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[bookmark: _Toc87282853]Intensive Care Unit (ICU) – Communication of additional hours or overtime available for staff to access 
	1. The key method for contacting staff for available additional hours or overtime is SMS messaging. Staff may at any time opt in or opt out in terms of receiving or NOT receiving these SMS messages

	
Group text messages (SMS) is an efficient means of group communication to alert staff of additional hours and overtime available.  It is recognised that staff may not want to participate in this process e.g. repeated messaging impacts their work life balance.  

All staff are automatically added to the afterhours SMS messaging. This is an “opt out” service. 

Staff can contact the CNCs or NUM to “opt out” and will be cc’d into the follow up email request, for their reference.


	2. Actions to reduce repeated or duplicated requests for additional hours or overtime

	Repeated requests to staff for additional hours or overtime may occur due to a lack of coordination e.g. between ICU Nursing Management and external Nurse Bank/After Hours Hospital Managers.
To reduce the number of repeated requests staff receive, the following actions are to be taken:
1. One SMS will be sent out by the CNC twice a week, on Monday and Thursday, advising staff of upcoming shortfalls and available additional hours or overtime. Exceptions to this are unexpected increases in activity/acuity or inadequate skill mix to ensure safe patient care, in which case an additional SMS will be sent.

2. A maximum of two SMS will be sent per shift for unplanned shortfalls. This will be managed by the CNC/NUM or ADON between 0800-1700 Monday-Friday and outside of these hours this will be managed by the After-Hours Hospital Manager (AHHM).

3. If short staffing level is identified on a particular day, then either the CCC/ CNC/NUM/ or ADON will go to each staff member individually to request their availability to work additional hours. This will only occur once per shift. 


	3. Managing staff fatigue

	CHS recognises the importance of employees balancing work and personal life and that the appropriate balance is a critical element in developing and maintaining healthy and productive workplaces.
The CHS Fatigue Management policy is currently under review. Once implemented, these ICU procedures will be reviewed and updated to align with the requirements of the policy. 
Until the policy is implemented the CCC, CNC, and NUM (Managers) will monitor staff overtime to ensure staff wellbeing and fatigue is managed. Managers will ensure any offers and approvals of overtime align with the requirements outlined in Clause 88 Reasonable Overtime of the ACTPS Nursing and Midwifery Enterprise Agreement 2020 – 2022.  
Discussions between managers and staff regarding additional shifts/overtime hours, are informal. However, managers will make a quick file note of the discussion and rationale for their final decision in teams CCC file. The manager will communicate their decision verbally to the staff member and to the AHHM (where appropriate to prevent further offers of additional hours of work for a period of time). 

	4. Review of this procedure

	This procedure will be reviewed post implementation of the CHS Fatigue Management policy, then annually. 

	5. Acronyms

	AHHM – After Hours Hospital Manager
ADON – Assistant Director of Nursing
CNC – Clinical Nurse Consultant
NUM – Nursing Unit Manager
CSN – Clinical Support Nurse
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