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1. Welcome 
Welcome to East Ayrshire Leisure Trust. 
As Chief Officer of the organisation I am delighted that you are joining our team to contribute to the outstanding services that we deliver across East Ayrshire.
This pack has been designed to ensure that you have a clear understanding of what you can expect from us as an employer, and what we expect from you as a member of the team. Within the pack, you will also find information specifically about your post which you should read carefully before starting your employment with us.
As you will come to see, our staff across the organisation are professional, courteous, warm and friendly with a clear focus on delivering outstanding customer service. We have high expectations of our staff, and you will be expected to uphold the vision and values of our organisation with colleagues and customers alike. Through the work that you will do, you will also contribute to the objectives outlined in our Strategic Vision and Corporate Delivery Plan. 
In addition to the information contained within this pack, you can also find out more about the organisation through our website - eastayrshireleisure.com. If there are any documents or further information you require before starting with us, please contact our Corporate Team on 01563 554026. Once in post, you will be able to access information and support from our intranet and from the staff within your team, and across the organisation.
I hope you enjoy working with us and we look forward to welcoming you soon.
[image: ]
Anneke Freel
Chief Officer, East Ayrshire Leisure Trust








2. Who We Are
The Organisation
East Ayrshire Leisure Trust is a Scottish Charitable Incorporated Organisation recognised by the Office of the Scottish Charity Regulator (OSCR), registration number SC043987. The organisation was established on the 1st July 2013 to operate and manage a range of cultural, countryside and sports facilities and services on behalf of East Ayrshire Council. In 2025, the organisation expanded in order to offer our communities a fuller and more cohesive and comprehensive service, including the transfer of Vibrant Communities, Corporate and Community Catering, Instrumental Music Services and Creative Minds along with the Galleon Leisure Centre. 
In real terms, this means we are an organisation with over 800 members of staff and volunteers with a diverse range of skills, talents and experiences who collectively offer valuable leisure and community services across East Ayrshire.
The Trust is now a well-established, independent organisation that has received annual unqualified external audits since its inception.  Our current Strategic Vision and Corporate Delivery Plan covers a 10 year period from 2020-30 and will be subject to regular monitoring and review including the submission of an Annual Performance Report to East Ayrshire Council. The priorities outlined in the original Strategic Vision have been realigned to the most appropriate service areas.  
A series of agreements underpin the Trust’s relationship with East Ayrshire Council (EAC). A Support Service agreement is in place to cover services, which EAC provides for the Trust, for example, Health and Safety, Internal Audit and Payroll. A Provision of Services Agreement is in place to cover the services, which the Council has an expectation that we will deliver on their behalf. In addition, a Collections Agreement covers how EAC’s museum collections will be managed by the Trust and an Assets Agreement outlines the roles and responsibilities for the properties that are included within our portfolio.

Vision, Mission & Values
Working with our staff teams, we have established a Vision, a Mission statement and set of values, which we all felt reflected who we are as an organisation, and these continue to be fully embedded throughout everything that we do.

Our Vision
“Always with a focus on continuous improvement, we will deliver inclusive, sustainable and accessible services to enable our communities and visitors to live their best life.”

Our Mission 
In order to engage our people, partners and communities we will ensure:
· the creation of real and sustainable partnerships
· that we deliver services which meet the needs of our communities
· that we invest in, and empower our people

Our Values
The Trust is an organisation that aspires to the highest standards in everything that we do. This is why we have adopted the following values that will be integrated into our organisation through all of our service delivery, customer and partner engagement and our staff development and training:
· Being honest and demonstrating integrity at all times
· Being engaging and inclusive with our people, partners and communities
· Striving for continuous improvement by being ambitious and aspirational in all that we do
· Taking responsibility and being accountable for our organisation and our service delivery

Board of Trustees 
A Board of 13 Trustees is responsible for providing strategic direction to the Trust. 
The 13 Trustees comprise:
· 6 Independent Trustees – one of whom is a Trade Union nominee
· 5 Councillor Trustees, nominated by East Ayrshire Council
· 2 Council Officer Trustees nominated by East Ayrshire Council to act as Trustees, but without voting rights.  
In line with our constitution, the Chair of the Board is an Independent Trustee.
	Independent Trustees:
	Jim Roberts
	Robert Hannah   
	Melanie Swan  

	
	David Ross     
	Andrew Wilson
	Vacant



	Councillor Trustees:
	Clare Maitland
	Iain Linton
	James Adams

	
	Graham Boyd
	Linda Mabon
	



	Council Officer Trustees
	Joseph McLachlan
	Richard Grieveson
	



The Board of Trustees is also responsible for a Board of Directors who provide specific direction for the Trading Subsidiary. There are 7 Directors who monitor trading performance.
The 7 Directors comprise:
· 3 Directors, nominated by the Board of Trustees
· 4 Trading Subsidiary Directors
	Charity Directors:
	Iain Linton
	Jim Roberts
	David Ross     


	Independent Directors:
	Vacant
	Vacant
	Vacant

	
	Vacant
	
	



Further information about the Board of Trustees.
3. What We Do 
The Trust is responsible for managing a range of facilities and services across a broad culture, countryside and outdoor activities, sport, fitness, wellbeing, education and community remit. 
Services include art galleries, theatres, libraries, museums, music and drama tuition; Dean Castle Country Park and a series of path networks; ice-sports, skating, swimming, gyms and fitness, coaching for gymnastics and athletics; community health programmes, life-skills, inclusion, befriending and volunteering; lunch clubs and day care meals and housing support and a whole host of events and activities. 
All our teams fit within one of the following 6 themes:LEISURE AT THE HEART OF EVERY COMMUNITY


LIVING YOUR BEST LIFE

PROTECTING OUR ENVIRONMENT


SHARING OUR VISION

CREATING A SOLID FOUNDATION FOR GROWTH

INVESTING IN OUR PEOPLE & EMBRACING OUR VALUES

East Ayrshire Leisure will continue to provide high quality facilities, services and programmes that are relevant and modern and will support other groups and organisations in ensuring that our work is truly at the heart of every community regardless of who the provider is.

East Ayrshire Leisure will contribute to improving the enjoyment, quality of life, health and wellbeing of communities and visitors to East Ayrshire through an innovative, welcoming and ambitious programme of cultural, sport and outdoor activities.
East Ayrshire Leisure will be committed to environmental best practice and will use resources as efficiently and effectively as possible in the operation of our business. We will also explore new opportunities to promote sustainability and biodiversity and encourage greater use of East Ayrshire’s wonderful outdoors
East Ayrshire Leisure will be widely recognised and acclaimed as a provider that is firmly committed to listening to our customers, local residents, visitors and partners and developing facilities and services that meet their needs.
East Ayrshire Leisure will achieve continuous improvement in the operation of the Trust and will focus on developing and challenging existing and new business opportunities in order to fulfil our strategic, charitable and trading objectives.
East Ayrshire Leisure will be an employer that encourages all employees and volunteers to be fully engaged in the operation and development of our business, services and programmes and where opportunities are provided for them to realise their potential.
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Leisure at the Heart of Every Community

The Trust will continue to provide high quality facilities, services and programmes that are relevant and modern and will support other groups and organisations in ensuring that our work is truly at the heart of every community regardless of who the provider is.
In order to achieve this, we have established the following Strategic Objectivities:

· To work with community, local authority and private providers to implement the Leisure Facility Strategy that identifies all leisure, culture, community and wellbeing provision throughout East Ayrshire and maximises the opportunities to our communities to participate.

· To work with partners to explore funding opportunities for refurbishment and development of facilities and services.

· To work with East Ayrshire Council in reviewing and refining repair and maintenance plans and schedules for all facilities within our remit which include an annual programme of planned maintenance and decoration


Living Your Best Life

The Trust will contribute to improving the enjoyment, quality of life, health and wellbeing of communities and visitors to East Ayrshire through an innovative, welcoming and ambitious programme of cultural, sport and outdoor activities.  

In order to achieve this, we have established the following Strategic Objectives:

· To support the development of sustainable pathways that encourage lifelong participation.

· To contribute to a programme of high profile regional and national events, exhibitions, programmes and projects, that are ambitious and outward facing, whilst maximising the impact on our customers and visitors.

· To develop activities and services that contribute to the Scottish Government’s aspirations for ‘A Healthy and Active Nation’ and ‘A Creative, Open and Connected Nation’ and to ensure that the Trust is at the heart of future trends and initiatives.


Protecting our Environment

The Trust will be committed to environmental best practice and will use resources as efficiently and effectively as possible in the operation of our business.  We will also explore new opportunities to promote sustainability and biodiversity and encourage greater use of East Ayrshire’s wonderful outdoors.

In order to achieve this, we have established the following Strategic Objectives:

· To prepare and adopt a Climate Change Declaration on an annual basis which audits our carbon footprint and outlines priorities for carbon reduction.

· To adopt the principles of Visit Scotland’s Green Tourism Business Scheme to reduce the environmental impact of our business.

· To implement a Sustainable Transport Strategy which encourages active travel in all our operations and with our staff and customers.


Sharing Our Vision

The Trust will be widely recognised and acclaimed as a leisure provider that is firmly committed to listening to our customers, local residents, visitors and partners, and developing facilities and services that meet their needs.  In order to achieve this, we have established the following Strategic Objectives:

· To create a programme of community engagement activities which includes consultation with our customers and potential customers about existing and future facilities and services, and to adopt a positive approach to feedback.

· To ensure our use of creative marketing led activities effectively promote our high-quality services, maximise customer engagement and make a real difference to how people view the Trust.

· To integrate our values into all aspects of our business including Review and Development programme, recruitment, training and meetings.  To focus on skills, knowledge and experience in the development of our business and to ensure we invest in industry specialist training which is tailored to meet the needs to our programmes. 

· To integrate customer service-related performance targets.

Creating a Solid Foundation for Growth

The Trust will achieve continuous improvement in its operation and will focus on developing and challenging existing and new business opportunities in order to fulfil our strategic, charitable and trading objectives.  

In order to achieve this, we have established the following Strategic Objectives:

· To review and continually improve and enhance our systems and processes to ensure that they are effective and appropriate in the transformation of our business.

· To develop a collaborative approach with relevant partners to explore wider opportunities that fit within the Trust’s vision and values and to explore opportunities to share resources across all of our services internally and with key stakeholders.

· To maximise the return from commercial opportunities, especially around retail, hospitality and membership packages, so that we are in a position to fulfil our charitable obligations and become a sustainable organisation.

· To develop an effective financial performance management framework


Investing in our People and Embracing our Values

The Trust will be an employer that encourages all employees and volunteers to be fully engaged in the operation and development of our business, services and programmes, and where opportunities are provided for them to realise their potential.  

In order to achieve this, we have established the following Strategic Objectives:

· To develop and embed our People Strategy so that employees at all levels are engaged and can contribute to the business.

· To ensure that our Board of Trustees reflects the community we serve and the need to be both a charitable and commercial organisation.

· To integrate our values into all aspects of our business including Review and Development programme, recruitment, training and meetings.  To focus on skills, knowledge and experience in the development of our business and to ensure we invest in industry specialist training which is tailored to meet the needs to our programmes. 

· To offer work placements, volunteering and apprenticeships.


Further information on our services can be found within our Annual Report or by visiting our Staff Intranet which is accessible once you are in post.


Our Focus
Staff across all areas of our organisation work very closely together to ensure that we are delivering high quality services to our communities and visitors to the area. We place a strong emphasis on providing excellent customer service and all staff are responsible for ensuring we deliver on this.
We have developed a “Delivering Excellent Customer Service throughout East Ayrshire Leisure” Protocol, which sets out our expectations for the delivery of excellent customer service and provides you with access to the documents and training courses required to assist you in carrying out your duties. A copy of the Protocol can be found on the staff Intranet. 

4. Communication
Good communication is key to the successful delivery of our services. The Trust has several mechanisms to ensure effective communication with both our staff and customers and it is essential that you familiarise yourself with them.
Our key internal communications are listed below, with hyperlinks where appropriate:	
	Staff Intranet
	Information on staff news, key documents including policies, protocols, templates, staff discounts and training opportunities as well as information on each service area within Working For Us

	Staff communication
	Progress meetings with line managers should be held regularly; a full list of meetings can be obtained through the meeting schedule
Staff newsletter and programme of Exchange staff development events
https://leisurenet/exchange/
Bulletins about key issues including H&S and HR are emailed as and when required to all staff and will be uploaded to the intranet following distribution 



Our key external communications are:
	Website
	eastayrshireleisure.com – information on the organisation, latest news, events/what’s on, online booking
deancastlecountrypark.com – information on visiting the park, Castle and what’s on throughout the attraction
https://www.futuremuseum.co.uk/ – a partnership site between the Trust, all Ayrshire Local Authorities, Dumfries and Galloway Council and the independent museums of the south-west of Scotland. Providing access to the region’s museum and gallery collections and history and heritage of the area.

	Social Media 
	A number of social media accounts exist for venues and attractions. The main accounts are East Ayrshire Leisure on Facebook and @EALeisure on Twitter/X, Instagram. 

	E-newsletters  
	e-newsletters are issued to our mailing list subscribers with information on upcoming events, project updates and good news stories. 




Contacting Us
We operate from a number of venues and facilities across East Ayrshire. Addresses and telephone numbers for all venues are listed on our website under the Venues tab on the homepage. To find details of specific staff you can look up the email system or use the staff search facility on the staff intranet. 

5.  How We Support Our Staff and Develop Our Organisation
Equality and Diversity
The Trust is committed to equality and social inclusion as an employer, service provider and as a strategic partner locally, regionally and nationally and has introduced an Equal Opportunities Policy, which you can access in our Admin & Docs section here. Equality is an important part of our work and as such, we are committed to eliminate discrimination and aim to be fair, reasonable and just in our responsibilities.
The Trust values the diversity of its workforce and our people and communities. We commit to making services, facilities and resources accessible and responsive to residents and visitors to East Ayrshire. We will work towards ensuring that individuals are supported within our decisions, policies and practices and that people are not discriminated against on the basis of age, disability, gender, gender reassignment, religion and belief and sexual orientation. 

Support and Reward for Staff
The Trust believes that the wellbeing of all its bank workers is essential for the efficiency of the organisation and invests in staff support and reward. The Support & Wellbeing section of the intranet provides a wealth of information and contact details for a number of organisations that can provide help for bank workers. The section covers many areas from physical and mental health to where to go for financial assistance.  You can access the Wellbeing & Support information here 
Some of the services we provide in partnership with EAC are:
· Local Government Pension Scheme		
· Financial Advice								 
· Occupational Health
· Counselling Service	
· Healthy Working Lives

Health and Safety
In line with the Health and Safety at Work Act 1974, the Trust embraces its responsibilities in providing a safe and healthy environment for all employees. As a bank worker, you also have a responsibility for your own safety and that of other employees. 
Once in post it is important that you familiarise yourself with the Health and Safety Standards and also your departmental Health and Safety Procedures. Further information can be found by clicking this link; Health, Safety and Wellbeing Policy 

Staff Associations
The Trust welcomes the opportunity to work in partnership with staff associations in order to negotiate policies and terms and conditions, to contribute to organisational development and to protect staff and the organisation. We support the system of collective bargaining and believe in approaching industrial relations through constructive discussions, always striving to achieve agreement.
The Trust is represented on the Scottish Joint Council for Local Government Employees (SJNC) and
we would encourage you to consider membership of a relevant trade union.
The following staff associations currently represent Trust:
GMB 		0141 332 8641
UNITE		0141 404 5424
UNISON 	0800 171 2194
Learning and Development 
We place great importance on the development of our staff and, as a bank worker of the Trust, you will have the opportunity to access both informal and formal training. 
Once in post, you will be issued with a Training Matrix and will be able to access this training through our Training & Development Plan and online e-learning platform here. Any additional requirements will be discussed with your line manager and Development Officer: Training & Engagement. 

6.  Your Responsibilities as a Bank Worker
We are delighted that you are joining our team, and we give careful consideration to our responsibilities as your employer. We expect all staff to have a knowledge and understanding of our Code of Conduct and to adhere to its terms and conditions. Our Code of Conduct lays out our expectations of all staff and we expect you to adhere to the principles of dignity, fairness and respect in terms of how you should be treated and how in turn you will treat customers, Trustees and colleagues alike.
The Code of Conduct highlights expected behaviours and covers a number of areas: 
· Relationships			
· Gifts and Hospitality		
· Appearance			
· Information Security
· Disclosure of Information
· Use of Equipment
· Media and Social Media		
· Working Outside East Ayrshire Leisure
In addition to the Code of Conduct, we have developed a range of policies and protocols, which are crucial to the smooth operation of the organisation and for the protection and support of all of our staff. These include: 
· Alcohol & Substance Use
· Data Protection and Information Security
· Dignity At Work                       
· Disciplinary Policies and Procedures							 
· Financial Regulations
· Grievance Procedure
· Safeguarding Policy
· Supporting Attendance At Work
· Supporting Wellbeing		 
· Violence & Aggression In The Workplace
· Whistleblowing
We expect all staff to have a knowledge and understanding of policies and protocols and adhere to the processes outlined. Once in post, you can access them through the intranet or by clicking on the following links:
Useful Links
Useful Documents
Policies
Protocols
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1. [bookmark: _TOC_250027]INTRODUCTION

This information has been prepared to provide a summary of the main conditions of service issues relating to individuals who are placed on any of East Ayrshire Leisure Trust Bank Registers.
The purpose of a Bank Register is to hold details of those individuals that have expressed an interest in undertaking work for the Trust on a call-off basis. This means that we will notify you of any opportunity for work as the need arises. This might be to provide short term cover (this should be no more than a period of 8 weeks) for staff absence due to sickness, holidays or training where service provision must be maintained. The term Bank Worker is used to describe someone registered for bank work.

2. [bookmark: _TOC_250026]CONDITIONS

There is no obligation on the Trust’s part to offer you work, nor is there any obligation placed on you to accept work when offered. Being registered for bank work does not prohibit you undertaking employment elsewhere. When engaged in work for the Trust your terms and conditions of service are those for employees, unless expressly stated in the offer.

During any period of employment with the Trust, your terms and conditions are in accordance with:-

(a) national terms and conditions of service as covered by collective agreements embodied in the Scheme of Conditions of Service for Scottish Local Government Employees and the Scheme of Conditions of Service for Local Government Employees as adopted and applied by East Ayrshire Council;

(b) certain additional terms and conditions determined by the Trust as contained in Circulars issued by East Ayrshire Council’s People & Culture.

When not undertaking any work, you will not accrue any employment service or employment rights.

Full details of the terms and conditions referred to at (a) and (b) above are available for inspection from the Corporate team.

3. [bookmark: _TOC_250025]OTHER EMPLOYMENT

[bookmark: _TOC_250024]The Working Time Regulations provide for a maximum 48 hours work per week for all individuals unless they sign an opt-out. As the 48 hour limit applies to all work, you must advise your Line Manager of any work you are currently undertaking with another employer, including the Trust, prior to accepting any work offered by the Trust to ensure that the combined hours of all work undertaken does not exceed 48 hours per week.

4. WORK LOCATION

You will be notified of the specific location of the work when work becomes available. You will also be informed if there is a requirement to work across different locations or premises. This will enable you to decide if this work is suitable for you.

5. [bookmark: _TOC_250023]WORKING HOURS

You will be notified of the specific work requirements including hours of work and days to be worked when work is being offered. 

6. [bookmark: _TOC_250022]DURATION OF WORK

You will be informed of the anticipated period of engagement when work is offered. Some work may be required on a day to day basis to provide absence or other short term cover. Bank work is intended as short term cover and should not normally continue on a longer term basis.

7. [bookmark: _TOC_250021]DUTIES OF POST

When you accept work you will be advised of the requirements of the role including duties and job descriptor. A copy of the full Job Description and Person Specification for the role is available upon request from the Corporate team.

8. [bookmark: _TOC_250020]REGISTERED WORK

For roles in which mandatory registration is essential, you must maintain your registration to be included on our bank register.  You are required to comply with the requirements of the registering body which may be amended from time to time, i.e. Protecting Vulnerable Groups.

9. HOURLY RATE OF PAY

You will be paid the normal hourly rate of pay for the role.
Hours worked for a single bank engagement exceeding 37 hours will be classed as overtime and paid at time and a half, with the exception of overtime worked on public holidays which will be paid at the rate of double time.

10. PAY FREQUENCY

Payment for any hours worked will be paid in arrears on a monthly basis by credit transfer on completion and authorisation of a timesheet. You will be required to complete and submit a timesheet on a weekly basis for all hours worked.  A copy of the cut off dates for submission and payment of timesheets is available on the intranet. You will receive a pay slip when working with the Trust which will detail all payments and deductions made during that pay period.

11. [bookmark: _TOC_250018]PAY ADJUSTMENTS

Any future changes in your hourly rate will be reflected in your payslip at the appropriate time.  If you have any queries relating to pay, please contact the Corporate team.

In the unlikely event of any overpayments being made due to any error, these will be recovered direct from your pay. You will be advised of the details of the overpayment together with the repayment arrangements before any deductions are made. Similarly, repayment of any underpayments will be made direct into your pay.

You have a responsibility to check your payslip to ensure that you are being paid correctly. You must notify your Line Manager if you suspect any error in payment whether this is an under or overpayment.

12. [bookmark: _TOC_250017]PENSION SCHEME

As part of the Government’s drive to encourage employees to take more responsibility in saving for retirement, the Government requires employers to auto enrol their workers into a pension scheme. 

As a Bank Worker you do not meet the criteria to be auto enrolled in the Pension Scheme however, you have the right to opt to join the Local Government Pension Scheme if you so wish.

If you want to join the LGPS, please contact us in writing either by:

· sending a signed letter to East Ayrshire Council, People & Culture Section, Opera House, John Finnie Street, Kilmarnock KA1 1DD stating the name of the post in which you wish to join the scheme; or
· sending an email with your request containing the phrase “I confirm I personally submitted this notice to join a workplace pension scheme” to Lindsay.Rankin@east-ayrshire.gov.uk

You will then be issued with further information on the scheme, including relevant forms to complete for enrolment into the LGPS.

The LGPS complies with the requirements of the Pensions Act 2008 to be both an automatic enrolment scheme and a qualifying scheme, which means it meets or exceeds the government’s standards.

For further information on the Local Government Pension Scheme please visit: www.spfo.org.uk.

13. [bookmark: _TOC_250016]HOLIDAY ENTITLEMENT

You will receive a payment in lieu of annual leave in addition to your hourly rate rather  than  having  annual  leave  entitlement  to  take  during  the  year.  You will therefore receive a 12.07% uplift of the hours paid.   An example of this is shown below:

10 hours worked at £10 per hour = £100 12.07% holiday pay = £12.07
Total amount paid in salary = £112.07

14. [bookmark: _TOC_250015]SICKNESS REPORTING

If you have accepted work for a specific day/period and are unable to attend due to sickness or other reason, you must notify your Line Manager of the days that you will be unavailable. If you become unwell on the day of the work being undertaken you must inform your Line Manager prior to the start of your shift where possible. As a bank worker you are not paid for days you do not work (with the exception of where you have accrued continuous service due to successive bank engagements – see sections 21 and 22).

15. [bookmark: _TOC_250014]TRAVEL AND SUBSISTENCE

You may be entitled to claim travelling and subsistence expenses incurred while working for the Trust.  This would only be expenses incurred in the course of your work and does not include expenses from your home to the place of work offered. 
These will be reimbursed in accordance with the Trust’s Travelling and Subsistence Allowance Scheme. Full details of this scheme are available from the Corporate team.

16. SHIFT ALLOWANCE

If you are required to work in accordance with a shift pattern, the allowance will be paid in accordance with the rates below.  You will not qualify for shift allowance working one single shift, you must be working days on a variable pattern.

Basic Shift Pattern		10% of Hourly Rate
Basic shift pattern is paid where the shift rota does not exceed 2 weeks and there is no requirement to work between the hours of 10pm to 6am.

Medium Shift Pattern		12.5% of Hourly Rate
Medium shift pattern is paid where the shift rota does not exceed 3 weeks and there is no requirement to work between the hours of 10pm to 6am.

Complex Shift Pattern	17% of Hourly Rate
Complex shift pattern is paid where the shift rota does not exceed 3 weeks and there is a requirement to work between the hours of 10pm to 6am.

Night Working Allowance
You will be paid at the rate of time and a third for all hours worked between 10pm and 6am.

17. PUBLIC HOLIDAY WORKING

For roles where there is a requirement to work during public holidays, payment will be made at the rate of double time.

      18. MILEAGE ALLOWANCE

[bookmark: _GoBack]If you are authorisd to use your car for business purposes, not including travel to and from the place of work, then you will be entitled to the appropriate reimbursement in respect of business mileage incurred. Reimbursement will be in line with the HM Revenue & Customs mileage rates i.e. currently first 10,000 miles at 45p per mile with 25p per mile thereafter.

The local public transport rate will be 25p per mile and other travelling expenses e.g. rail or bus fares actually and necessarily incurred by employees in respect of journeys authorised to be undertaken in the performance of their duties will be reimbursed by the Trust. Full details are available from the Corporate team. 

19. INTERNAL VACANCY LIST

You may apply for vacancies advertised internally only if you are working with theTrust at any time during the period when the vacancy is advertised. However, you are entitled to apply for any external vacancies which may be advertised by the Trust.

20. REMOVAL FROM BANK REGISTER

You will automatically be removed from the bank register at the annual review date, if you have not carried out any work in the 12 months prior to the review or if you do not accept the offer to remain, as advised in your letter of appointment. If you no longer wish to be considered for any work that may become available prior to that date, then you should notify your Line Manager, in writing, who will inform the Corporate team in order that your name can be formally removed from the Bank Register.

[bookmark: _TOC_250009]21. CONTINUOUS SERVICE

If you are offered and accept work on a weekly basis regardless of the number of days/hours worked, this service will be regarded as continuous. You may be eligible to receive annual increments in the course of a period of continuous employment arising from you working successive bank engagements. However you will be placed on the first point of the scale after a break in service.  The exception to this would be if you have a temporary or substantive appointment with the Trust in the same post. Where this occurs, the increment placing on the scale will be the same as your substantive/temporary placing.

[bookmark: _TOC_250008]22. SICKNESS ALLOWANCE

Bank workers are not entitled to sickness allowance except where they have accrued continuous service in accordance with section 21 (Continuous Service). In this case, entitlement to sick pay will be dependent upon the period of continuous employment as detailed below:

	Continuous Service at Date Absence Begins
	Full Allowance
	Half Allowance

	Less than 26 weeks
	Nil
	Nil

	26 weeks but less than 1 year
	5 weeks
	5 weeks

	1 year but less than 2 years
	9 weeks
	9 weeks

	2 years but less than 3 years
	18 weeks
	18 weeks

	3 years but less than 5 years
	22 weeks
	22 weeks

	5 years or more
	26 weeks
	26 weeks



23. MATERNITY, ADOPTION, PATERNITY AND SHARED PARENTAL LEAVE

All pregnant workers or adoptive parents of children up to the age of 18 years are entitled to take up to 52 weeks of maternity or adoption leave. However access to maternity or adoption pay is subject to you having undertaken continuous work with the Trust of at least 26 weeks service by the 15th week before the Expected Week of Confinement or the week in which you were notified you were being matched with a child be an approved adoption agency. You are also required to be working enough hours during the qualifying period to meet the lower earnings threshold. In this case, you may be entitled to pay as follows:

	Maternity/Adoption pay is paid as follows:

	Weeks 1-6
	Paid at 9/10ths of your weekly pay, offset against any payments of SMP/SAP or Maternity/Adoption Allowance (MA/AA) you may be entitled to;

	Weeks 6-18
	Paid at half your weekly pay, plus any payments of SMP/SAP or MA/AA you may be entitled to, subject to the total not exceeding your normal full pay;

	Weeks 18–39
	Paid at the current applicable rate of SMP/SAP or 90% of average weekly earnings, whichever is the lesser amount


[bookmark: _TOC_250010]
Where you are not eligible for maternity/adoption pay, you may be eligible for Maternity Allowance and a form can be provided to you to contact your local Department of Work and Pensions. Full details relating to Maternity, Adoption, Paternity and Shared Parental Leave are available on the intranet or from the Corporate team.

You should notify your Line Manager as soon as possible if you are pregnant so that a pregnancy risk assessment can be carried out on any bank roles that you undertake and also so that you can be put in touch with East Ayrshire Council Human Resources.

[bookmark: _TOC_250007]24. HEALTH AND SAFETY

The Trust recognises its responsibilities under the Health and Safety at Work Act 1974 as an employer for providing a safe and healthy work place and working environment for all staff. It is the Trust’s policy to take all reasonable practicable steps to fulfil these responsibilities.

When engaged on any work with the Trust, you also have a duty and responsibility to take care of your own safety and that of other employees, and must familiarise yourself with both the Trust’s Health, Safety and Wellbeing Policy and your employing service’s Health and Safety Procedures. Details of which will be made available to you by your Line Manager, especially those specific to your role.

[bookmark: _TOC_250006]25. MEDICAL CHECKS/EXAMINATIONS

You will be required to complete a health questionnaire during your pre-appointment checks for the bank register to ensure you are medically fit to undertake the role.

The Trust reserves the right to require any worker to undergo a full medical examination, where it is considered appropriate.

[bookmark: _TOC_250005]26. SMOKING IN THE WORKPLACE

The Trust recognises the health issues associated with smoking. Smoking is prohibited in all Trust establishments, workplaces and vehicles. The Smoking in the Workplace Policy is available on the intranet or from the Corporate team if you don’t have access to the intranet.

27. PREVENTION AND DETECTION OF FRAUD

The Trust has a duty to protect public funds.  Information is provided to auditors under section 100 of Local Government (Scotland) Act 1973 and Section 53 of the Local Government in Scotland Act 2003 and employee details may be compared with other information, including information provided by other public bodies, for the purposes of detecting fraud to ensure that public funds are being paid only to those persons who are entitled to them.  For example, a comparison with housing benefit records to ensure that employment income is declared.

28. NOTIFICATION OF CRIMINAL CHARGES/CONVICTIONS

If you are charged with or convicted of a criminal offence, you must report the fact to your line manager at the earliest opportunity.  You should also advise your line manger if you receive points on your driving licence for any Endorsable Offence. The will enable the Trust to review any potential impact on your employment.

29. DATA PROTECTION

The General Data Protection Regulations (GDPR) and Data Protection Act 2018 ensures the protection of individuals whose personal data is held or processed by the Trust.  During your work with the Trust you may have access to personal information in the course of your duties.  In terms of the Act, you are bound to process all personal information fairly and lawfully and in accordance with the statutory rights of the individual.

You must ensure that no personal information is disclosed unless a legitimate right of access exists.  If you are unsure as to the correct method of dealing with a request for personal information, you should seek the advice of your Line Manager.  Under no circumstance should you disclose personal information unless you are satisfied that a legitimate right of access exists or your Line Manager has authorised a disclosure of information.

The Trust needs to gather and process personal data about workers contained within the payroll system.  The type of information includes: biographical details (name, address, date of birth); photograph for ID badge (where relevant); financial information (bank account number, salary, any pension contributions); training information; and in some cases health and sickness information.  This information is used mainly for HR and Finance purposes, for example to enable the Trust to pay your salary, monitor attendance and record training activities.

30. EQUAL OPPORTUNITIES

As an employer and provider of services, the Trust actively promotes equality of opportunity.  The Trust is an Equal Opportunities Employer and our Equal Opportunities Policy aims to tackle all forms of discrimination and remove any barriers that affect the way disadvantaged groups and individuals get access to opportunities.  The Trust aims to ensure that all parts of its Policy meet best practice standards and is committed to tackling all forms of unfair discrimination.  Full details are available on the intranet, or from the Corporate team.

31. GRIEVANCE

If you have a grievance during any period you are engaged on bank work, you should bring your grievance to the attention of your line manager who will look to address this for you.  The Trust will always look to resolve any concerns at an early stage.  However where this is not possible, full details of the Grievance Procedure are available on the intranet or from the Corporate team.




32. WELFARE

The Trust believes that the personal wellbeing of all those who undertake work for the Trust is essential for the effectiveness of the services we deliver.
We are committed to creating a healthier and safer workplace by providing resources, information and opportunities to improve health and wellbeing. Some of our Trust and East Ayrshire Council wide supports which may be available to you whilst undertaking a period of bank work are:

· Occupational Health, Counselling, Cognitive Behavioural Therapy (CBT), Physiotherapy (normally accessed through management referral)
· Online health information at: https://eac.optimahealth.online/
· Health and safety wellbeing bulletins
· Health and wellbeing related training, such as Personal Resilience and Mindfulness
· Healthy Working Lives (which includes healthy eating ideas, physical activities and a managers guide to mental health and wellbeing ‘Your path to better health and wellbeing’ at: http://eacintranet/Services/Healthy-Working-Lives/Healthy- Working-Lives.aspx
· Mental health intranet pages
· CHIP Van (Community Health Improvement Partnership)
· Suicide Prevention/ASIST trained staff

Full details of the support available can be located on the Trust’s intranet within the Supporting Attendance at Work Policy; or from the Corporate team where you have no intranet access.

33. CHANGE IN PERSONAL CIRCUMSTANCES

Any change in your personal circumstances during the term of your inclusion on the Bank Register e.g. home address, telephone number, emergency contact details etc. must be notified to the Corporate team by completing a Change of Personal Details form, which is available on the intranet. 
If you have any queries in relation to the above or any other points which relate to your inclusion on our register, you should contact your Line Manager or the Corporate team.


Record of Change

	Date Reviewed

	May 2024
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