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As you are aware everyone in the Care Industry MUST be registered 

with SSSC by the date of your 3-month probation. You will have been 

made aware of this in your training. Failure to register by this date 

prevents you from working.  

You must register on two parts of the register so please follow the 

steps below to make sure you are on the correct part. 

You MUST create an account with SSSC and follow the steps below: 

 

 

https://www.sssc.uk.com/signin/


3 
 

 

1. To start, please click on My SSSC Login followed by Create an 

account. 
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2) Next, fill in the boxes ensuring you have your National Insurance 

Number to hand. You will then need to select the correct title on the 

next page. 

Care at Home 

Select: ‘Support Worker’ and then ‘Primecare Health LTD’. 

Autism Support Worker: 

Select: ‘Support Worker’ then ‘Autism Service’ and ‘Autism Housing 

Support’ 
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- Qualification – If you hold any qualifications, please let SSSC 
know.  

- Endorsement – Jacqueline Preston  
 
 

When you have submitted the application, this will be sent to 

Jacqueline Preston at Primecare to endorse and then be sent back to 

yourself for payment. Once you have made the payment you MUST 

go back onto your SSSC account and confirm you have paid this. 

Please make sure you receive an email from SSSC advising they have 

received your application. You are responsible for making sure they 

have received this. The cost to register is £25. 

 

What happens next? 

The SSSC will email to let you know that they have your application. 

It can take up to three months to process your application. They will 

contact you by email if they need more information, so please check 

your emails. They’ll email you to let you know when you are 

registered. 

 

Please contact the office if you’re needing any support in completing 

this. 
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A copy of the Codes of Practice can be found here. 

 

SSSC Codes of Practice for Social 

Service Workers and Employers - 

2024 version.pdf 
 

 

 

file:///C:/Users/iaindodds/Downloads/SSSC%20Codes%20of%20Practice%20for%20Social%20Service%20Workers%20and%20Employers%20-%202024%20version.pdf
file:///C:/Users/iaindodds/Downloads/SSSC%20Codes%20of%20Practice%20for%20Social%20Service%20Workers%20and%20Employers%20-%202024%20version.pdf
file:///C:/Users/iaindodds/Downloads/SSSC%20Codes%20of%20Practice%20for%20Social%20Service%20Workers%20and%20Employers%20-%202024%20version.pdf
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Health and Social Care Standards: 

My support, my life (www.gov.scot) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.gov.scot/binaries/content/documents/govscot/publications/advice-and-guidance/2017/06/health-social-care-standards-support-life/documents/health-social-care-standards-support-life/health-social-care-standards-support-life/govscot%3Adocument/health-social-care-standards-support-life.pdf
https://www.gov.scot/binaries/content/documents/govscot/publications/advice-and-guidance/2017/06/health-social-care-standards-support-life/documents/health-social-care-standards-support-life/health-social-care-standards-support-life/govscot%3Adocument/health-social-care-standards-support-life.pdf
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If, however after performing a clean sync the visits aren’t 

appearing you may need to uninstall the app, then reinstall it 

again. If doing this, make sure you have taken a note of the 

server, username and pin to input back into the app again.  
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Other points to consider! 

CASE FILES! 

 

To view a specific individual’s case file, you would need to do the 

following: 

 

 
 

• Click on Cases at the bottom of the page.  

 

 

• Click on the three dots (situated top right)  

• Next, click on FOLLOW CASES then type in the name of the 

service user. Then search for the service user. 



26 
 

• When you have identified the service user, click on their name. 

• Then click on DONE. 

•  The service user will now pop up on your case file. 

• Click on the name of the service user, and it’ll open up their 

profile.  

• Click on CASE FORMS will bring up ‘background information’ on 

the service user – Key contacts, risk assessments, incident 

forms as examples.  

• Click on Tasks will bring up previous and next visits and 

associated handover notes as demonstrated above.  

• To DELETE a case file, click on the three dots in the right-hand 

corner and click on UNFOLLOW CASES. 

• Click on the red button against the associated service user will 

delete the file from your phone.  
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 Do I need to register my phone? 

 Every member of staff needs to register their phone in order to 

use Access. I have been in touch with everyone to do this. If 

you are still needing to register, please complete the ‘how to 

download app’ guide attached here. Once I receive your phone 

details, I will then email over your unique username and pin 

number.  
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 Do I need to register if I get a new phone? 

 If you have a new phone, it will still need to be registered. 

Download Access Care Planning then open the app. Click on the 

line of numbers and letters as highlighted in blue below. Once 

clicked, it will allow you to email this information over: 

 Please email over to hr@primecarehealthltd.co.uk 

 

 

 

 

mailto:hr@primecarehealthltd.co.uk
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 How do I see my rota?  

 There is a calendar button situated top right of the app. Clicking 

through this will display your specific visits for the rota period. 

In addition to this there is a line at the top that says ‘previous & 

later tasks’. Previous tasks will display handovers from past 

visits and later tasks will show you future scheduled visits and 

who is assigned to them.  

 

 Do I need to log in for every shift? 

 Yes, you do. Failure to log in will mean your shift won’t register 

on the system. Please log in / log out for every visit on your 

schedule. Do this within the service user’s home.  

 

 What If I’m working with someone else. Do we both need to 

log in? 

 Yes, both members of support staff need to log in. If there are 

two members of support staff working the same shift, one 

would take the ‘lead’ and complete the handovers notes, and 

the other would take the ‘non lead’. They would simply write in 

the ‘add task note’ box (top of the visit) ‘non lead’ for 

reference.  

 

 Handover: 

 Please complete your handover via the ‘add task note’ at the 

top of the visit and NOT within the individual tasks at the 

bottom of the visit. 
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 It makes it very difficult for others to read the previous 

handover. Simply, ‘complete’ the tasks at the bottom of the 

page and highlight in the overall handover if required. Please, 

no shorthand or abbreviations. Detail exact times such as when 

medication was taken or when incidents took place.   

 

OTHER CONSIDERATIONS 

  

• Please be specific when completing your handovers.  

• Handovers to be completed via ‘the task note’ at the top of the 

app and NOT within the individual tasks at the bottom.  

• No slang or abbreviations. 

• Please ensure you include specific times – administration of 

medication or when an incident/event took place for example.  
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All holiday requests MUST go through the website and not through 

other means of communication. 

Holidays:  

Minimum 4 weeks' notice.  

Reviewed case-by case and allocated first come first serve basis.  
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How to put through a holiday request 

 

• Head to Primecare’s website - 

www.primecarehealthltd.co.uk 

 

• Click on EMPLOYEE PORTAL (highlighted in red below) 

 

 
 

 

 

 

 

 

 

 

http://www.primecarehealthltd.co.uk/
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• Please enter the password below to access the guest area.  

 
• Once logged in you will see this screen. Now, click on HOLIDAY 

REQUEST FORM (highlighted in red below) 
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• Below is the holiday request form. Please ensure that you 

complete all the boxes. You can leave a supporting statement 

at the bottom as well.  

 

 

• Once all information is supplied, please click on the SUBMIT 

button at the bottom of the page. There will also be a 

confirmation note to say that your holiday has successfully 

been submitted.   

 

 

What happens next? 
 

• You will receive an email confirming any approved holidays. 
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• Your line manager may also get in touch with you to discuss 

your holiday application as well.   

 

Holiday Calculation 
 

Average hrs/day – calculated over the last 52weeks. 
Accrued holiday hours = 12.07% of the total hours worked in the 
holiday period (10th March 2025 – 8th March 2026) including sick 

days, maternity, paternity. 
 

Available holidays = accrued holiday hours 

 
Average hrs/day 

 
Holidays are capped at 28days. 

 

 

 

Holiday period: MARCH 10TH 2025 – MARCH 8TH 2026 

Please note: 

 

Unused holidays are not carried over into the next year 

(exceptions are made for maternity/paternity and long-term 

sickness only) 

All holidays are accrued. Any holidays ‘carried’ over from 

previous employment may still be taken (depending on 
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availability) but may be unpaid unless these holidays have 

been accrued with Primecare first.  

To find out how many days you have accrued please contact 

the office in the first instance.  

 

01506 890 970 
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Payslips:  

 
Accessed online and individual links will be emailed out after 

your first full month. Please contact the office if you need 

this resent. 

 

 

You will also receive a welcome email from Nest – the 

workplace pension scheme.  
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Salaries are paid every four weeks, based on a 28-day 

working period.  

2025 dates listed below. 
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Absences:  

Report to the office/on call.  

01506 890970 - 24/7 

DO NOT  

Contact Coordinators/Team Leaders 

directly. 

Report as soon as possible, appropriate 

reasons include emergencies, sickness, 

medical issues, emergency appointments, 

lateness. 
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Sickness and Diarrhoea – you will have to be 

off for 48 hours to avoid the spreading of 

infection to individuals and your co-

workers.  

Sick lines MUST be sent to HR directly.  

hr@primecarehealthltd.co.uk 

(A photograph may suffice)  

 

As per policy and procedure, 4 absences 

within a 52-week period may result in 

formal absence management.  

Please refer to the Employee Handbook for 

additional information. 

 

 

 

 
 

 

mailto:hr@primecarehealthltd.co.uk
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Probation: 

• ‘Check in’ catch up with your line 

manager before / after you’ve started 

work. 

• Shadow logs and Competency tests 

completed and signed off by your line 

manager. 

• 3-month probation with your line 

manager.  

• 6-month probation with your line 

manager. SSSC registered and working 

with confidence!  
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 SSSC badges – ongoing personal 

development, specific in-house training.  

 Monthly hot topics. 

 Frequent ‘wellbeing check ins’ 

 Ongoing supervisions / team meetings 

 Support in completing SVQ’s (if not 

achieved already). 

 



43 
 

 
 

 


