEDURES  

This disciplinary procedure provides for disciplinary sanctions to be given for failure to meet 

Angy care Policy Documentation job performance, conduct and attendance, or for breach of 

any terms and conditions of employment.  

The Procedure applies to all employees who should familiarise themselves with its 

provisions.  

The rules set standards of performance and behaviour whilst the procedures are to help 

promote fairness in the treatment of individuals.  

It is Angy care aim that the rules and procedures should emphasise, encourage improvement 

in the conduct all staff registered with the agency.  

In the event of a complaint against a member of staff, the Manager will establish the facts 

surrounding the complaint and will take into account the statements of any available 

witnesses. Where staff is failing to meet the required standards and not deliberately 

jeopardising the trust and safety of anyone under their care, further training will be provided 

as necessary.  

If the Manager considers that it is not necessary to resort to the formal warning procedure, the 

Manager will discuss the matter with the employee suggesting areas for improvement.  

Discussion will, far as is possible be in private and the employee will be informed that no 

formal disciplinary action is being taken.  

If necessary, the employee will receive further training.  

If the Manager considers it is necessary to invoke the formal warning procedure the Manager 

will inform the employee.  

The following procedure will then apply, but depending upon the seriousness of the offence, 

may be invoked at any level including summary dismissal.  

 

disciplinary procedure and that a note will be placed on his/her personal file, The nature of 

the offence and likely consequences of further offences or a failure to improve will be 

explained.  

will be given a written warning, usually in the form of an appropriate letter, which will set 

out the precise nature of the offence, the likely consequences of further offences and 

specifying if appropriate the improvement required and the expected time periods. A copy of 

this letter will be placed on the personal file and a cope will also be sent to the employee.  

be interviewed by the Manager or a suitable member of the management staff and will be 

informed of the allegations made against him. The employee will be given the opportunity to 

state his case and at the interview may be accompanied by a work colleague as representative 

of his choice.  

f the disciplinary action to be 

taken, the stage in the disciplinary procedure to be adopted depending upon the seriousness of 

the offence and the right to appeal. The employee may be suspended on pay pending 

investigation.  

 

GROSS MISCONDUCT  

Examples of general misconduct are  

1. Bad timekeeping;  

2. Low work output;  



3. Careless or inaccurate work;  

4. Breaches of safety rules;  

5. Rudeness to others.  

6. Being on parts of the premises without permission;  

7. Unauthorised use or neglect of company materials, time or equipment (including vehicles 

and telephones);  

8. Failure to follow established routines, methods or procedures.  

For Gross Misconduct the management will reserve the right to terminate the registration 

with Angy care instantly and normally dismissal will then be without notice. Relevant 

authorities will be notified including the police, CQC and NMC.  

Examples of gross misconduct are:  

1. Dishonesty, theft or fraud  

2. Communicating confidential information to third parties  

3. Falsification of company records or unauthorised removal or sale of company products or 

property  

4. Wilful damage to company or service user’s property  

5. Conviction of a serious criminal offence  

6. Taking bribes in connection with employment  

7. Actions which endanger a Service User’s or fellow employee’s health & safety  

8. Knowingly breaking a legal requirement in connection with employment  

9. Assault, threatening or inflammatory behaviour or rudeness to clients/customers  

10. Wilful refusal to carry out a reasonable and proper request.  

11. False expense claims or fraudulent purchases  

12. Drinking / or is intoxicated while on duty will be summarily dismissed  

ORAL / VERBAL WARNING  

Certain misdemeanours will result in an employee receiving an oral warning.  

1. Minor breaches of discipline or misconduct.  

2. Incorrect dress.  

3. Smoking in prohibited areas.  

4. Causing wastage of material  

5. Leaving the work area without permission  

6. Taking unauthorized breaks  

7. Abuse of rest or lunch periods.  

8. Contributing to unsafe, disorderly, or unsatisfactory conditions.  

9. Failure to observe laid-down procedures  

10. Failure to meet performance standards in regard to quantity, quality and efficiency of 

work performed  

11. Poor timekeeping  

HEALTH & SAFETY  

1. All Angy care Staff members have ethical and legal responsibilities to protect the health 

and safety of their patients. Under the Health & Safety Act 1974, COSHH 2002.  

2. Angy care Staff members have a legal duty to take reasonable care for the Health & Safety 

of themselves, of others‐ colleagues and clients.  

3. Angy care Staff members have a legal duty to co‐operate with their employer in Health & 

Safety matters.  

 

OUR COMMITMENT TO YOU  

‐ We will provide you with 24/7 support and back up.  

‐ We encourage open communication – any issues, get in touch.  

‐ Our team will be polite, friendly and helpful.  



‐ We will ensure you are paid on time.  

‐ We will offer regular work.  

‐ We will always aim to make you feel welcome in the Angy care family  

‐ We will treat everyone fairly and equally.  

‐ We will ensure you receive competitive rates of pay.  

‐ We will ensure exceptional staffs are rewarded.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Section 8 

 

DECLARATION  

I have received a copy of the “Angy care Handbook” issued by Angy care I have read, 

understood and agree to abide by its conditions, policies and instructions including the 

Conditions of Membership  

 

 

Name: …………………………………………………. 

 

Address: ……………………………………………….. 

 

Signed: …………………………………………………  

 

Date: ……………………………………………………  

 

Issued by: ……………………………………………… 

 

Date: …………………………………………………… 


