Temporary Worker
Approval Process -

Medical Staff

Approval Gateway 1: Division

Signatories: DDOP or DD

Threshold

Agency: Under cap or over cap by less than
50% (but not >£100hr) and booking duration
<1 month

Approval Gateway 2: Executive Directors
Signatories: MD then DoF
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Agency: <£100/hr and booking duration <1
month
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if left unfilled

Directorate Manager authorises Rota
Coordinator to commence search for

Out of hours

NHS

Blackpool Teaching

Hospitals
NHS Foundation Trust

Temporary Staffing I
I 'l
] | —
Rota coordinator explores.
temporary worker cover - I Out of hours
bank and agency
[ |
r 1 1
Shift allocated to No bank/additional Booking and Rate approved by Director
member of bank hours cover I on Call and communicated with Rota
staff available Coordinator
L |
P e— 1 I I
Rate under cap Rate over cap, Rota coordinator Rota Coordinator completes retrospective
and booking over £100/hour or. adds shifts to I iver which follows normal Gateway flow for
duration <1 month| booking duration Retinue Solutions approval
>1month I I
Directorate Manager Retinue Solutions forward CVs of
authorises rate and possible candidates I
booking
(o walverrequ — 1 ke e e e e — o
Rota coordinator shares CVs with
DD/HoD/DM for review
| 1 |
Suitable candidate| CV(s) rejected
Waiver form Retinue Solutions
d by Rota : unable to provide
Coordinator suitable candidate
DM/DD/HoD to review
Divisional review daily CVs from Framework
providers
L | I
LI | 1 |
. . B No suitable
Challenge Approve Reject Suitable candidate errhED
a L

L More information
requested, waiver

passed back

|
Agency: Over cap by >50% , >£100/hr, off
framework

Bank: Over Cap, Over £100/hour, under cap,
or booking duration >1 month

Agency: Under c:
<50% and booki

month

ap, over cap by

ng duration <1 !
emailed

Reason for rejection recorded on
== waiver and original requester auto-

Executive Director review daily

| Approval recorded on waiver
and original requester auto-

emailed

Challenge

Approve

I- More information
requested, waiver

passed back

[ )
Agency: >E100/hour, off framework, booking
duration >1 month
Bank: Over cap, over £100/hour, booking

duration >1 month.

Approval Gateway 3: Chief Executive Officer
Signatories: CEO

Threshold

Agency: >£100/hr, off framework or booking
duration >1 month

Bank: Over cap, over £100/hour or booking
duration >1 month

Daily review by CEO or deputy ‘

Reject

Agency: <£100/hour and booking
duration <1 month

on waiver and original
requester auto-emailed
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Principles
» Requests must pass through

gateways in succession

» Thresholds indicate rates up to
which each Gateway can
completely approve a request
for booking

> Signatories will engage their
deputy in their absence
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