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HUMAN RESOURCES - Report by Chief Executive  

  
	Summary
The purpose of this report is to update Directors on Human Resources activity including a quarterly report on absence, disciplinary and grievance issues.  It also recommends three policies for adoption.
It is recommended that Directors agree:-
i. to adopt the Equal Opportunities Policy detailed in Appendix A;
ii. to adopt the Harassment Policy detailed in Appendix B;
iii. to adopt the Early Retirement/Redundancy Policy detailed in Appendix C;
iv. to note the draft Staff Appraisal System guidance at Appendix D, currently being piloted;
v. to note the contents of the quarterly report including the update on the staffing establishment;
vi. to High Life Highland granting the Queen’s Jubilee Public Holiday; and
vii. that High Life Highland does not take part in The Highland Council staff survey and that a report is brought to a future High Life Highland Board recommending a format for a High Life Highland survey.
  


	1.

	Background

	1.1
	High Life Highland (HLH) has adopted the personnel policies of The Highland Council (THC) as an interim measure.  Over time these policies are being adapted and updated for HLH.  This report seeks the approval of the Directors for three policies reviewed in light of the needs of HLH:  Equal Opportunities,
Harassment, Early Retirement/Redundancy.
   

	2.
	Equal Opportunities, Harassment, Early Retirement/Redundancy Policies


	2.1
	The draft Equal Opportunities Policy is included at Appendix A of this report.  It recommends that counselling from a line manager should always be considered as a first option for all circumstances except cases of gross misconduct.  The policy outlines a system for investigating, hearing and appealing disciplinary cases, with sanctions ranging from a formal oral warning to dismissal. Disciplinary hearings for gross misconduct that may lead to dismissal must be heard by a Head of Service, with the Chief Executive hearing any appeals.


	2.2
	A draft Harassment Policy is included at Appendix B of this report. It outlines what could constitute harassment and provides actions that can be taken to help resolve an issue or to escalate this to disciplinary action.


	2.3

	The draft Early Retirement/Redundancy Policy is included at Appendix C of this report. This policy offers HLH employees that same compensation as that which is currently given to Highland Council employees who are made redundant or who accept an early retirement option.

	3.
3.1
3.2

3.3

3.4
3.5
4.
	Staff Appraisal System
Managing employees’ performance is a continuous process.  It involves making sure that the performance of employees contributes to the goals of their teams and the Company as a whole.  The aim is to continuously improve the performance of individuals and that of HLH. 
Good performance management helps everyone in the organisation to know: 

· what we are trying to achieve

· their role in helping the Company achieve its goals

· the skills and competences they need to fulfil their role

· the standards of performance required

· how they can develop their performance and contribute to the development of the organisation

· how they are doing

· what is expected of them; 

· when there are performance problems and what to do about them
Without a formal appraisal system much will depend on the attitude of individual managers.  Some might agree appropriate objectives with people in their teams and give feedback on their performance while others may not.   This guidance will ensure that all managers are following the same process and help contribute to the overall performance of the Company.
The guidelines at Appendix D will give managers the tools necessary to carry out regular appraisal meetings with their staff and to provide the basis for further initiatives to help manage performance in their area.
This scheme is being piloted in libraries and in a leisure centre.

Quarterly Human Resources Report – October – December 2011


	4.1
	The quarterly Human Resources report is a numerical representation of HR activity in the preceding quarter.  It gives an update on current staff numbers and future reports will note the change in numbers from the previous report.  There is also an outline of the absence levels within the Company, number of leavers, the recruitment activity, number of formal discipline cases, number of formal grievance complaints, any harassment issues and an employee relations update.  


	4.2
4.3


	Staffing Establishment

The staffing establishment at the date of transfer to HLH was 446.3 FTE made up of 266 full time, 293 part time posts.   This included approximately 40 vacancies at the date of transfer. In addition there were approximately 900 sessional employees and 33 zero hours staff.
Update on Staffing Establishment

Two business support posts were deleted and two created to better meet the needs of HLH, resulting in an overall reduction to the establishment of 0.26FTE.


	4.4
4.5
4.6
4.7
4.8
5.
5.1

5.2

6


	Absence Levels – October – December 2011
Section

Staff No’s (FTE)
Working Days

Days Absence

%

Adult learning

15.06

903.6

8

0.88

Archives

23.09

1385.4

17.00

1.22

Arts

3.95

237

1

0.42

Leisure

157.12

9427.2

302

3.20

Libraries

111.91

6714.6

246.50

3.67

Museums

13.70

822

63

7.66

Outdoor

3.00

180

0

0

Sport

35.30

2118

124

5.85

Youth

37.59

2255.4

16.50

0.73

Highland-wide

24.89

1493.4

15

1.00

TOTAL

426.61

25596.6

793

3.09%

Discipline

There were no new formal disciplinary issues during the period.

Grievance

There were no new formal grievance issues during the period.

Harassment

There were no harassment issues raised during the period.

Employee relations 

The Company has engaged with the three trade unions that have members within the organisation, namely Unison, Unite and GMB.  There is a positive relationship with all three unions and the full-time officials are content for HLH to engage primarily with employee representatives at a local (internal) level with the union office being copied in on appropriate matters.

Queen’s Jubilee Public Holiday
The public holiday to mark the Diamond Jubilee of Her Majesty Queen Elizabeth II is Tuesday 5 June 2012. THC’s Resources Committee has agreed to grant its workforce an additional annual leave day to mark the Diamond Jubilee on Monday 4 June 2012. THC has fixed the date following discussion with trade unions.  The Director of Education, Culture and Sport has indicated that opening facilities on that day is a matter for the HLH Board with no additional payment available from THC. If HLH grants this as a public holiday and all facilities remain open as normal the additional cost would be approximately £27K.

It is proposed that Directors grant the Queen’s Jubilee holiday to HLH staff and that this be the same date as THC selects. However, in recognising that there is a demand for family activity on public holidays it is suggested that Directors, at a cost to the company of approximately £6K agree to the following facilities remaining open: 

a. Selected swimming pools and leisure centres with swimming pools in them on a reduced hours basis from 10am to 4pm (Wick Pool; Thurso Pool; Sutherland Pool, Golspie; Invergordon Leisure Centre; Dingwall Leisure Centre; Lochbroom Leisure Centre, Ullapool; Fingal Centre, Portree; Lochaber Leisure Centre, Fort William; Craig Maclean Leisure Centre, Grantown; Nairn Pool)

b. The Highland Folk Museum; and 

c. Badaguish Outdoor Centre to honour a pre-existing booking. 

Staff Survey
THC undertakes an organisation wide staff survey every two years and is currently planning the next version.  It has been suggested that HLH may wish to be involved in this initiative and therefore to be included in the Council survey.   However, having considered the potential advantages and disadvantages, it is concluded that to participate in THC’s survey would continue confusion over the employment status of HLH staff.
It is therefore proposed that a report is brought to a future HLH Board recommending a format for a HLH staff survey.


	Recommendation
It is recommended that Directors agree:-
i. to adopt the Equal Opportunities Policy detailed in Appendix A;
ii. to adopt the Harassment Policy detailed in Appendix B;
iii. to adopt the Early Retirement/Redundancy Policy detailed in Appendix C;
iv. to note the draft Staff Appraisal System guidance at Appendix D, currently being piloted;
v. to note the contents of the quarterly report including the update on the staffing establishment;
vi. to High Life Highland granting the Queen’s Jubilee Public Holiday; and
vii. that High Life Highland does not take part in The Highland Council staff survey and that a report is brought to a future High Life Highland Board recommending a format for a High Life Highland survey.
  


Signature:

Designation:
Chief Executive
Date:

19 March 2012
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	Equal Opportunities Policy

v3 – February 2012


1.
Introduction

High Life Highland is committed to the promotion of equality of opportunity.  It intends that no job applicant or employee shall receive less favourable treatment because of age, colour, disability, ethnic origin, gender reassignment, marital or family status, nationality, race, religion or belief, sex, sexual orientation, or any other non-job related factor.

Through the Policy and its implementation, High Life Highland seeks to ensure that the talents and skills of its employees are utilised to the full, to the benefit of the Company, its employees and customers.

2.
Aims

Through this Policy High Life Highland will ensure that equality of opportunity results in non-discriminatory employment practices.

The Policy has a number of aims:
· the recruitment process will result in the selection of the most suitable person for the job. The practices will apply equally to internal and external recruitment arrangements.  A person specification which defines the qualifications, experience and other skills required in the post, will only include those factors which are necessary and justifiable as objective criteria for the satisfactory performance of the job

· the commitment to equality will be an integral part of induction training for all new post holders.  Staff will have training made available on the equal opportunity policy and its implications, as relevant to their responsibilities within High Life Highland

· employees will receive training to help them to perform their jobs effectively.  Training programmes, educational and vocational courses leading to qualifications relevant to their career development will be made available to staff in accordance with the business needs of their service.  High Life Highland's commitment to Equal Opportunities will be reflected in positive action to develop employees by training, counselling, and other means, to assist them in achieving their full potential

· procedures will be established to address harassment in the work place, and to inform employees that such harassment is a disciplinary offence.  A non-discriminatory working atmosphere will be promoted and maintained

· there will be no discrimination in terms of conditions of employment, facilities and benefits, and that potentially disadvantaged groups, and the Trade Unions should be consulted in the establishment of relevant employment policies and procedures

3.
Means of Implementation

3.1
Responsibility for Implementation of the Policy 

The Senior Management Team has the main responsibility for the implementation and monitoring of the Policy, with the Joint Consultation Groups receiving reports and proposing measures for implementation and development

It is the clear responsibility of the Chief Executive, Heads of Service, Principal Managers to implement the Policy.

3.2
Responsibilities of Employees

Although the primary responsibility for the implementation, development and monitoring of equal opportunities lies with the Company and its Senior Managers, each member of staff has a responsibility to co-operate with the policy and its implementation to ensure equality of opportunity at every level.

In particular, employees must:

· co-operate with measures introduced to ensure that there is equal opportunity and non-discrimination

· not discriminate, e.g. as supervisors or as persons responsible for selection decisions in recruitment, promotion, transfer or training

· not induce or attempt to induce other employees or Trade Unions or management to practice discrimination e.g. by refusing to accept employees from particular racial groups or by refusing to work with a person who has a disability

· ensure that the principles of equal opportunities are applied in all dealings with members of the public, and that no actions are taken which could be held to be discriminatory 

Employees should be aware that any discriminatory behaviour may lead to disciplinary action.

3.3
Communication

To be effective the Policy must be communicated to every employee within High Life Highland.  They should be aware of the Policy's content, the ways in which it will be implemented, and the responsibility they have in ensuring its effectiveness.  Communication of the Policy and what it means in terms of effective working practices will take place at induction, through awareness raising, training, and by direct communication to employees.

It is also important that High Life Highland communicates its commitment to equality of opportunities in employment practices to the general public.

3.4
Training and Development

Training and development has an important role in achieving equality of opportunity, and this must be clearly reflected in the training processes for key staff. 

Through training and development, the High Life Highland will aim to:

· Eliminate actual or potential inequality and the opportunities available to staff, to develop skills relevant to their jobs, and to develop their careers within the Company

· Provide specific guidance to members of staff involved in recruitment and selection, grievance handling, disciplinary matters and employee development

· Take steps to inform staff of existing training and personal development opportunities that will enable them to develop their careers and reflect the business needs of their Service
· Ensure that all training delivered is consistent with the Company's Equal Opportunities Policy and uses non-discriminatory language

No assumptions will be made that members of a particular group are unsuitable for promotion, lack of interest in career development, are likely to have "a shorter working life", or would be unavailable for residential training due to domestic commitments.

3.5
Recruitment and Selection

The application of the Equal Opportunities Policy in recruitment and selection will be through a Recruitment Policy, and guidelines of good practice.  The guidelines will try to ensure that recruitment and selection processes are conducted in such a way as to promote equal opportunities. Selection decisions will be made only on the basis of requirements of the job as set out in the job and person specifications, and clear records will be kept on the decisions made.

3.6
Genuine Occupational Requirement

In very limited circumstances it will be lawful for an employer to treat people differently if it is a Genuine Occupational Requirement (GOR) that the job holder must be of a particular sex, race, disability, religion or belief or sexual orientation.  When deciding if a GOR applies it is necessary to consider the nature of the work and the context in which it is carried out.  An organisation wishing to claim a GOR must bear in mind several points including:

· GOR’s should be identified at the beginning of the recruitment, training or promotion process and before any vacancy is advertised

· Each job for which a GOR may apply must be considered individually; it should not be assumed that because a GOR exists for one job, it also exists for jobs of a similar nature or in a similar location

· A GOR can only be claimed where it is necessary for the relevant duties to be carried out by a specified individual, not merely because it is preferable

· A GOR must be reassessed on each occasion a post becomes vacant to ensure that it can still be validly claimed
· A GOR cannot be used to establish or maintain a balance or quota of male/female employees, employees of a particular religion or belief, sexual orientation or disability 

· GOR’s can only be used in very exceptional circumstances and the guidance for managers will give clear guidelines should such circumstances arise

3.7
Employment Policies, Procedures and Conditions

Systematic review and monitoring of the existing employment practices and conditions of service will take place to ensure that barriers are removed in terms of the development of equality of opportunity.  A consistent approach in the development and application of policies, conditions and procedures will try to ensure that discrimination does not occur in employment benefits or conditions of service.

3.8
Monitoring and Review

Monitoring is central to the effective implementation of an Equal Opportunities Policy and action plan.  It will provide basic information required on all aspects of recruitment, selection, promotion and training, and enable an assessment of what is happening within the organisation.  It provides a foundation for the development and implementation of equal opportunities action plans for the High Life Highland.  As a result of the monitoring process HR Policies and Procedures will be reviewed to ensure consistency in approach in the support of the Equal Opportunities Policy.  The Policy itself will require periodic review and revision.

3.9
Positive Action

Positive action recognises that special measures are needed to offset past discrimination, and that these measures are necessary to overcome inequality which may persist.  It means adopting a programme designed to remove barriers to equality of access to employment, training and personal development. 

Types of measures which may be appropriate are the introduction of flexible working patterns, encouragement of employees to propose methods and actions to improve equality of opportunity.

3.10
Complaints, Grievances, Discipline and Harassment

It is essential that staff are aware that conduct and behaviour in terms of equal opportunities legislation which they find personally offensive will not be acceptable, and support will be given to those employees feeling disadvantaged, threatened or intimidated in any way.

Clear rules and procedures aimed at eliminating harassment in the work place will be developed and monitored closely.

Care will be taken to ensure that an employee who has taken action in good faith under the Sex Discrimination Act 1975, the Race Relations Act 1976 or the Disability Discrimination Act 1995 does not receive less favourable treatment than other employees.  It will not be automatically assumed that individual staff that have complaints are over sensitive, nor should their grievances be treated lightly or ignored.   Where it has been found that allegations have substance, subsequent disciplinary action may well be taken against a member of staff who has acted in a discriminatory manner.

3.11
Trade Union Involvement

The Policy recognises that Trade Unions have an important role in achieving and sustaining equal opportunities. Accordingly, they will be consulted on policy formulation, and will be encouraged to draw attention to areas of apparent discrimination, and to come forward with proposals to support the implementation and development of the policies.

3.12
Devolved Relationships

Where the Company establishes as the principal party devolved or agency relationships, it will pursue the application of this policy in such a relationship in practical ways.

Appendix 1 (Equal Opportunities Policy) - Monitoring and Maintenance

To ensure the effectiveness of the Policy, monitoring is required.  Responsibility for monitoring falls for the most part to HR, with the assistance of Heads of Service and Principal Managers.  The gathering and analysis of information should substantially aid the tackling of inequalities and discrimination, and will be reported to the JCGs and be made available to the Trade Unions on a periodic basis.  Particular areas of monitoring will be as follows:

Potential Employees

· The recording of number, sex and status of applicants for jobs

· The development of job and person specifications and advertisements to ensure that they relate to the post and not to an individual, with text and design being non-discriminatory

Recruitment and Selection

· The development of distinct and separate records of numbers of men, women, status, origin of successful applicants, including the non-discriminatory design and text of forms

· The recording of training of those involved in the selection process.

· The pursuit and use of references without discriminatory bias

· The monitoring of recruitment and selection techniques specifically related to job requirements

Current Employees

· The systematic recording and analysis of establishment information to draw attention to potential discriminatory practices

Training

· The review of training records to ensure a non-discriminatory approach in access to training, and to confirm the extent to which training has been specifically undertaken to support this policy, in line with the business needs of each Service

Terms and Conditions of Employment

· To ensure freedom from discrimination and bias

· That the provision of monetary and non-monetary benefits and conditions will be job related and equitably applied

Grievance and Disciplinary Procedures

· To ensure the sensitive and effective treatment of employees

· To establish training records and needs analysis, to ensure that training is delivered to appropriate staff

Employees Departure

· To ensure that exit interviews are conducted with all leavers, with a view to eliminating potential bias against groups of employees

Appendix 2 (Equal Opportunities Policy) - Positive Action

The implementation of an Equal Opportunities Policy requires positive action and intervention to make it successful.  Suggested below are the types of practical action which demonstrate commitment to equality of opportunity in employment:
· The introduction of flexible working patterns which allow employees a choice in the organisation of working and family hours.  This particularly assists those employees or potential employees with care responsibilities

· Investment in facilities promoting equal opportunity e.g. facilities for the disabled

· Recruitment promotion which stresses facilities, flexibility, and advantages to particular groups, and encourages applications from disadvantaged groups

· Encouragement of employees to propose methods and actions to improve equality of opportunity

· The provision of support for "pioneer" employees i.e. those employees undertaking what has been regarded as non-traditional activities e.g. female transport workers

· The provision of specific training for groups who may be under represented at particular jobs and levels

· "Return to work" interviews after substantial periods of absence

· The wide publication of information on a range of equality matters such as sexual harassment, recruitment and selection, personal development, flexible working hours, disability etc.
These proposals are not exhaustive.  They are indicative of the type and range of actions which would support the policy.

APPENDIX B
	[image: image2.png]highlife

highland
na gaidhealtachd




	Harassment At Work

v3 – February 2012


1.
Introduction

1.1
There is no simple definition of harassment in the workplace.  It can take a variety of forms such as physical contact, verbal abuse, written abuse, obscene gestures, deliberately isolating individuals, non-co-operation, sexual innuendo, sexual harassment and bullying.  It does not depend simply on the intention of the offender, but also the impact of their behaviour on the victim.

1.2
Harassment at work can have a high cost.   For the employee it can manifest itself in physical fear, stress and anxiety, absenteeism and low morale.  For the employer it can lead to absenteeism, poor work, high turnover, depressed morale, and to legal action being taken.  The cost of the latter could be substantial if harassment claims are pursued through the Courts as discrimination.   There is also the cost to the employer if a case reaches an Employment Tribunal, through poor publicity and damage to the employer's image and standing.

1.3
The policy statement demonstrates High Life Highland's commitment to tackle harassment in the workplace.  It represents, through the procedures, a determination to deal with complaints and allegations in a reasonable, consistent and sensitive way.

1.4
The purpose of this Policy is to address the issue of harassment in the workplace, and to outline procedures which will enable claims of harassment to be dealt with quickly and effectively.   The policy and associated procedures are an integral part of the Company's Equal Opportunity Policy.

1.5
Harassment can be caused by colleagues, supervisors,  clients, members of the public, contractors, etc.  Often the employee facing harassment is reluctant to complain because of embarrassment, fear of reprisal/ridicule, or reluctance to elicit unwanted public attention.

1.6
It is recognised that there is no simple definition of harassment.  It does not depend simply on the intention of the offender, but also the impact of their behaviour on the victim.  What one individual may accept may prove unacceptable to another.

1.7
The Equalities Act 2010 has explicitly outlawed harassment in specific circumstances.  Employers can avoid liability only if they can prove that they have taken appropriate measures to ensure harassment has not taken place or that they have dealt effectively with any alleged harassment.

1.8
The Policy will apply to all employees of High Life Highland.  Adoption of the Policy with clear implementation procedures will ensure that:
· all staff are aware that harassment (whether intentional or not) will not be tolerated or deemed acceptable by High Life Highland

· an employee can raise a complaint of harassment confidentially without fear of ridicule and reprisal

· all employees will be aware of whom to contact and what action is open to them, and of the complaints procedure

· line managers will be aware of what action to take if a claim of harassment is made

· any incident of harassment will be regarded as extremely serious, and could be grounds for disciplinary action which could include dismissal

2.
Forms of Harassment

2.1
Harassment can take a number of forms including:
· physical (from touching to serious assault)

· verbal and written (e.g. offensive language, jokes, slander, malicious gossip)

· visual (e.g. posters, graffiti, gestures)

· isolation/non-co-operation (e.g. exclusion from social activities, etc.)

· coercion (e.g. pressure for sexual favours, pressure to join a political group, etc.)

· intrusion (e.g. pestering, spying, following)

· victimisation (e.g. for making a claim for harassment)

2.2
Harassment is behaviour which causes offence or makes a person feel uncomfortable.   The 2010 Equalities Act enables employees to complain of behaviour that they find offensive even if it is not directed at them, and the complainant need not be subject to the harassment themselves. 

2.3
Third party harassment is where an employee is harassed by someone who is not an employee of the Company (for example a customer or a contractor).  If an employee complains of third party harassment it is important to take action to prevent it from happening again.  If the Company does not take action after receiving two complaints and the problem re-occurs then the employee can complain under the Equalities Act.

3.
Harassment Counselling

3.1
Officers within High Life Highland will be nominated as harassment counsellors as an initial contact for employees claiming harassment.  HR will hold the list of harassment counsellors.  There will be designated officers in each Service plus professional HR staff.  The harassment counsellors, who will be given appropriate training, will discuss with a complainant, in an informal way, incidents or problems.  They will act as advisers on the next course of action.  Any discussion will be confidential and further action will not normally be taken without the complainants express permission.

4.
Employee Action

Actions that can be taken by employees include:
· In many instances it is possible for the complaint to be resolved quickly by the person explaining directly to the harasser the effect their behaviour is having and that they want it to stop 

· Making it clear that if it continues a formal complaint will be made 

· If the behaviour of a person is aggressive it may be necessary to walk away making it clear you do not wish to be spoken to in that way

· If the employee feels unable to raise his or her concerns with the person directly, he or she could write to them stating that they feel harassed, state where and when this occurred and how he or she wishes to be treated.  Always keep a copy 

· Keeping a diary of all incidents – records of dates, times, any witnesses, personal feelings etc.  Copies of any correspondence that may be relevant, for example reports, letters, memos, notes of any meetings that relate to the issue 

5.
Informal Procedure

5.1
Where possible, complaints of harassment should be dealt with informally.  If the employee is unable to raise the matter directly with the harasser, the informal procedure also allows the employee to raise a matter confidentially with a counsellor, with no obligation to pursue it as a formal complaint.  This is likely to produce solutions which are speedy, effective and minimise embarrassment and the risk of breaching confidentiality.

The counsellor will meet with the employee and will provide support and information and will outline options to the employee where this is appropriate.

 5.2
Mediation

Mediation is recognised as a useful tool in resolving appropriate harassment claims.

If an employee feels unable to deal directly with the alleged harasser, then as part of the informal procedure he or she should contact HR.  The HR adviser will discuss and agree with the employee the steps to be taken to assist in resolving the difficulties.

The mediator will normally meet with both parties individually before advising on next steps of the mediation process.  Possible options would include a further meeting between both parties, facilitated by the mediator.  At this meeting the complainant will be given the opportunity to explain to the individual the reasons why they consider their behaviour to constitute harassment.  Where possible the matter will be resolved through informal discussion and agreement about future behaviour.

Mediation should be arranged through HR.

5.3
Failure to reach a resolution.

Where it has not been possible to resolve the matter through informal procedures, the decision whether to progress a complaint rests with the individual.  However, where the employee is reluctant to take formal action despite alleging serious harassment, the harassment counsellor has an obligation to inform the Head of Service who must take action.  In these circumstances the harassment counsellor must discuss the circumstances with a HR adviser and must advise the employee of his/her intention to escalate the matter to the Head of Service.

Where the informal procedure has not resolved the alleged problem, or the matter is of a more serious nature, the employee may submit a complaint in writing to his or her Head of Service.

6.
Formal Procedure

Formal complaints of harassment will be considered by the Head of Service in accordance with the Company’s Disciplinary Procedures.  Under these procedures it is possible, where appropriate, for the complaint to be addressed by offering counselling to the alleged harasser.

However, if the complaint is of a more serious nature and it is considered that a formal investigation is required, it may be difficult to comply with the normal timescales as set out in the Disciplinary Procedures and these timescales may have to be extended.  However, if this is the case, any extension to the timescales should be kept to a minimum and all parties should be kept fully informed of progress on a regular basis.

7.
Recording and Monitoring

A record of the complaint and investigation will be kept with HR, including the names of parties, dates, nature and frequency of incidents, action taken, follow-up and any monitoring to be implemented.  This information will be anonymised and used for statutory reporting.

8.
Allegations involving an person who is not a High Life Highland  

Employee

Where an employee alleges harassment by someone who is not an employee of the Highland Council the matter will be reported to the Human Resources Manager for action.

9.
Communication, Training and Monitoring

9.1
Communication

Responsibility for implementation of the policy lies with Heads of Service.

Prominent and regular communication of the Policy is important to ensure that all employees:
· understand the Company's commitment to eliminate harassment at work, and the reasons for this

· are aware of the procedures and the role and availability of confidential counsellors

· know how to make complaints and have the confidence that they will be handled effectively

9.2
Monitoring and Review

Complaints will be monitored by the Head of Resources to identify general trends, areas of concern, and to ensure that the policy and procedures are appropriate and effective in conjunction with Heads of Service and Principal Managers as appropriate.

10.
Harassment Counsellors


Person
Service


Telephone

aa

Resources 


01463 

bb

Performance 




cc

Business




11.
Trade Union Consultation
The trade unions were consulted and supported the introduction of this policy.  Consultation will also continue particularly in relation to the implementation and monitoring of the policy.
APPENDIX C
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	Early Retirement/Voluntary Severance Scheme

v2 – February 2012


1. Introduction

High Life Highland has an Early Retirement/Voluntary Severance Scheme to permit employees to retire early from the Company's employment should this be in the interests of the Company. 

2. Acceptable Categories for Early Retirement

2.1     On the grounds of redundancy

2.2     In the interests of the efficiency of the service

i.  as an alternative to redundancy of an individual

ii. to avoid redundancy of another employee
iii.  to assist in service restructuring
iv.  to effect financial savings
v. other justifiable circumstance which would be in the interests of the   service

Meets the wishes of the employee provided at least one of the above criteria is satisfied.

2.3     Permanent ill-health.

3. Regulations

The current regulations applying to Early Retirement are the Local Government (Discretionary Payments and Injury Benefits) (Scotland) Regulations 2009 which amended the previous relevant regulations.

4. Compensation

Any employees made redundant will be granted compensation in terms of the relevant regulations in accordance with Appendix 1, with their redundancy payments being based on actual pay.
Where an employee ceases employment in the interests of the efficiency of the service, compensation is at the discretion of the Board who can award up to 5 years enhancement including no enhancement.  

5. Re-employment

Employees granted early retirement by High Life Highland on voluntary severance, redundancy or efficiency grounds will not be re-employed by High Life Highland in any capacity without the specific approval of the Chief Executive.

In addition, employees who are retired on the grounds of ill-health by High Life Highland will not be re-employed by High Life Highland without being medically examined and assessed as being fit to be re-employed by one of the Company’s independent medical practitioners.

6. Appeals

There is no right of appeal under the Company’s employment procedures either against a Head of Service’s decision to refuse support for a voluntary severance/retirement on efficiency grounds request or against a decision by the Board.

NOTES:

Early retirement on grounds of redundancy may be acceptable to the Company under one of the following criteria:

· the employee’s post can be deleted from the establishment

· in the case of a ‘bumped’ redundancy, another identified vacancy is created which is then deleted

· there is a significant reduction in hours

· there is a significant change in duties

In cases of early retirement on grounds of redundancy, the Head of Service and employee will agree a termination date that will enable the employee to work his/her contractual notice.  If the employee wishes an earlier termination date he/she must write to the Head of Service agreeing to waive his/her entitlement to any pay in lieu of notice.  Pay in lieu of notice will only be authorised by the Head of Service in exceptional circumstances following consultation with the Human Resources Manager.

In cases of retirement on efficiency grounds the Head of Service and employee will agree a mutually acceptable retirement date and pay in lieu of notice is not, therefore, applicable.

Appendix 1 (Early Retirement/Voluntary Severance Scheme)
COMPENSATION PAYMENTS TO EMPLOYEES

MADE REDUNDANT AFTER 15 MAY 2010 

	Service
	Option 1

Add Years Compensation
	Option 2

Lump Sum Compensation – number of weeks entitlement (includes Statutory Redundancy Entitlement)

	1
	0
	5

	2
	0
	10

	3
	0
	15

	4
	0
	20

	5
	1
	30

	6
	1
	30

	7
	1
	30

	8
	1
	30

	9
	1
	30

	10
	2
	40

	11
	2
	40

	12
	2
	40

	13
	2
	40

	14
	2
	40

	15
	3
	50

	16
	3
	50

	17
	3
	50

	18
	3
	50

	19
	3
	50

	20
	4
	66

	21
	4
	66

	22
	4
	66

	23
	4
	66

	24
	4
	66

	25
	5
	66

	26
	5
	66

	27
	5
	66

	28
	5
	66

	29
	5
	66

	30
	5
	66

	31
	5
	66

	32
	5
	66

	33
	5
	66

	34
	5
	66

	35
	5
	66

	36
	4
	66

	37
	3
	66

	38
	2
	66

	39
	1
	66

	40
	0
	66


	
	Total service for calculation purposes restricted to 40 years or service that could be attained at age 65


	The first £30k awarded is Tax free.  Compensation over £30k is subject to PAYE

Restrictions currently apply to scheme members aged over 63, which may limit award to that achievable by age 65 subject to statutory minimum




Options

	a)
	Employees who, at their date of retirement on grounds of redundancy, are aged 55 or over and are in the Local Government Pension Scheme (LGPS) (or aged 50 or over and in the LGPS on 5 April 2006) can choose Option 1 or Option 2.



	b)
	Employees who, at their date of retirement are not in the LGPS, or are aged under 55 (under 50 if in the LGPS on 5 April 2006) at their date of retirement are only entitled to Option 2.
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	Appraisal System Guidance (Replacing the PDP process)

v1 - DRAFT


High Life Highland believes in the importance of supporting staff through regular feedback on performance.  This allows clear targets to be agreed; for issues to be raised by managers and staff before they become problems; and for any performance issues to be addressed with additional support and/or training.

Formal appraisals will be undertaken annually, and reviewed at a minimum of six months.  Reviews can be more frequent, for example monthly, weekly or even more often.  Appraisals are for all staff. For some staff, for example for those with limited hours, it may be appropriate to work with them as a group.  However, the addressing of any performance issues must be done on an individual basis.

The implementation of the staff appraisal process will be monitored.  The targets and comments in an individual appraisal are confidential and will not be recorded centrally.  When an appraisal or review has been completed, fill in the short form that records the date of completion on the High Life Highland web-site.  If a deadline is missed you will be sent a reminder e-mail.  If a further deadline of two weeks is missed, you and the Human Resources Manager will be sent a reminder e-mail, and relevant line managers informed.

At an appraisal and appraisal review it is expected that you will discuss:

· What has well since last discussion

· What has gone less well

· Comments on job/ role/ organisation (positive and concerns)

· The completion of targets agreed at the last discussion

· New targets

The appraisal process is a tool to help High Life Highland improve performance. Targets should therefore be SMART:
· Specific

· Measurable

· Achievable

· Realistic

· Timed (i.e. with a deadline for completion)

The process may identify performance issues.  A performance issue is - "Where a member of staff is failing in a significant or persistent way to carry out their responsibilities or duties in a satisfactory manner, either due to a lack of ability, inadequate training or lack of experience.”

Where targets have not been met this may be for good and identifiable reasons.  Where these reasons do not exist, the appropriate first steps are to clearly identify the problem, and to offer additional coaching, training, mentoring etc.  Where these steps do not address the issue, then the new ACAS code says that before someone is dismissed for poor performance they should be given at least two formal warnings.

The appraisal system forms part of a process that may lead todismissal for poor performance.  If the appraisal process and the review system does not address performance issues then the next step of moving towards disciplinary action must be discussed with Human Resources staff who are able to advise.

A well conducted appraisal process should in most cases help to address performance issues without the need for further action.  High Life Highland’s system is designed to set clear targets and outcomes, and provide support to staff to achieve these.

	Staff Appraisal Record (name):



	Outcomes Achieved by Review Deadline



	

	

	Outcomes Not Achieved by Review Deadline


	Reason
	Agreed support action (eg coaching, training)
	New deadline
	Review date

	
	
	
	
	

	
	
	
	
	

	New tasks from this review


	Deadline
	How will success be measured?
	Additional support required
	Review Process (daily, weekly, monthly)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Date of appraisal meeting:
	
	Line Manager’s signature:
	

	Date of review:
	
	Officer’s signature:
	


High Life Highland

Pre-appraisal personal preparation form

You will shortly be meeting with your line manager for your appraisal.  The meeting is to review the contribution that you have made over the past year to the aims and goals of High Life Highland and your section.  The appraisal will also be an opportunity to discuss your future targets and responsibilities.   It is intended as a TWO-WAY discussion and is as much for your benefit as your manager’s.  It is an opportunity for your views to be heard.  

To enable you to prepare for this meeting, think about the questions on this form and note any points which you wish to raise.   The questions are only intended to assist so if there are any other issues feel free to note them down and raise them at the meeting.  Equally don’t worry if you feel that you have nothing to say for some of the questions but you should think about them in advance and try to answer most of them.  You should bring this form with you to the meeting to help you remember everything that you want to discuss.

At your appraisal meeting your appraiser will make notes and discuss all the areas on this form with you.  They may choose to do so in a different order to this form.  There will also be a couple of questions about the appraisal process at the end.

A. Your performance during the past year

1. What parts of your work do you think you have done successfully during the past year?

2. What parts of your job could you have done better during the past year?

3. Did you feel able to do everything that was required of you? If not then why not? (e.g. time constraints, lack of training etc.)

B. High Life Highland and your performance

4. What things do you feel High Life Highland or your section has done well that has affected how you do your job?

5. What things do you think High Life Highland or your section could have done better that has affected your ability to do your job?

C. Training/ Support

6. Have you undertaken job related training or received job related support in the past year?  Was it useful?  Is there any training or support that was previously agreed and not supplied?

7. Is there any job-related training or support that you think would help you improve your performance? What do you think the benefits of the training or support would be to High Life Highland?

D. Your job and you

8. What gives you the greatest satisfaction in your job?

9. Is there anything that makes you unhappy about your job?

10.  Do you have other skills that you are not using in your current role that you think would make a good contribution to High Life Highland?

G. Your career

11.  How do you see your job / career developing?

H. High Life Highland

12.  Is there anything else that you think High Life Highland could do better (even if it  has nothing to do with your job)?

I. Anything Else

13.  Is there anything else you want to discuss at your appraisal?
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