NHSGGC Staff Bank Reporting Document for bank and agency workers
Managing competency/capability/conduct 

Consider if incident deemed as significant/serious, if no then should be managed locally.
This form is for clinical staff to report professional work related issues to the Staff Bank Management Team. Complaints/issues reported can only be dealt with and appropriate action taken once all relevant information and documentation has been submitted by the reporting manager. This includes details indicating that the issue has been discussed with the nurse(s) named in the complaint. For urgent matters information will be accepted by telephone but must be followed by this completed form within 48 hours. 

	Back ground to incident


	

	Name(s) of bank/agency worker(s)


	

	Date of Incident
	

	Location including ward and hospital
	

	Provide name/designation of staff involved/witnesses
	

	Recorded on datix-provide ref number
	

	Outcome of discussion with bank/agency worker
	

	If no discussion taken place, why?
	

	Detail the findings of any local investigation, attaching copies of any relevant documentation (eg. statements and Patient records/charts.)
	

	Name Designation of Nurse reporting incident
	

	Contact details
	

	Date 
	


The completed form should forwarded to NHSGGC Staff Bank within 48 hours of any incident. Supporting documentation must be submitted within 2 weeks from date on form. No further action can be taken by the Staff Bank Management if all relevant information is not received within the time scales set out. 
