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Appendix 3 – Department On Call Scheme Arrangements
In accordance with the principles set out in the Trust’s On-Call Policy, departmental on-call scheme arrangements (that should reflect the service needs for each individual department and service) must be specified in writing. These details should be held by the Care Group/departmental management team and a copy should be forwarded to the Payroll Department.
	Care Group:
	Click or tap here to enter text.	Department:
	Click or tap here to enter text.
	Scheme start date:
	Click or tap here to enter text.	Review date:
	Click or tap here to enter text.
	On-call scheme Manager:
	Click or tap here to enter text.
	Scheme title:
	Click or tap here to enter text.
	Purpose of on-call scheme:
	Click or tap here to enter text.

1. Composition of rota
	Staff Group
	Job title
	On-Call pay band
	WTE
	Head-count

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Total number of staff on rota
	Click or tap here to enter text.	Click or tap here to enter text.
	Minimum number of staff required to run rota
	Click or tap here to enter text.	Click or tap here to enter text.

Section 2 and 3 on following pages.


2. Period of on-call for availability payment
	Day
	Start time
	Finish time
	No. hours

	Sunday
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Monday
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Tuesday
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Wednesday
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Thursday
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Friday
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	Saturday
	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.


3. Other details: e.g. daily rest breaks, compensatory rest, travel, etc
	Issue
	Details

	Telephone advice:
	Click or tap here to enter text.
	Travel:
	Click or tap here to enter text.
	Compensatory rest :
	Click or tap here to enter text.


	Scheme Manager Signature:
	Click or tap here to enter text.	Date:
	Click or tap to enter a date.

Approval signatures on next page.


	Care Group General Manager/Head of Service Approval

	On Call Scheme Approved:
	Yes	☐	No	☐

	General Manager/Head of Service Signature
	Click or tap here to enter text.
	Date:
	Click or tap to enter a date.
	Printed Name:
	Click or tap here to enter text.	Job Title:
	Click or tap here to enter text.


	Director of Operations’ approval (if required - see section 6.2)

	On Call Scheme Approved:
	Yes	☐	No	☐

	Director of Operations Signature:
	Click or tap here to enter text.
	Date:
	Click or tap to enter a date.
	Printed Name:
	Click or tap here to enter text.	Job Title:
	Click or tap here to enter text.
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