
GP & Locum Dr 
Handbook 



Austin Dean Recruitment observes the highest principles of ethics, equity, integrity, professional 
conduct and fair practice in dealing with recruitment and will conduct the business in a manner 
designed to enhance the operation, image and reputation of the recruitment industry. 

This handbook outlines policies, procedures and statements that are informative and which will be of 
assistance to you during each assignment you undertake. A full copy of the policies can be obtained 
from the HR Department. It is not practical for such a handbook to cover every situation which may 
arise during the course of your assignments, nor does its content replace any policies and procedures 
which may be in place at the hospital, Trust, Day Care Centre, or residential care home or any other 
setting to which you may be assigned. 

This handbook outlines Austin Dean Recruitment’s own policies and standards, these do not supersede 
the national guidelines of the GMC / NMC / GDC or another other regulatory body and any other 
professional membership bodies such as the HCPC. The aim of this handbook is to provide general 
information to agency staff / self-employed contractors, and freelancers. It is not intended to cover 
every situation or to explain everything about the employment of agency staff / contractors. There is no 
obligation on the part of the Company to offer you or provide you with temporary work equally you are 
not obliged to accept any work, which has been offered.

Welcome
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If there is anything in the handbook that you do not understand or which you require further 
clarification, then you should speak to your Recruitment Consultant. The organisation welcomes any 
comments or suggestions as to how the handbook could be improved.

Changes to the handbook - Austin Dean Recruitment reserves the right to amend this handbook, but 
will make every effort to notify you when there is an official change to a policy that it contained.
For example, the handbook may need to be changed where there is a change to:

• the way in which the organisation operates because of market conditions;
• employment law that requires a policy to be amended.

In any event, the HR department will carry out quarterly reviews of this handbook, every six months.
However, you are responsible for your own up-to-date knowledge about Austin Dean Recruitment’s 
policies, procedures, benefits, and working conditions. The handbook is contained on the organisation’s 
website and a hard copy is also available from the HR department.

The organisation’s headquarters are located at: Austin Dean Recruitment: Hillcrest House, 49A Vicarage 
Road, London, E10 5EF 
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Change of address or personal circumstances
It is very important that you inform Austin Dean Recruitment, through your Recruitment Consultant of any changes to your 
personal circumstances such as:

• address or telephone number;
• next of kin to contact in an emergency;
• bank or building society details;
• gain or loss of relevant qualifications or licences, such as loss of driving licence; and
• loss of right to work in the UK.

Allocation of Work
During an Assignment you will be engaged on a contract for services by Austin Dean Recruitment. For the avoidance of 
doubt, you are not an employee of Austin Dean Recruitment although the company is required to make the Deductions from 
your pay (if you are not supplying via a Limited Company or an Umbrella organisation). This shall not give rise to a contract of 
employment between Austin Dean Recruitment and you, and the Hirer. You will be supplied as a worker, and you are entitled 
to certain statutory rights as such, but nothing in these Terms shall be construed as giving you rights in addition to those 
provided by statute except where expressly stated.

Standards of conduct 

We constantly monitor and review the level of service that we are providing for our clients and will request feedback on your 
performance and general attitude. 

The Company expects all agency workers to act in a professional manner at all times in accordance with the regulatory 
bodies rules of conduct. You will need to ensure that you put the interests of people using or needing nursing services first. 
You will make their care and safety your main concern and make sure that their dignity is preserved and their needs are 
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recognised, assessed and responded to. You will make sure that those receiving care are treated with respect, that their 
rights are upheld and that any discriminatory attitudes and behaviours towards those receiving care are challenged.

Austin Dean Recruitment will endeavour to provide you with work, however cannot guarantee the number of shifts available, 
as the demand fluctuates on a weekly basis.  We encourage you to inform your Recruitment Consultant on a weekly basis of 
your availability so you can maintain your work life balance.  

Health & Safety
All employees and workers have a duty in law to act responsibly and to take reasonable care for the health and safety at 
work of both themselves and their colleagues. This duty can be carried out by:

• working safely and efficiently;
• using any protective equipment provided and meeting statutory obligations;
• adhering to the Company procedures for securing a safe workplace. Individuals will be nominated to undertake 

health and safety duties as required.
• reporting incidents that have led to injury or damage;

All such incidents must be recorded and reported to your Recruitment Consultant using the internal report form, which is 
available from the HR Department. Any failure to adhere to this policy and the procedures set out in it will be considered a 
serious disciplinary offence and is one which may lead to dismissal. 

AWR
If you are an agency worker and you have completed 12 continuous calendar weeks by working in the same role with the 
same hirer, during one or more assignments than you would be entitled to parity pay, benefits as a normal employee. If you 
are self-employed or a freelancer, please discuss your options with the Recruitment Consultant as it is possible that the AWR 
regulation may not apply. 
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Remuneration  

Austin Dean Recruitment shall pay you the Hourly Rate during periods when you’re carrying out Assignments. The exact 
amount of your pay (the Actual Rate of Pay) will be notified on a per Assignment basis and as set out in the relevant 
Assignment Details Form or by email.

Timesheets 

For every shift you work, please fill out a timesheet with the hours you have worked. Please ensure your timesheet is signed 
off by someone at the site you are working at (unless instructed otherwise).  

Any timesheet submitted by 12:00 on Monday are paid the following Friday. Timesheets should be submitted via email to 
fax@austindean.co.uk . 

Payment
Austin Dean Recruitment pays weekly pending the timesheet is filled out correctly and submitted by 12:00 on Monday.  
Payments are made by BACS on Fridays, anytime between 9am – 6pm. 

OOH’s Contact Information

Office Number: 020 3489 6070 
Out of Hours Number (after 6pm Diverted to OOH’s Shift Lead): 020 3489 6070

Our office hours are 8am – 6pm. If you need to get in touch outside those hours, please call the office number and our on-call 
team member will be able to assist you.  
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Reporting on Duty
The Company prides itself on the fact that our agency workers maintain a high professional standard whilst carrying out 
their assignments. Reliability and punctu¬ality are of prime importance. For handover and induction purposes, try to arrive 
early for an assignment and report to the person as advised by your Recruitment Consultant.  If this person is not available 
report to the person in charge.

If, in exceptional circumstances, you expect to be late for duty, you should inform your Recruitment Consultant so s/he can 
inform the Client. If you are unable to fulfil an assignment, your Recruitment Consultant needs as much notice as possible, as 
many of our Clients are vulnerable and, as a member, when you have accepted an assignment you have a duty of care. If you 
cannot attend an early assignment please contact the office.

Cancellation Procedure
For any shifts that you need to cancel within 72 hours, please call your recruitment consultant or if you cannot reach them 
please call the office number and one of our team members will be happy to assist you. Note – an email for cancellations 
within 72 hours will not suffice as notification. 

It is the Companies policy that you provide the company a minimum of four hours’ notice should you be unable to work a 
previously agreed shift. Temporary Workers who repeatedly cancel shifts without giving greater than four hours notification 
or Temporary Workers who fail to arrive at the Contracting Authority to work a shift they have previously committed to will 
no longer be engaged by the Company.

Complaints Procedure 

Austin Dean Recruitment is committed to providing a high level service to our candidates / workers. If you do not receive 
satisfaction from us we need you to tell us about it. This will help us to improve our standards.  If you have a complaint, 
please contact Daniel Adams, Recruitment Consultant, or email info@austindean.co.uk with the subject heading ‘complaint’. 
You can also request our complaints policy by calling us on 020 3489 6070.
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European Working Time Direction Provisions  
The Directive was designed to protect the health and safety of workers by restricting the number of hours an individual 
can work and by imposing minimum rest requirements for all workers. It imposes a limit on doctors’ working hours of 48 
per week on average, calculated over a maximum period of six months. The requirements for taking rest breaks are set out 
below. 

EWTD Rest Requirements 

The rest requirements which came into effect in August 2004 are as follows (although derogations apply): 
• a minimum of 11 hours’ continuous rest in every 24-hour period 
• a minimum rest break of 20 continuous minutes after every six hours worked 
• a minimum period of 24 hours’ continuous rest in each seven-day period (or 48 hours in a 14-day period) 
• a maximum of eight hours’ work in each 24 hours for night workers. * 

* A night worker is someone who works at least three hours of their daily working time during night time. Junior doctors are unlikely to be classified as 

night workers. However, this should not be assumed and where there is any doubt each case should be considered on an individual basis.

Opting out of the 48 hours working week   
The Working Time Regulations 1998 provide that the Temporary Worker shall not work on an
Assignment with the Client in excess of the Working Week unless s/he agrees in writing that
this limit should not apply. If you would like to opt out of this agreement and work more than 48 Hours per week, over a 17 
weeks period, please speak to your Recruitment Consultant who will send you a form to complete. 
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Flexible / Alternative Work 

As a temporary worker you are required to be flexible and accept alternative work within the Contracting Authority as 
requested, provided it is within the scope of your clinical competence. 

We will be checking and verifying all of your pre-requisite qualifications for the job role and the contracting authority may 
also request verification checks, to ascertain clinical competence.

Austin Dean Recruitment has the right to take remedial action against a temporary worker who fails to accept alternative 
work within the Contracting Authority as directed provided and is within the scope of your clinical competence. Unless you 
have extenuating circumstances, we will also notify the regulatory body should you fail to accept alternative work.
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Referral Scheme 

We love when you refer you friends so we offer 3 referral reward options to choose from. 

* Referral rewards cannot be combined / used in conjunction with others & only one reward option per referral 

** To gain the gold reward, the 250 hours have to be worked to within 1 year of registering to trigger the prize offer

All of the above reward offers do not include cash payments, cheques or bank transfers. Management discretion is final, and 
there is no right of appeal. 

Equal Opportunities and Diversity
Austin Dean Recruitment will not discriminate unlawfully when deciding which candidate/temporary worker is submitted 
for a vacancy or assignment, or in any terms of employment or terms of engagement for temporary workers. Austin Dean 
Recruitment will ensure that each candidate is assessed in accordance with the candidate’s merits, qualifications and ability 
to perform the relevant duties for the role. Agency Workers must not discriminate on any grounds and must abide by and 
adhere to this general principal and to the requirements of the Code of Practice laid down by the Equality Act.

Bronze Reward
Refer a friend / colleague and once
they work 24 hours, you will receive

a £30 Amazon Voucher

Silver Reward
Refer a friend / colleague and once
they work 60 hours, you will receive 
£100 worth of high street vouchers

Gold Reward
Refer a friend / colleague and once

they work 250 hours you will receive
a Samsung tablet - Tab A (10.1”, Wi-Fi) 

to enjoy
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