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The purpose of this procedure is to provide clear direction and practical guidance to employees regarding the processes of the Graduate Nurse Program (GNP) at North Canberra Hospital (NCH). The procedure outlines the expectations and responsibilities of Graduate Nurses, Nurse Educators, Clinical Nurse Consultants and Stream Leads in regard to the operation and employment conditions of the Program.
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This Procedure applies to:
· All Graduate Nurse employees in the Graduate Nurse Program at NCH
· All Clinical Nurse Consultants and Stream Leads
· Graduate Nurse Coordinator/s.
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[bookmark: _Toc93655315]Responsible group 1: Graduate Nurse
· Comply with this procedure
· Promote and uphold the CHS Code of Conduct and standards of behaviour outlined in relevant employment legislation
· Practice in accordance with legislation, standards, CHS policies and procedures, codes of conduct and expected professional standards 
· Complete all relevant Program documentation including, but not limited to, Graduate Nurse Handbook and assessments, Performance Reviews and reflective learning
· Notify Clinical Nurse Consultants, Stream Leads or Graduate Nurse Coordinators if concerns or complications arise regarding this procedure
· Actively engage and participate in all components of the Graduate Nurse Program. 
[bookmark: _Toc93655316]

Responsible group 2: Clinical Nurse Consultants  
· Ensure the procedure is communicated to all relevant staff
· Ensure resources are available to adhere to the procedure
· Manage employee, including supervising compliance and investigating any incidents of non-compliance with this procedure
· Intervene quickly and appropriately where there is non-compliance with National Safety and Quality Health Service Standards or Work Health and Safety legislation and policy
· Complete all relevant documentation required by the Program, including but not limited to, performance reviews
· Provide staff with opportunities to attend education and training
· Ensure allocation of a designated preceptor to the Graduate Nurse prior to the commencement in a clinical area
· Model appropriate standards of behaviour, conduct and professionalism
· Manage concerns related to rostering and absenteeism of the employee.

[bookmark: _Toc93655317]Responsible group 3: Graduate Nurse Coordinator 
· Liaise and coordinate clinical placements in conjunction with the relevant divisions
· Support Graduate Nurses in clinical, educational and performance development capacity
· Ensure Nurse Graduates are made aware of their role and expectations while completing the Program
· Determine the overall requirements of the Program
· Manage progress of the Nurse Graduate throughout the Program
· Provide educational opportunities for Graduate Nurses
· Ensure that this procedure is current and up to date
· Comply with the procedure.

[bookmark: _Toc93655318]Responsible group 4: Nurse Educator 
· Support the educational progression of the Graduate Nurse
· Support the supervisor, Clinical Nurse Consultants and Stream Leads to facilitate learning as per Standards of Practice
· Seek assistance from Graduate Nurse Coordinator in relation to any non-compliance or transitional issues of the Employee.

[bookmark: _Toc93655319]Responsible group 5: Clinical Staff
· Comply with the procedure
· Practice in accordance with legislation, standards, CHS policies and procedures and codes of conduct 
· Provides clinical guidance and supervision to the Graduate Nurse
· Notify non-compliance and complications with the procedure to the Clinical Nurse Consultants.
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NCH offers a 12-month structured Graduate Nurse program to facilitate the transition of graduate nurses from academic study to the workplace. The Graduate Nurse Program is designed to:
· professionally develop both Registered and Enrolled Graduate Nurses into competent and confident Nurses
· facilitate professional adjustment into the workforce
· develop a commitment to a career in nursing
· provide Graduate Nurses with educational, clinical and emotional support through a series of workshops, study days, clinical support and a willingness of all those involved in the Program to listen and respond to problems that may arise
· help develop assessment and critical thinking skills required to effectively nurse patients with varying conditions
· provide a safe, equitable and respectful environment for Graduate Nurses that enables confidential reflection and support.

The Graduate Nurse Program provides an inclusive, supportive environment for the Graduate Nurse to commence their initial year in the workforce. 
4.1 Recruitment
All recruitment procedures for the GNP will be coordinated and performed by the Graduate Nurse Coordinator.  This includes eligibility, position numbers, marketing, advertisement, application, assessment centres, selection and offers. 
4.1.1 Eligibility 
Eligibility criteria are reviewed each year before advertisement and updated as required. 
· Graduates must have completed their course within 12 months prior to the commencement date of the Program.
· Graduates must be registered with AHPRA prior to the commencement date of the Program
· Graduates must be an Australian Citizen, Permanent Resident or on a full working rights visa
· Applicants can be trained anywhere in Australia. 






4.1.2 Program recruitment numbers 
Program recruitment numbers are coordinated by the Divisional Leads in consultation with the Graduate Nurse Coordinator and Learning and Development Manager annually. 
· Graduate numbers are allocated to current lines established within each area
· Additional Graduate positions can be offered if clinical areas require more than the allocated positions
· If an area is unable to meet their current lines, this must be communicated with the area, divisional lead, and the Graduate Coordinator or Learning and Development Manager
· Final recruitment numbers must be provided to the Graduate Coordinator by the last day of September of the recruitment year. 
4.1.3 Marketing
All marketing for the Graduate Program will be coordinated by the Graduate Nurse Program team. 
· Marketing of the Graduate Program will consist of flyers, presentations and information management to eligible participants 
· Presentations to education providers will occur prior to each intake recruitment, in consultation with education providers
· Information will be available online for those who are unable to attend an information session at one of the education provider sites 
· Additional information sessions will be provided if required by an education provider. 
4.1.4 Advertisement 
Advertisement for the Program will be commenced in June each year by the Graduate Nurse Program Team in conjunction with the recruitment team at NCH.
· Advertisement will be for a minimum of 3 weeks
· Advertisement will be conducted through CHS platform
· All information will be verified by the recruitment team prior to being put up for advertisement to make sure it meets the requirements of NCH and CHS. 
4.1.5 Application 
All applicants will be required to submit their applications through the CHS portal and only applications submitted through this portal will be accepted. Applications emailed will not be considered. 
· Applicants will be required to submit all components to be considered for the Program. Incomplete applications will not be considered. 
· Applications will consist of the following components:
Cover letter addressing questions as per the advertisement 
Curriculum Vitae 
Two written references, a minimum of one clinical
A current transcript. 
· Applications will be reviewed over a period of 4 weeks before announcement of progression to interviews
· Applications will only be used to progress the applicants to interview and will not be used to make final offer decisions. 
4.1.6 Assessment Centre 
Assessment Centre will be held in 3 hour blocks over a number of days, with Registered Nurses and Enrolled Nurses being allocated to blocks relevant to their qualification level. 
· Assessment centres may consist of the following assessments: 
Interview 
Communication exercise 
Written interview 
· Each applicant will be marked in each component of the Assessment Centre and selected based on their individual mark. 
4.1.7 Selection and Offers  
Each applicant will be marked and individually scored for their application and each component of the Assessment Centre. 

· Applications will be marked for progression to interview
· Scores will be cleared and applicants will be marked based on their Assessment Centre and offers made based on the merit list constructed from the interview 
· Offers will be sent to eligible applicants approximately 6 weeks after the Assessment Centre each year
· Merit list offers and unsuccessful emails will also be sent at this time to all applicants who attended an interview 
· Feedback for the application and interview will be offered and provided after the completion of the recruitment process. 
4.2 [bookmark: _Toc93655322]Employment
Registered Nurse Graduates will be offered either a permanent position if they are an Australian Citizen or Permanent Resident or a fixed term temporary contract if they are a visa holder with full working rights for the 12 months of the GNP. Enrolled Nurses are offered a 12 month contract.
The Graduates will be placed into a Graduate Pool throughout the 12 months whilst completing the program and be placed in positions throughout the organisation rotating during the Program 
The Graduates will be hired into multiple position numbers 
The Graduates will be rotated via ESV onto the current position lines around the organisation for their two rotations or the 12 month speciality area rotation. These rotations will be the Graduates home ward for the allocated time in which they reside in that area.
4.2.1 Hours of employment
Graduates can elect to be employed into the Program for full time or part time hours. A minimum of 0.84 FTE or 64 hours per fortnight will be accepted for the Nurse Graduates to meet the minimum requirements of the Program. 
· Graduates can elect to decrease from full time to part time hours at any point during their Program. This has to be discussed and decided upon with the area Clinical Nurse Consultant and the Graduate Nurse. 
· The Clinical Nurse Consultant must complete the relevant documentation for that rotation and submit the paperwork to human resources and pay accordingly. 
4.2.2 Commencement date/s
Each GNP commences with a minimum two-day specific orientation to the hospital and all graduates are required to commence on this date. Orientation days are mandatory for all Graduate Nurses. 
· All Graduates are required to attend orientation on their first two days of employment at NCH. These days are a mandatory component of the Graduate Nurse Program.
· This relates to all Graduates participating in the Graduate Nurse Program, even if the Graduate has previously been employed with CHS. 
4.3 [bookmark: _Toc93655323]Rostering
Area CNCs will be in charge of the management and allocation of rosters
All rosters will align with the Nursing and Midwifery Enterprise Agreement 
Graduates will be rostered on a rotating roster as per the below guidelines.
4.3.1 Super nummary days 
Graduates will be provided with supernumerary shifts for the following: 
· First three days of the Program will be allocated as supernumerary for orientation purposes; and,
· First three shifts of each rotation will be supernumerary, and the Graduate will be buddied for these shifts with their allocated preceptor. 
4.3.2 Extra and double shifts  
Graduates will not work any extra or double shifts for the first eight weeks of each rotation to assist with patient and client safety and to reduce fatigue of the Graduates 
· After eight weeks any extra or double shift will be worked within an area that the Graduate has had a clinical rotation. 



4.3.3 In-Charge shifts 
Graduate Nurses will under no circumstances be assigned as team leader on any shift as per the Enterprise Agreement.  
· A Graduate Registered Nurse, if deemed competent and in their final rotation, may act in the role of team leader to gain experience for the position of team leading, so long as they are supported appropriately for the entirety of the shift, under direct supervision of the CDN, CNE, CNC or Team Lead.
4.3.4 Night Duty 
Graduate Nurses will not be rostered for night duty shifts for the first four weeks of their first rotation and at least 2 weeks for their second rotation. This allows for the Graduate Nurse to acclimatise to shift work conditions and decreases fatigue of the Graduate Nurse.
4.3.5 Weekend Shifts
Graduate Nurses will not be rostered for weekends for the first four weeks of their initial rotation and for the first two weeks of their second rotation. This may vary in speciality areas due to operational demand. This will allow the Graduate Nurses to have support from the Clinical Nurse Consultant, Nurse Educators and TGNP team whilst on their initial shifts. 
4.3.6 Redeployment 
As per the Nursing and Midwifery ACT Enterprise Agreement, where practicable, nurses on a Graduate Program will not be deployed out of their ward/clinical service during their first clinical placement. 
· When not practicable, Graduates will not be redeployed from their areas for the: 
First six weeks of their first rotation, and
First four weeks of their second rotation
· Graduates can only be redeployed to areas within the same division or an area of previous program rotation 
· Graduates cannot be redeployed to a division of critical care whilst in the Graduate Program if they have not worked in that division. 
4.3.7 Study Days 
Graduates will be required to attend two full study days during their 12 month program. One study day will be allocated during each rotation. 
· Graduates are required to be rostered on these dates as Study Days (SD). 
4.3.8 Annual Leave 
Graduate Nurses will be encouraged to apply for at least two weeks annual leave midway through their Program. Extended periods of leave are not recommended due to the impact of missing content throughout the program. Graduate Nurses are encouraged to take their annual leave as per the Leave Policy.
· Annual Leave is accrued as per the relevant EA.
· If a Graduate Nurse is having difficulty gaining access to leave the Graduate Nurse Coordinator should be contacted for further assistance.
4.4 [bookmark: _Toc93655324]Workplace Allocations
Allocation of staffing, precepting and patients working with Graduates will be made in conjunction with the relevant EA.
4.4.1 Patient Allocation 
Graduates should be allocated patients that are relevant to their immediate skill and training. 
· Graduates should be allocated a decreased workload for their first four weeks as to maintain patient/client safety as the Graduate commences as a registered professional.  
4.4.2 Team Nursing Allocation 
Graduates should be allocated to work with a senior nurse where able to in any team nursing. 
· ENs must work under the direct or indirect supervision of a RN. This supervision must not be a graduate RN. 
· Graduates must not be allocated to team nurse with an agency or casual nurse where there is a more appropriate allocation available. 
4.4.3 Supervision of Undergraduate, Diploma Students and new starters 
Graduate Nurses will not supervise students or new starters in the first 8 weeks of each rotation. 
· After the eight weeks, Graduate Nurses are able to supervise students and new starters, however, Graduate Nurses are not to be responsible for assessing the competence of final year nursing students.
4.4.4 Preceptor shift allocation 
As per the EA, preceptee’s rosters should coincide with their preceptors. 
· Graduate rosters will align with their preceptors for at least the first four weeks
· All Graduates should be allocated at least one preceptor before the commencement of their rotation
· Graduates and preceptors must be informed before the commencement of their rotation. 

4.5 [bookmark: _Toc93655325]Program Elements and Responsibilities
All program elements and responsibilities will be managed and coordinated by the Graduate Nursing Team. Any concerns regarding a Graduate’s ability to complete any component of the Graduate Program needs to be escalated to the Graduate Nurse Team as early as able. 


4.5.1 Rotation Allocations
· Graduates will be provided two opportunities to advise the Graduate Nurse Team of their rotation preferences
· Graduates will be allocated to their rotations at least six weeks prior to the commencement of their program
· Allocations will be provided based on the advice of position availabilities as per the direction of the Nursing Executive and Stream Leads, as per Section 4.1.2 
· Each Graduate will be advised to contact their area prior to the commencement of their rotation. 
4.5.2 Workbook Completion 
Graduates will be required to complete a workbook to be deemed completed for the Graduate Nurse Program. 
· The workbook will be provided and explained to the Graduate at orientation 
· The completion of these workbooks will be monitored throughout the year by the Graduate Nurse Team
· The Graduate Nurse is responsible for organising each component to be completed with their area preceptor and CNC. 
4.5.3 Probation Reports 
· Area CNC’s will be required to complete probation reports and performance management during the time that the Graduate resides in their area on their first rotation on weeks 8 and 16.
· A third probation report will be required for the Graduates that are requiring ongoing performance management and completed in conjunction with HR and the Graduate Nurse Team to decide upon continuation in the Program  
· The Graduate Team will be available to assist and support any educational requirements linked to performance management for the Graduates as advised of by the area CNCs
· Learning Contracts will be commenced by the Graduate Team for any educational needs for the Graduate in consultation with the area CNC. 
4.5.4 Professional Development Plans
Professional Development Plans are required to be completed each year in October to meet organisational requirements. Graduate Professional Development Plans will be completed by either the Graduate Nurse Team, local educators or managers 
· The Graduate Nurse Team will advise area CNCs of the completion and outcome of the PDP. 



4.5.5 Study Days and Education Workshops
Attendance at study days and education workshops is mandatory for Graduates as per Program requirements. 
· Two full study days are allocated for each Graduate 
· Fortnightly workshops will be provided to each Graduate. It is mandatory that the Graduate attends if they are on shift. If the Graduate is on a day off, it is the Graduate’s choice to attend
· Graduates and CNCs are encouraged to roster Graduates on shift for these fortnightly sessions to allow access to them. 
4.5.6 Documentation 
Graduate progress will be documented and followed up by the Graduate Nurse Team throughout the 12 month program. 
· Graduates are required to provide their workbook to the Graduate Nurse Team at the completion of each rotation to show completion of the rotation 
· Graduates will be required to attend formal performance reviews with their area at given intervals throughout the program
· Workshop and study day attendance will be documented by the Graduate Nurse Team, both through registration of training and on an Excel sheet
· Graduates will be contacted by the Graduate Nurse Team if they are not attending education frequently and provided with assistance to attend training. 
4.5.7 Feedback 
Graduates will be provided both formal and informal feedback throughout their Program by the Graduate Nurse Team and the area in which they are allocated. 
· Formal reviews will be conducted by the Graduate Nurse Team at eight weeks of both rotations. Graduates will be provided with feedback on their progression, assisted with their workbook completion and asked to provide feedback on their rotation
· Formal performance reviews will be performed by the area preceptors and CNCs to provide Graduates opportunity to seek improvement and clarity on their performance
· Informal feedback should be provided to the Graduate throughout their rotation if an incident occurs on the shift. This should be completed by the team member nursing with the Graduate, the team leader or the CNC at the point of time of incident
· The Graduate Team can be informed of the incident if educational follow up is required. Area CNCs should be informed for any follow up of performance incidents. This is as per Section 4.6. 
4.5.8 Employment after successful completion of the Graduate Nurse Program for fixed term visa holders
Graduates who are on fixed term contracts are required to have completed all components of the Graduate Program to be eligible to apply for an ongoing position in the hospital. 
· The Graduate Nurse Team will provide information to the Graduates at their second formal catch up on how to apply for a position in the hospital
· Graduate Nurses will be encouraged to contact and speak with areas of interest for employment post the Graduate Program
· Graduates will be able to apply to any area of interest irrespective of where they completed a rotation and submit a copy of their resume and a cover letter to that area
· Graduates can be directly appointed to positions available within the organisation as per the Nursing and Midwifery EA, clause 63; ‘Where it suits the operations of the ACTPS, and a substantive vacancy exists, a suitably qualified employee may be directly appointed or promoted, without advertising, to an EN1/RN1/RM1 position.’  
4.5.9 Employment after successful completion of the Graduate Nurse Program for permanent contracts
· In the first instance of vacant RN 1 positions needing to be filled across the organisation, this pool will be utilised to fill those gaps within the areas. Those who remain in the pool will be utilised to fill short and long term leave contracts across the organisation and will be able to provide agility in the requirements of the organisation to open wards and extra beds across as needed
· Direct appointment onto open permanent lines throughout the organisation at the end of the 12-month Program in consultation with areas by the Graduates who wish to obtain jobs within those areas can occur 
· If a Graduate has not found a home ward at the completion of the Program the Graduate will be placed into the relief pool and placed into temporary contract positions throughout the organisation until permanent positions become available. 

4.6 [bookmark: _Toc93655326]Performance and Underperformance 
4.6.1 Performance management 
· Performance Management is the way in which NCH identifies the Graduate Nurses requirements during their individual rotations throughout their given year, identifying gaps in learning, monitoring mandatory training and establishing goals for the Graduate Nurse
· Graduate Performance Reviews will be initiated and facilitated by the area Clinical Nurse Consultant. The interim report will be completed as per the Graduate Nurse Handbook and completed in conjunction with the Clinical Nurse Consultant and Nurse Educator of the area. The final review will be conducted on the Graduate Performance review form to be taken with the Graduate to subsequent rotations.
4.6.2 Under-performance management 
If concerns are raised about the Graduate Nurse, the divisional NUM will be advised and the underperformance pathway should be commenced. These concerns will be addressed in accordance with the legislation and current ACT Public Sector Nursing and Midwifery Enterprise Agreement.  The process will include: 
· Discussion and feedback with the Graduate Nurse in regards to concerns raised. Any assistance or support that can be provided to the Graduate Nurse should be initiated in this discussion to assist the Graduate Nurse if able and formal written information provided to the Graduate Nurse and area delegates as required
· If concerns are ongoing a formal meeting will be held with an action plan initiated that outlines the expectations of the plan and made in conjunction with the area CNC/NUM/CNE along with the Graduate Nurse and the Graduate Nurse Program Team
· Performance relating to the GNP manual will be addressed by the Graduate Nurse Coordinator. Additional education can be given to the Graduate Nurse by the Graduate Nurse Program team. This may be addressed through a Learning Contract/Action Plan. 
4.6.2.1. Education Action Plan 
Education Action plans will be initiated by the Graduate Nurse Team in consultation with the area CNC and area CNE. This will be completed with the Graduate over an agreed period of time to allow the Graduate an opportunity to increase their knowledge and skill in a particular area
The Education Action Plan will be initiated to focus on one area of concern. Subsequent Action Plans can be initiated for other areas of concern if required
Each Action Plan will be commenced with a formal meeting and email follow up with the Graduate
Each Action Plan will be finalised with a formal meeting and email follow up. If the Graduate completes the Action Plan to a satisfactory level, informal follow up will occur to continue to monitor the area of concern during their rotation
If the Graduate does not complete their Action Plan to a satisfactory level, a discussion and decision will be made by the Graduate Nurse Team, area CNC and area NUM to determine if more time is to be allocated or if underperformance management is required 
Reports will be compiled and all information will be given to the Graduate Nurse and area NUM. 
All process will be finalised in agreement with the divisional NUM and decisions made in conjunction with the Director of Nursing. 

4.6.2.2. Performance Management 
If a Graduate is not meeting performance requirements, ie, absenteeism, inappropriate uniform, reliability, the area CNC can implement a performance management plan with the Graduate at any time they wish. 
If a plan is implemented the Graduate Nurse Team should be informed as to be able to assist with any information regarding the performance of the Graduate. 
All performance plans are required to be formally documented and the Graduate advised of the plan and the management accordingly. All documentation is to be given to all parties involved including the Graduate, area CNC, area NUM and Graduate Nurse Team. 
Additional information regarding performance management can be seen in the appendices below. 
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1. ACT Public Service Nursing & Midwifery Enterprise Agreement 2013 - 2017 
2. Public Sector Management Act 1994 (ACT)
3. Public Sector Management Standards 2006 (ACT) 
4. Australian Nursing and Midwifery Council Standards of Practice 
5. Australian Nursing and Midwifery Council Standards of Competency 
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· Action Plan – A plan prepared by the employee and the employer representative to address poor performance. This is a set of actions that aim to improve an employee’s performance. From time to time, the description of such a plan may differ (eg. where an industrial mechanism uses a different term), noting however that terms may be used interchangeably
· Clinical Nurse Consultant refers to the employee in which is the direct point of contact for the Graduate Nurse in which to report to in a clinical capacity.
· Divisional Lead refers to the Directors of Nursing- Clinical Streams and the Director of Clinical Services- Nursing and Midwifery. 
· Employees for the purposes of the policy refers to North Canberra Hospital employees, inclusive of Clare Holland House.
· Employment Conditions - The employment framework at NCH reflects that which is offered to ACT Public Service employees. Employment conditions for Nurses employed at NCH are consistent with the provisions of the ACT Public Service Nursing & Midwifery Enterprise Agreement 2013 - 2017, including the Public Sector Management Act 1994 (ACT) and Public Sector Management Standards.
· Graduate Nurse includes a newly qualified professional RN or EN who has not been exposed to what would be considered, by the organisation, to be an adequate amount of experience at their new designation level, within their first year of practice as a clinician.
· Graduate Nurse Coordinator refers to the program facilitator and educator, who provides overall support and guidance of the program to the Graduate Nurses and all relevant clinical staff who work alongside the Graduate Nurse.
· Graduate Nurse Handbook provides the program information, assessment tools and key components of the program to the Graduate Nurse in one centralised location.
· Natural justice is that which ensures that fairness is provided to all parties involved in the management and resolution of unacceptable behaviour and/or misconduct. The application of natural justice ensures that processes are managed and decisions are made with an absence of bias (whether it be perceived or real).
· Nurse Educator refers to the team in which education is undertaken within the clinical environment, this includes but is not limited to, the Clinical Nurse Educators and Clinical Development Nurses.
· Probation Report- organisation requirement for the graduate to be deemed suitable for ongoing employment
· Program Assessment for the purpose of this policy includes the tools utilised within the Graduate Nurse Handbook for each Graduate Nurse to be assessed against to attain skill level of the individual Graduate Nurse.
· Performance Management- refers to the process used to assess and evaluate the progress of individuals in accordance to applicable legislation and EAs. 
· Stream Leads refer to the employees who provide leadership task, including but not limited to, Team leading, mentorship and divisional leadership.
· Graduate Nurse Program- The program refers to the framework in which has been established by the Transitional Nurse Graduate Coordinator and Learning and Development team, to which the participant will be provided with support and education in their first year of employment within CHS.
· Underperformance management- means a process designed to correct poor performance or behaviour and includes the use of action plans and learning contracts. The conduct of underperformance is described in EAs and applicable legislation as they apply to individual employees or groups of.
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Back to Table of Contents 

	[bookmark: _Toc166597097]Attachments



Attachment 1: Graduate Nurse Performance Flow chart 
Disclaimer: This document has been developed by Canberra Health Services specifically for its own use.  Use of this document and any reliance on the information contained therein by any third party is at his or her own risk and Canberra Health Services assumes no responsibility whatsoever.
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Attachment 1: Graduate Nurse Performance Flow chart 



Step 1


Graduate Nurse meets with area CNC at review intervals of 8th and 18th week of each rotation


Feedback on Graduate is gathered from area CDN/Preceptor reports and Graduate Nurse Coordinator 


Step 2


Review is signed and agreed upon by the Graduate Nurse and the CNC


Review sent to the Graduate Nurse Coordinator 


Step 3


Nil further action 
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