NHSGGC Nursing and Midwifery Staff Bank – Reporting Form

Send completed forms to: ggc.staffbank.nursemanager@nhs.scot

Please be advised that if the requested supporting documentation or witness statements are not received within two weeks of the Bank Nurse Manager's request, we will not be able to proceed with your concerns.

	Reporter & Bank Worker Details

	Reporter name
	

	Job title / role
	

	Service / directorate
	

	Contact details
	

	Date report completed
	

	Bank worker name(s)
	

	Role (RN / RM / HCSW etc.)
	
	Bank only   ☐ Yes    ☐ No    (indicate if worker holds substantive post) 

	Incident Details

	Date(s) and time(s) of incident
	

	Location (Ward / Area / Hospital)
	

	Nature of concern
Please tick all that apply
	☐ Patient safety    ☐ Conduct    ☐ Competence / capability             ☐ Injury at work     ☐ Attendance     ☐ Decline for redeployment

	Summary of Incident free text
	

	Immediate Actions Taken

	Actions taken to protect patient safety
	

	Senior staff informed
	☐ Yes    ☐ No    Name of person informed 

	DATIX completed
	☐ Yes    ☐ No    Reference #: 

	Discussion with Bank Worker

	Concern discussed with bank worker
	☐ Yes    ☐ No

	Date and summary of discussion
	

	Bank worker response / explanation
	

	If not discussed, rationale
	

	Supporting Documentation

	Attached (tick all that apply)
	☐ DATIX report    ☐ Witness statements    ☐ Clinical records/charts    ☐ Rosters/shift details    ☐ Other (specify):

	Submission Declaration The purpose of this form is to collect data to allow your concerns to be progressed by NHSGGC Nurse Bank Service. Staff should be mindful that correspondence relating to the handling of this concern (including this form, emails, statements and comments) can be accessed by bank workers via the Data Protection Legislation.

	Name
	

	Date
	



For Nurse Bank Manager use only
	Decision and Feedback to Reporter

	Decision / outcome
	

	Date decision made
	

	Decision made by (name/role)
	

	Feedback provided to reporter
	☐ Yes    ☐ No    Date: 


	Method (email / phone / in person / other)
	

	Summary of feedback
	

	Follow-up actions / next steps
	



 

