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Welcome to Ocean Healthcare 
 
Our customer service philosophy is ‘to pursue excellence’ and we apply this equally to both our agency 
workers and our clients. Our objective is to provide you with work that is consistent with your 
requirements. We look forward to a long and successful working relationship with you. 
 
1. Our Philosophy of Care 
 
Ocean Healthcare is totally committed to achieving and maintaining the highest standards of care and 
service. Agency workers are required to be continually aware of the needs and wishes of each individual 
and have respect for their background, culture and way of life. They should preserve the dignity, self-
respect and privacy of each individual and deliver care with sensitivity and discretion. Every person 
working with Ocean Healthcare is expected to maintain a positive and proactive work ethic and display 
the highest levels of professionalism at all times.  We actively promote the Skills for Care Codes of 
Conduct for Healthcare Support Workers and all NMC Guidance for Nurses. It is a fundamental 
requirement for all our HCAs and Nurses to follow these Codes of Conduct and guidance at all times. 
Links to these documents are available on our web site.  
 
2. Contact details 
 
Head Office hours (PAIGNTON): Mon – Sat 08:30–17:00 
 

Ocean Healthcare  Ocean Healthcare  Ocean Healthcare   Ocean Healthcare 
252 Torquay Road 308 Topsham Road Design Space, Upcott Avenue  Wellworthy’s Business Centre 
Preston     Pottington Business Park Unit 5 Parrett Way, Colley Lane 
Paignton  Exeter   Barnstaple   Bridgwater  
TQ3 2EZ  EX2 6HG  EX31 1HN   TA6 5LB 
Tel: 01803 220555 Tel: 01392 343179 Tel: 01271 441177  Tel: 01278 286020 

 
Mobile (Office/Bookings):  07908 018968  
Availability No.  07841 477833 
Email: General Enquiries: office@oceanhealthcare.co.uk Timesheets: timesheets@oceanhealthcare.co.uk 
 
NOTE: All general enquiries, including giving your availability, must be made during normal office hours. 
 
3. Timesheets and Wages 
 
3.1.1 Completing Timesheets 

 
Please note 1 timesheet = 1 shift.  
 
Timesheets are delivered via our timesheet app, which can be accessed here: 
https://oceanhealthcare.zohocreatorportal.eu/#Timesheet 
 
A tutorial on how to use the app can be found here: https://youtu.be/iKMJ8Rpa0Zw 
 
In an emergency, a blank timesheet template can be emailed upon request. Alternatively, a blank 
timesheet can be collected from one of our offices.  
 
In order to be processed for payment, completed timesheets MUST include: 
 
Full client name and address  
Date and times of shift 
Are breaks deducted? Are breaks paid? 

mailto:office@oceanhealthcare.co.uk
mailto:timesheets@oceanhealthcare.co.uk
https://oceanhealthcare.zohocreatorportal.eu/#Timesheet
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Timesheets must be signed. No signature = no payment 
 
 
3.1.2  Timesheet submission for payment 
 
Timesheets are to be submitted by 10am every Monday. Regretfully, late timesheets will not be 
processed until the following week. 
 
Timesheets are to be submitted via the timesheet app and will need to be signed by your Manager at the 
end of your shift. 
 
Paper timesheets are available as an emergency backup. If you need some, please contact the Office on 
01803 220555 and we will arrange it. 
 
3.2   Wages (see Sections 8, 9 and 10 in Contract for Services) 

 
3.2.1  The pay week is calculated Monday-Sunday. Wages are paid the following Friday in arrears. 

Payslips are emailed out on a Wednesday. (See Appendix 1 for example payslip) 

 
3.2.2 Your wages are processed by Ocean Healthcare Accounts Department. If you have any payroll 

queries please feel free to contact us and you will be able to speak with them directly. 
 
3.2.3 The first document you will receive for your wages, will be your Gross Pay Advice via email. This 

will give you a breakdown of all the shifts you have worked and any mileage ‘if applicable’ you are 
being paid for. Later in the week you will receive an email from Sage Online Services, this will then 
give you access to your NET PAYSLIP which will include any additional pay to your shifts (i.e 
Bonus) and will show your deductions (i.e Tax, National Insurance, Pension). Firstly, you will 
receive an email to register to the portal, once registered please keep note of your password. 

 
3.2.4 Your wages are inputted into your bank account on a Friday by the accounts department so wont 

be automatically in your bank account at midnight. They will be there by 5pm 
 

For all ‘official’ queries regarding P45’s, P60’s, family tax credit payments, etc - You can contact our 
Accounts Dept by telephone or by email: accounts@oceanhealthcare.co.uk 
 
4. Offers of Assignments (see 5 and 7 in Contract for Services)  
 
Clients and their service-users prefer continuity of care, where possible. We are able to provide a much 
better service if we are able to give a name for a shift straight away. We therefore need to be absolutely 
clear when you are available to work and when you are not.  
 
Please observe the following: 
 
4.1  Availability: 
Availability phone: 07841 477833 Availability online form: www.oceanhealthcare.co.uk/availability 
 
4.1.1  You must provide your availability by Tuesday of every week for the following Monday to Sunday. 

If you can provide for further ahead even better! 
 
4.1.2 Provide you availability by text, phone, email or the form on our website (see details 4.1) 
 
4.1.3 Please keep a note of the availability and advise us immediately if it changes 
 
 

mailto:accounts@oceanhealthcare.co.uk
http://www.oceanhealthcare.co.uk/availability
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4.1.4 The only times you cannot change your availability is if you have been booked for a shift or are in 
the process of being booked for a shift 

 
4.1.5 If you have any doubt about your availability to work, please let us know and we will check with 

you first. (Please note we may lose shifts if it takes a long time to check with you before confirming 
with the client.) 

 
4.2 Communicating with the office 
 
Communication is key to any relationship working well. We expect you to respond to all text messages or 
return phone calls within 30 minutes (on days that you are available and not on shift).   
Remember - when you respond quickly, it’s easier to give you work! 
 
4.3 Accepting Shifts and your Preferences 
 
Working with us should give you flexibility. Please make us aware of your preferences in terms of 
days/nights/weekends and location (maximum distance). We will do our best to work within these and 
your availability, in return, we expect you to accept shifts that fit these criteria. We also try to work with 
your preferences in terms of homes – but this obviously depends on the work that is available. 
 
If you consistently refuse shifts that meet your preferences, it will be considered a breach of membership, 
which may lead to termination of your contract with us. 
 
We would prefer this not to happen and so if you are struggling with communicating with us in any way, 
please let us know. 
 
Please ensure when accepting shifts, you receive a confirmation text of your booked shift. The 
confirmation text will read; 
 
Hi [Name] thank you for confirming for the shift at [care home] on [date] at [time]. You are booked in for 
that shift., 
Many thanks, 
[Bookings coordinator] 
 
4.3 Your Booked Shifts 
 
Please only accept shifts or provide availability that you are confident you can honour. Once we have 
booked you for a shift it is essential that you honour that commitment. We realise that sometimes 
circumstances change. If you would like to hand back a shift that you have committed to, please feel free 
to ask us. While it can take quite a bit of work to re-arrange things, we will do all we can to cover the shift 
for you. However our expectation is that you will remain committed to covering any shifts booked for you 
until we can find a replacement. 
 
5. Standards of Conduct 
 
Please note that your conduct and appearance not only reflect your personal standards, but those of 
Ocean Healthcare, so please observe the following: 
 
5.1 Identity Badges 
 
As an Ocean Healthcare member you are required to wear an identity badge at all times. This will display 
your name, photograph and our contact details. You are required to return your badge to Ocean 
Healthcare should your membership be terminated. Ocean Healthcare should be notified immediately 
should there be loss or damage to the badge. 
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5.2 Uniform 
 
It is mandatory that you do not wear your uniform when travelling to and from work. It should be carried in 
your Ocean Healthcare bag and changed into on arrival. Likewise, at the end of the shift you are required 
to change out of the uniform before you leave at the end of the shift. 
 
We supply you with one Ocean Healthcare tunic at the time of registration. Additional tunics can be 
purchased at any time from the Ocean Healthcare office. You are required to wear a clean, ironed uniform 
at all times (a 60 degree wash is recommended.) The only exception to the uniform rule is when the Client 
does not want uniform to be worn; in these circumstances we will inform you prior to the commencement 
of your shift.  
 
ONLY black cotton trousers and black shoes are to be worn. 
 
The following items are not permitted: 
 

• Jeans 

• Shorts 

• Leggings 

• Trainers  

• Sandals  
 
If you have any doubts as to what clothing is acceptable to wear whilst you are on duty, you must contact 
us immediately for guidance.  
 
5.3 Hairstyles 
 
Please ensure that your hair is clean and tidy. Long hair must be secured in such a way that it does not 
pose a safety hazard. 
 
5.4 Jewellery 
 
Any jewellery you wear must not cause offence, or be a health hazard to yourself, a client, or service user.   
The only acceptable jewellery is: one plain ring and one pair of small stud earrings.  

Dangling earrings are dangerous and additional rings are a hazard. 
Wristwatches must not be worn 

 
5.5  Nails 
 
False nails, acrylic nails, nail extension & painted nails must not be worn whilst on duty. This can cause 
injury to a service user  
 
5.6 Reporting for Duty 
 
We pride ourselves on high standards of customer service and so reliability and punctuality are of 
paramount importance. Lateness is unacceptable and portrays an unprofessional image. 
 

1. Please arrive 15 minutes prior to your shift time to ensure you receive a full handover. 
 

2. Plan your journey thoroughly allowing additional time when travelling to unfamiliar locations.  
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3. When reporting for duty you must introduce yourself to the Duty Manager, giving your full name 
and confirming you are from Ocean Healthcare.   

 
In the unlikely event, you find yourself running late, the following procedure must be followed: 
 

Call the Client advising them of your expected arrival time 
Call and update the Ocean Healthcare office.  
Apologise to the Duty Manager on arrival 

 
If you are unable to work a shift you have previously agreed to work, you must notify us at least 12 hours 
prior to the commencement of the shift and we will do our best to find cover. At times this will not be 
possible and in these instances, will ask for you to honour your commitment to us.  
 
Under no circumstances should you text alone if you are unable to attend your shift. Please 
ensure you call and speak to someone and agree a mutually acceptable outcome.  
 
5.7 Mobile Phones 
 
Mobile phones must be put on silent while on shift. You must not carry your phone around with you but 
can keep it with your belongings. You may only use your mobile phone during authorised break times. No 
exceptions! 
 
5.8 Social Media 
 
You must avoid making any social media communications that could damage our business interests or 
reputation, even indirectly. 
 
You must refrain from making any social media communications that refer to any of our Homes, our 
Residents, their families or friends whether by name or not. You must not disclose any information 
whatsoever about any of our Residents, their families or friends including information relating to their 
medical needs, person circumstances or their care. 
 
You must not post any photographs or other images of your working environment, our Homes, staff in a 
work environment, or our Residents.  
 
You must not use social media to defame or disparage us, our staff or any third party; to harass, bully or 
unlawfully discriminate against staff or third parties; to make false or misleading statements; or to 
impersonate colleagues or third parties. 
 
You must not express opinions on our behalf via social media, unless expressly authorised to do so by 
your manager. You may be required to undergo training in order to obtain such authorisation. 
 
You must not post comments about business-related topics, such as our performance, the performance of 
any of our staff, or do anything to jeopardise our reputation, our trade secrets, confidential information and 
intellectual property. You must not include our logos or other trademarks in any social media posting or in 
your profile on any social media.  
 
You must not add any Resident, their family or friends to any of your social media networks, or accept 
their requests to join you to theirs, unless there are established 
relationships prior to their connection with Ocean Healthcare. 
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5.9 Smoking Policy 
Smoking on shift is not permitted. Where some homes have designated smoking areas you may only use 
those on authorised break times. 
 
 
5.10 Waking Night Shifts 
When working on shift you are there to provide round the clock care to vulnerable people. Therefore 
sleeping on shift is strictly prohibited. When sleeping on shift you are not providing valuable care and this 
could lead to vulnerable people being left at risk. This could result in termination of your membership with 
immediate effect. You must also remember that you are representing Ocean Healthcare. 
 
6. Safeguarding and prevention of abuse. 
 
In accordance with the Human Rights Act 1998, Mental Capacity Act 2005 and the Sexual Offences Act 
2003, Members of Ocean Healthcare are required to safeguard the welfare of all service users. Abuse 
takes many forms including physical, psychological, neglect, sexual, financial, discriminatory and 
institutional.  
 
If you have ANY concerns, immediately bring them to the attention of your direct Line Manager and 
report all issues and incidents to us in the Ocean Healthcare office (see section 10. In this document).  All 
incidents are recorded on an Incident Report Form, a copy of which is available in the Ocean Healthcare 
office. 
 
7. Emergencies and sickness reporting (see section 14 in Contract for Services) 
 
Should you require urgent assistance out of office hours, we can be contacted on 01803 220555.  Calls to 
this line out of hours are for emergencies only. 
 
Please speak to someone on the phone to inform us immediately of sickness and if you are unable to 
cover a shift at short-notice – please do not text!   
 
NOTE: All general enquiries, including giving your availability, must be made during normal office hours. 
 
8. Confidentiality 
 
All Ocean Healthcare Members will come into contact with information that in many instances is 
confidential. You are required to ensure such information remains confidential at all times. 
 
9. Comments and Complaints 
 
We welcome any comments you may have regarding your shifts or working with us. Please feel free to 
write, or telephone during office hours, to discuss your comments or complaints.  We are happy to discuss 
face-to-face too. 
 
All incidents and complaints will be investigated by the Director of Ocean Healthcare. Comments are fed 
back into our quality assurance process. 
 
10. Training and Development 
 
It is a condition of your membership that all mandatory training is undertaken annually. We encourage 
additional training and development for our Members. For information on any training opportunities, 
please contact the Ocean Healthcare office.  
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11. Gifts to Nursing/Care Workers 
 
Although in principle there may be nothing wrong in accepting a small gift from a service user, or, the 
relative of a service user at certain times such as Christmas, there is a danger that the giving of gifts could 
be misinterpreted by the giver as a means of buying influence, or, obtaining preferential treatment over 
the nursing/care worker. Under no circumstances should Ocean Healthcare, or the Nursing/Care worker, 
benefit from a service user’s last Will and Testament 
 
Therefore, please do NOT accept any gift, favour, or, hospitality without the consent of the Director of 
Ocean Healthcare.  
 
12. Health and Safety 
 
You must familiarise yourself with all rules, policies and procedures regarding Health and Safety at your 
place of work and adopt best safe working practices. These include taking the necessary rest breaks 
during your shift. 
 
As a care worker you have an important role to play in ensuring that health and safety within your care 
home is adhered to and maintained. Please ensure you: 
 

• Are aware of, and conversed in, your employer’s policies and procedures, including risk 
assessments and emergency procedures 

• Do not undertake any activities or use any equipment that you are not sufficiently trained to 
undertake or use 

• Inform your employer if you think that a particular risk has not been highlighted or you observe 
something unsafe 

• Report accidents and near misses and know where the accident book is kept 

• Do not put yourself or others at risk of harm 

• Use personal protective equipment provided by your employer, such as gloves and aprons, to 
prevent infection and cross-contamination  

• Use equipment provided, such as hoists, in line with manufacturers’ instructions (if appropriate for 
the service user concerned and they are properly assessed) 

• Report any defective equipment. 
 
(Ridout, P. (June 2011) Health and Safety in Care Homes in Care Talk: The voice of excellence in Social Care, Issue 3, p.48) 

 
13. Privacy and Data Protection 
 
Ocean Healthcare are an employment business providing work finding services to registered workers and 
staffing support services to care providers. We will hold certain pieces of personal data and special 
categories (sensitive) of personal data about you. This includes you name, address, contact information, 
employment history, payroll/tax information, reference information, training and work experience, DBS 
and criminal record history, aspects of health-related information and records associated with your 
practice as a healthcare worker. We hold this data in order to comply with various legislative requirements 
and in order to serve our clients who engage with us subject to our Terms of Business. We are registered 
with the Information Commissioner’s Office (ICO) and take seriously our obligations to handle your data 
with due care and attention. You can read more about how we approach stewardship of personal data by 
reading our privacy policy which can be found at: www.oceanhealthcare.co.uk/privacy-policy 
 
 
 
 
 

http://www.oceanhealthcare.co.uk/privacy-policy
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13. Nurses only – additional guidance  
  
13.1 Administration of Medicine  
 
All Qualified Members are required to comply with the Royal College of Nursing and the Royal 
Pharmaceutical Society Professional guidance on the administration of medicines in healthcare settings’ 
 
13.2 Professional Codes of Conduct  
 
To practice in the UK all qualified Nurses must be registered with the NMC and abide by their Code of 
Professional Conduct. Nurses not complying with these standards may be removed from the register and 
will not be eligible to practice. 
 
13.3 Guidance to Best Practice 
 
Copies of the following are available via your log in to the Ocean website: NMC Guidance for Record 
Keeping, NMC Guidance for the Care of Older People and NMC Guidance for Continuing Professional 
Development. You are required to follow NMC guidance at all times. 
 
13.4 PIN Registration  
 
As part of Ocean Healthcare’s recruitment and selection procedure all PIN numbers are validated with the 
NMC. If we are unable to validate your PIN number, we will not be able to offer you work as a nurse.   A 
copy of your PIN registration will be retained in your file.  Please ensure you provide prompt confirmation 
of your re-registration on expiry of your PIN. 

Note: Nurses are required to carry confirmation of their PIN registration with them at all times. 
 

Appendix 1 Example Advice & Payslip  
 
 


