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HUMAN RESOURCES - Report by Chief Executive

	Summary 

The purpose of this report is to update Directors on Human Resources activity for April to June 2016 including a quarterly report on absence, disciplinary and grievance issues.  

It is recommended that Directors:

i. note the content of the quarterly report including the update on the staffing establishment; and
ii. comment on and approve the updated employee Code of Conduct.




	1.
	Business Plan Contribution


	1.1
	This report supports the highlighted Business Outcomes from the High Life Highland (HLH) Business Plan:

1. To advance sustainable growth and financial sustainability
2. Deliver the Service Delivery Contract with THC
3. Improving staff satisfaction
4. Improving customer satisfaction
5. A positive company image
6. Services designed around customers and through market opportunities
7. Sustain a good health and safety performance
8. A trusted partner


	2.
	Background


	2.1 






	The quarterly Human Resources (HR) report is a numerical representation of HR activity in the preceding quarter.  It gives an update on current staff numbers and any change in numbers from previous reports.  There is also an outline of the absence levels within the Company, number of formal disciplinary cases, number of formal grievance complaints, any harassment issues and an employee relations update.

	3.

3.1

3.1.1


3.1.2
	Human Resources Report: April to June 2016

Staff Establishment Numbers

The report to Directors covering the last quarter gave a total establishment figure of 508.15 FTE.

The change to the establishment during quarter 1 (April to June 2016) has been an overall increase of 89.98 FTE.  A large element of this increase was the transfer of staff from Inverness Leisure to High Life Highland with the equivalent of 94.21 FTE staff joining the Company.  The changes can be summarised as:-


	




















3.1.3

		Change
	     FTE

	Inverness Leisure transferred staff
	94.21

	Library restructuring (Dingwall, Inshes and Inverness)
Reorganising Clerical support (Kinlochbervie, Dingwall and Fort William)
Delete Youth Support Worker (Alness)
Delete Performance Development Swimming Coach
Delete Centre Administrator (Mallaig)
Delete Futsal Coordinator (Temporary Post)
Delete Community Support Worker (Tain)
Delete Seasonal Visitor Assistants (Ben Nevis Visitor Centre)
Caretaker/Steward (HFA)
Combine Facility Manager Gairloch and Ullapool
Adult Learning Support Worker (Invergordon -Temporary Post)
Assistant Youth Worker (Invergordon – Temporary Post)
Leisure Assistant (TRACC) (reduced hours)
Wick Archives restructure (for National Nuclear Archive)
Museum Attendant reduced hours (IMAG)
	-2.38

-1.08
-1.00
-1.00
-0.09
-1.00
-0.50
-1.70
0.83
-1.0
1.0
1.0
-0.22
3.00
-0.09

	Total
Total (inclusive of Inverness Leisure)
	-4.23
89.98



The staffing establishment at the end of quarter 1 is therefore 503.92 FTE (598.13 FTE inclusive of Inverness Leisure).
 

	3.2

3.2.1

























3.2.2


3.2.3



3.2.4




3.3.

3.3.1


3.4

3.4.1

3.5

3.5.1
	Absence Levels 

The absence figures for quarter 1 (April to June 2016) were as follows:

	% Absence Rates

	
Quarter 1
Apr - Jun
	
Quarter 2
Jul - Sep
	
Quarter 3
Oct - Dec
	
Quarter 4
Jan - Mar

	
2013/14
	3.48%
(2.22 days/FTE)
	3.79%
(2.50 days/FTE)
	3.48%
(2.12 days/FTE)
	3.44%
(2.13 days/FTE)

	
2014/15
	2.91%
(1.80 days/FTE)
	2.72%
(1.79 days/FTE
	2.83%
(1.72 days/FTE)
	3.40%
(2.10 days/FTE)

	
2015/16
	2.48% 
(1.51 days/FTE)
	2.78%
(1.83 days/FTE)
	3.4%
(2.1 days/FTE)
	3.82%
(2.48 days/FTE)

	
2016/17

	3.23% 
(2.07 days/FTE)
	
-

	
-

	
-


	(2016/17 inclusive of IL)
	3.59%
(2.30 days/FTE)
	
-

	
-

	
-




Quarter 1 has shown a reduction in the absence rate of 0.23% (0.59% if Inverness Leisure is excluded) from the previous quarter to 3.59% (3.23%).    

Of the 3.59% headline figure, 2.24% was due to long term absence (10 consecutive work days or more).  Long term absence by its nature takes longer to control as often a quick return cannot be completed.  
 
Line Managers, with the support of HR and Occupational Health, continue to manage each absence according to their individual circumstances.  One employee was dismissed in the last quarter on the grounds of capability as a result of ill-health.

Discipline

There were two disciplinary issues that arose in quarter 1 2016/17.  In one case the employee resigned and the other resulted in a written warning.

Grievance

There were no grievance issues raised during quarter 1 2016/17.  

Harassment

There were no harassment issues raised during quarter 1 in 2016/17.


	3.6

3.6.1




3.6.2




3.6.3


3.6.4
	Employee relations 

The Company has engaged with the three Trade Unions that have members within the organisation, namely Unison, Unite and GMB.  The Company deals with the TUs formally through the Joint Consultation Forum (JCF) which meets quarterly, the last meeting was held on 8 June 2016.  

The main discussion areas at this meeting were the proposal to transfer some or all of CCFM to High Life Highland, some minor issues concerning Inverness Leisure, the new facilities at Inverness Royal Academy and Wick Community High School and the formal ratification of the Safety Representatives Charter.

In addition, the Trade Unions are represented on the staff Health and Safety Committee.  

Management also meet with the TUs regularly to discuss other issues (e.g. restructuring proposals, updated working practices, etc.).


	4.

4.1
	Policies update

The Code of Conduct was reviewed by the senior management team in June 2016 and updated.  The revised version is attached at Appendix A.


	5

5.1


5.2


5.3


	Implications

Resource Implications – there are no new resource implications arising from the recommendations of this report.

Legal Implications – there are no new legal implications arising from the recommendations of this report.

Risk Implications – there are no new risks arising from the recommendations of this report.

	Recommendation

It is recommended that Directors:

i. note the content of the quarterly report including the update on the staffing establishment; and
ii. comment on and approve the updated employee Code of Conduct.





Signature: 	

Designation:	Chief Executive

Date:		10 August 2016

 

APPENDIX A

	
	
Staff Code of Conduct 

V1 – Approved HLH Board 20/10/11
V2 – Approved HLH Board 27/02/14 (following approval of Anti Bribery Policy)
V3 – Updated 12/02/15 to incorporate link to RMB
V4 – Reviewed 29/06/16 and update to HLH Board 23/08/16

Review Date – 29/06/18



1. Introduction
	As an organisation significantly funded by public money the public has the right to expect the same high standards of conduct as it does of all public sector employees in Scotland.  This Code of Conduct for Employees of High Life Highland (HLH) sets out the minimum standards of conduct that are expected of you.  Not only must you comply with the Code when acting as an employee or representative of the HLH, you must give it due regard if activities outside work may conflict with the interests of the Company.

	The Code does not affect your rights and your responsibilities under the law; its purpose is to provide clear and helpful advice to you and to provide you with guidance about your rights and duties at work.  Because of the nature of your work, some parts of the Code may apply more to some of your colleagues than to you, but all employees must comply with the Code.  A breach of the Code may lead to disciplinary action. 

	The Code is an important document. If you need clarification, then you should contact your line manager in the first instance.

2. Context
2.1. The Seven Principles of Public Life 
The Code incorporates "The Seven Principles of Public Life" identified by the Nolan Committee on Standards in Public Life.  These have been altered slightly for work with a Council Arm’s Length Organisation such as HLH.

· Selflessness 
You should not take decisions which will result in any financial or other benefit to yourself, your family, your friends, for HLH Directors or other employees.  Decisions should be based solely on HLH’s best interests.
· Integrity
You should not knowingly place yourself under any financial or other obligation to an individual or an organisation which might influence you in your work with HLH
· Objectivity  
Any decisions which you make in the course of your work with HLH, including making appointments, awarding contracts, or recommending individuals for rewards or benefits, must be based solely on merit.
· Accountability  
You are accountable to HLH as your employer.  HLH, in turn, is accountable to the Board and to the general public.
· Openness
You should be as open as possible in all the decisions and actions that you take.  You should give reasons for your decisions and should not restrict information unless this is clearly required by HLH policy or by the law.
· Honesty
You have a duty to declare any private interests which might affect your work with HLH.
· Leadership
If you are a manager, you should promote and support these principles by your leadership and example.

The Local Government Ombudsman may use this Code as a benchmark of good practice where a complaint of maladministration has been made.

2.2. HLH Core Values
	The Directors of HLH have agreed the following core values which should guide the work of the company and those working for it;-
· To act legally and safely
· To provide quality services, important to individuals and communities
· To be a trusted partner 
· To encourage innovation and entrepreneurship in staff and volunteers
· To be a good employer
· To take steps to reduce our environmental impact

3. The Code
3.1. Relationships
The Public and Colleagues at Work
You may have contact with members of the public as users of services, clients or citizens.  You should always be courteous and helpful.  You should deal fairly, equitably and consistently with each member of the public, and you must follow the HLH's Equal Opportunities Policy and Role Model Behaviours.

Directors
Whilst Directors and HLH employees together have a role in the work of the company, they have separate responsibilities: Directors are responsible for the strategic guidance of the Company, but the employee is responsible to HLH as his or her employer.  

Directors must also respect the different roles that they and an employee play.  A Director’s role is to determine policy and to participate in decisions on matters placed before them, not to engage in direct operational management of the services of HLH; that is the responsibility of HLH’s employees.  

It is also the responsibility of the Chief Executive and senior employees to help ensure that the policies of the Board are implemented.

If at any time, over any issue, you feel that the roles and responsibilities of Directors and employees are not being adhered to, you should seek guidance from your line manager.

Contractors
You must be fair and impartial in your dealings with contractors, sub-contractors and suppliers.

If you are involved in the tendering process you must follow HLH's procedures and rules about tenders and contracts.  If you have both a "client" and "contractor" responsibility in the tendering process, you must observe the requirements for accountability and even-handedness in undertaking these two roles.

If you have access to confidential information on tenders or costs for either internal or external contractors you must not disclose that information at any time to any unauthorised individual or organisation.

3.2. Conflicts of interest
As an employee of HLH you must not allow any private interest to influence your decisions.

You must not use your position to further your own private interests or the interests of others who do not have a right to benefit under HLH's policies.

You may have a private interest which relates to the work of HLH.  That interest may be financial or one which a member of the public might reasonably think could influence your judgement. In addition, close family members or people living in your household may have financial interests in the work of HLH.  All such interests must be declared to the Head of Resources, by the completion and return of the form ‘Declaration of Conflict of Interest, and Receipt/Offers of Gifts or Hospitality’.  

If you are a member or office holder of an organisation or a club e.g. School Parent Council, Community Council, PTA, Director of a company subject to companies acts', and membership might result in a conflict of interest in relation to any aspect of your work with HLH, you must declare this or office membership in writing to your Senior Manager and consider whether continuing, changing the arrangement or withdrawal is appropriate.  This applies to the membership of organisations or clubs which are not generally open to the public.  The outcome should be recorded and a copy kept by you and your manager.

3.3. Openness and Disclosure of Information
HLH's decision making process must be transparent and open.  HLH must provide stakeholders with clear and accessible information about how it operates.

There are exceptions to the principle of openness where confidentiality is involved, and information may be withheld if, for example, it would compromise a right of personal or commercial confidentiality or HLH Policy.  This does not apply where there is a legal duty to provide information.

Should you be in doubt about openness or the disclosure of information you should consult your line manager.



3.4. Employment Outside High Life Highland 
It is a condition of your Contract of Employment that you do not undertake additional employment paid, unpaid or rewarded in some other way, outside the Company's service, in a professional or advisory capacity, without the express consent of High Life Highland.  Similarly, you are obliged to disclose, in writing, any personal pecuniary interest which you may have in a contract or other matter being considered by the Company.

3.5. Voluntary Activities 
		Should you undertake voluntary activities (whether or not involving employment) outside HLH, you must ensure that there is no conflict of interest, and that there will be no adverse effect on the work of HLH.  If you answer "yes" to the following question then you should not carry out the activity.

"Will this activity bring me directly or indirectly into conflict with the work or interests of the Company, or affect the proper performance of my duties as a HLH employee?"

		Any relationship with a voluntary body or organisation should follow the principles set out in the volunteering policy.

3.6. Hospitality and Gifts
General
In the course of your work or as a consequence of your employment with HLH, you may encounter situations, which, if not handled properly, could call your integrity into question.  Examples of such situations include being offered tokens of appreciation or opportunities to meet socially with contractors or suppliers to HLH.

The over-riding principle is that you, your family, your friends or any organisation of which you are a member or with which you are closely associated should not accept any gift, consideration or hospitality that would call into question:
· your honesty;
· your ability to deal impartially with all service users, potential or actual contractors or suppliers;
· your commitment and ability to pursue the best interests of HLH.

If you would feel uncomfortable giving an account of your actions to your Head of Service – don’t take the action.

To protect you and HLH there is a Register of Disclosures and Interests and a Register of Offers of Gifts and Hospitality held by the Principal Business Support Manager.  Any gifts or hospitality must only be accepted with the approval of your Head of Service and registered.  If you need any guidance or advice on matters raised in this document, speak to your Head of Service.

In the case of Heads of Service then gifts or hospitality must only be accepted with the approval of the Chief Executive and registered.  In the case of the Chief Executive then approval should be sought from the Chair of the Board.




Gifts
You must not solicit gifts, additional payments or any other personal advantage (such as discounts or free services) from any service user, potential or actual contractor or supplier.

	You must not accept payments or any other form of personal advantage from any service user, potential or actual contractor or supplier.  The only exception to this is that some service users like to “tip” employees such as Caretakers or Mobile Library Drivers particularly at Christmas.  Small tokens of appreciation may be accepted in such circumstances but a record must be kept of tips received.  The record should be given to the most senior employee at the work place who will then pass it to their Head of Service.

	You may accept gifts of token value such as pens, calendars and diaries, from potential or actual contractors or suppliers.  Such gifts may be kept for your personal or business use.  You should, however, be aware of the adverse impression that may be created for competitors seeking to do business with HLH.

	You may accept gifts with nominal value from visitors to HLH when the gifts are proffered as tokens of friendship between HLH and the visitors’ home town or country.

	If you receive a gift of more than token or nominal value and it would cause offence or be impracticable to return it, you should register the gift and inform your manager.  Such gifts will normally either be donated to a charity or may, if suitable, be kept for use on HLH premises.

	If you are offered a gift and you believe or suspect that the offer is made with the intention of influencing you to give favourable treatment to a service user, potential or actual contractor or supplier you must not accept the gift and you must inform your Head of Service and the Principal Business Support Officer.

Hospitality
You must not solicit hospitality (for example meals, tickets to sporting or cultural events) from any service user, potential or actual contractor or supplier.
	
	You must not accept offers of hospitality unless you have the permission of your Head of Service.  All offers of hospitality must be registered in the Register of Offers of Gifts and Hospitality.  Permission will not normally be granted for hospitality that requires overnight accommodation at the host’s expense.

	You should not allow a potential or actual contractor or supplier to pay for you to visit their sites or premises to inspect their goods or services.  If such visits are necessary, HLH will meet the costs involved.

	When visiting potential or actual contractors or suppliers you may accept refreshments appropriate to a work situation.

	You do not need prior permission to accept a meal which is offered in work-related circumstances and which would enable your work to be expedited, provided that the costs do not exceed £30

	You do not need prior permission to accept modest hospitality offered at conferences and courses provided that the hospitality is offered to numbers of people in similar roles (i.e. is corporate) rather than personal.

	If you are offered hospitality and you believe or suspect that the offer is made with the intention of influencing you to give favourable treatment to a service user, potential or actual contractor or supplier, you must not accept the offer of hospitality and you must inform your Head of Service.

3.6.1. Register of Disclosures and Interest and Offer of Gifts and Hospitality
	HLH’s Register of Disclosures and Interests and Register of Offer of Gifts and Hospitality are held by the Principal Business Support Officer.

	Electronic copies of forms for registering interests, gifts and hospitality can be obtained from the HLH Staff website.  Completed forms should be e-mailed or sent by hard copy to your Head of Service and the Principal Business Support Officer.

3.7. Anti Bribery and Corruption
It is High Life Highland’s (HLH) policy to conduct all of our business in an honest and ethical manner.   We take a zero-tolerance approach to bribery and corruption and are committed to acting professionally, fairly and with integrity in all our dealings wherever we operate. We are also committed to implementing and enforcing effective systems to counter bribery.   This policy applies to Directors and all individuals working at all levels and grades, including senior managers, employees (whether permanent, fixed term or temporary), volunteers, consultants, contractors and any other person providing services to HLH.
	It is important that you are aware that it is a serious criminal offence for you corruptly to receive or give any gift, loan, fee, reward or advantage for doing or not doing anything, or for showing favour or disfavour to any person, in the course of your work with HLH.

3.8. Use of Resources
You serve the public, and you must remember this principle when you use HLH equipment, materials, financial and other resources, in order to ensure value for money.

	You must not breach the guidance of HLH relating to the use of the Company resources.

3.9. Appointments
In recruitment, you must follow HLH's Recruitment Guidance. All appointments must be made on the basis of merit.

	If you are involved in the recruitment and selection process, and have any kind of relationship which might affect your ability to be impartial, that relationship must be declared to your Head of Service or the Human Resources Manager.  Your Head of Service or the Human Resources Manager will decide whether you can participate in the recruitment and selection process. The same procedure must be followed in other personnel procedures such as grievance or disciplinary procedures or job evaluation.

	You must not lobby Directors or colleagues either directly or indirectly to secure your own appointment or promotion, or the appointment/non appointment or promotion of another person. If you have been lobbied by an applicant, another colleague, a Director or any other person, you must report the matter without delay to your Head of Service or the Human Resources Manager.

3.10. Contacts with the Media
In your work with HLH, contact with the media should only take place where you have been given appropriate authority to do so by the Chief Executive or, in their absence, your Head of Service.

	The code does not prohibit lay officials of recognised trade unions from making statements to the media, provided the statements are attributed to the trade union, and in the capacity of lay official. 

	All other media contact must follow the Company’s Media Protocol.

3.11. Use of IT and Social Media 
The effective operation of the Company’s ICT systems relies heavily on the proper conduct of all users. The use of ICT facilities must conform with all appropriate legislation and Policies.  You must comply with the Acceptable use of ICT and Social Media policies at all times.

3.12. Political Neutrality
	The public expects you to carry out your duties in a politically neutral way. 

	The Chief Executive and Senior Managers have ultimate responsibility to ensure that the policies of HLH are implemented.  You must implement the policies of HLH irrespective of your personal views.

	Employees are free to engage in local and national politics as long as this does not interfere with, or influence, their actions as a HLH employee.

4. Your Rights as an Employee
4.1 Public Statements
HLH recognise Trades Unions and have clear line management arrangements.  If you feel there are issues which are not being handled correctly or well by HLH, you are encouraged to use these mechanisms to raise your concerns. You should not, in your work capacity, or as a result of your employment relationship, criticise HLH at any time through the media or at a public meeting, or in any written communication with members of the public.

	To further safeguard you HLH has a "Whistleblowing" procedure which is contained in the HLH's Human Resources Policies and Procedures.

4.2 Fair and Reasonable Treatment at Work
You are entitled to expect fair and reasonable treatment from your colleagues, managers and from Directors. If you feel that you have been unfairly treated or have been discriminated against, appropriate HLH procedures, such as the Grievance Procedure or Harassment Policy, are available.

There may be rare occasions when you feel that you have been required by a colleague, a Director or a member of the public, or by an organisation, to act in a way which might be illegal, improper or unethical, or which is otherwise in conflict with the principles of this Code or the procedures of the Company. You must follow the Company's "Whistleblowing" procedure for dealing with such concerns, which includes the following steps:-

· You must report the matter to your Head of Service,
· If you feel that you cannot discuss the matter with your Head of Service then you must report the matter to the Chief Executive or another officer appointed by the Company outwith your line management.
· The Chief Executive or your Head of Service or the other person appointed by the Company will then decide what action is to be taken.
· The confidentiality of your concern will be maintained wherever possible.

4.3 Substance Misuse
	Employees should refrain from consuming any alcohol immediately before or during their working day.  Alcohol is not permitted on Company premises, unless specifically approved by your Head of Service.

	HLH prohibits the use, possession, distribution or sale of illicit or illegal drugs or so called “legal highs” at work, or when doing Company business and will report any such activity to the Police.

	Reference should be made to the Substance Misuse Policy.  It should be noted that it may be necessary to use the disciplinary procedures to deal with any unsatisfactory performance, attendance or behaviour caused by excess alcohol consumption or by drugs.


Appendix

This appendix gives a summary of the expectations placed on employees and is not an exhaustive list of expectations.  The Company Role Model Behaviours provide a firm framework for everything that you do as an employee or volunteer with High Life Highland.

High Life Highland expects all employees to behave in a highly professional manner and to conform to the Company’s rules at all times.  If these rules are disregarded or the employee behaves wrongly in some other way the Company may discipline employees. 
This Code of Conduct requires that, while you are at work, you - 

1. comply with the terms of your employment.
2. treat guests, customers and other employees with respect at all times.
3. do not behave in a way that brings or may bring High Life Highland into disrepute.
4. comply with the ‘Seven Principles of Public Life’ and be aware of HLHs Company Values in all your work.
5. satisfactorily perform the instructions given for carrying out the function of their employment.
6. satisfactorily perform any reasonable request relating to your function by an authorised manager.
7. ensure that all absence from work, except for reasons of sickness, is authorised. 
8. ensure proper and authorised use of High Life Highland equipment, time and property. 
9. must adhere to all safety rules at all times. 
10. use safety equipment at all appropriate times. 
11. follow all rules and procedures relating to the protection of children or vulnerable adults at all times.
12. do not take, pass on or sell of illegal drugs or so called “legal Highs” (psychoactive substances) on company premises.
13. do not gamble on Company premises. 
14. do not smoke on Company premises or vehicles. 
15. do not bring sexually explicit material (pornographic) into the workplace by any means or engage in inappropriate sexually explicit conversation within the workplace.
16. dress in a manner suitable for the workplace and wear Company clothing if provided.
17. wear something from the agreed list of options for your job type that identifies you as a High Life Highland member of staff.
18. do not remove High Life Highland property from the premises without permission.
19. must not behave or take actions that would in any way jeopardise the safety or well-being of customers, guests or other employees. 
20. do not drink alcohol on High Life Highland premises unless prior permission is obtained from the Chief Executive. 
21. do not make long or numerous private telephone calls (and emails). 

In addition - 
1. Threatening, aggressive or violent behaviour or language is not permitted and may lead to dismissal – this applies both during working hours and outside of the work environment.
2. Discriminatory behaviour, language, or non-verbal language is not permitted.
3. Bullying or harassment of individuals, in any form, is not permitted. 
4. Unnecessary disclosure of confidential information concerning the work of the Company or its employees is not permitted (this does not affect the employee's rights under the Public Interest Disclosure Act 1998). 
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