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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 two documents for adoption.
It is recommended that Directors agree to:-

i. adopt the Employee death in Service procedure detailed in Appendix A;
ii. adopt the Employee Development Framework detailed in Appendix B; and
iii. note the contents of the quarterly report including the update on the staffing establishment.  


	1.

	Background

	1.1
	High Life Highland (HLH) adopted the personnel policies, procedures and guidelines of The Highland Council (THC) as an interim measure.  Over time these are being adapted and updated for HLH.  This report seeks the approval of the Directors for two documents reviewed in light of the needs of HLH:  the Employee Death in Service procedure and the Employee Development framework.
   

	2.
	Employee Death in Service Procedure and Employee Development Framework


	2.1
	The draft Employee Death in Service procedure is included at Appendix A of this report.  It outlines a straightforward process for managers to follow in order that no important issues or steps are missed.  


	2.2
	A draft Employee Development Framework is included at Appendix B of this report. It outlines the structure within which all training and development in High Life Highland will be managed.


	3.

	Quarterly Human Resources Report: January -  March 2012

	3.1
	The quarterly Human Resources report is a numerical representation of HR activity in the first quarter of 2012.  It gives an update on current staff numbers and notes the change in numbers from the previous report.  There is also an outline of the absence levels within the Company, and an employee relations update.  


	3.2
	The staffing establishment is 446.04 FTE and there has been no change in the quarter being reported. 


	3.3
	11 Employees left High Life Highland in the first quarter of 2012 – 7 resignations, 3 retirees and one dismissal. In the same period 29 posts were advertised and filled.



	3.4

	Absence Levels – January – March 2012
Section

Staff No’s (FTE)

Working Days

Days Absence

%

Absence Rate

Average Sick days per employee
Adult learning

15.84

998

52

5.21

3.28
Archives

24.09

1518

33

2.17

1.37
Arts

3.95

249

4

1.61

1.01
Leisure

157.58

9927

247

2.49

1.57
Libraries

111.54

7027

174.5

2.48

1.56
Museums

14.7

926

66

7.13

4.49
Outdoor

3

189

0

0

0
Sport

35.5

2237

23

1.03

0.65
Youth

37.59

2368

34.5

1.46

0.91
Highland-wide

27.89

1757

29.5

1.68

1.06
TOTAL

431.68
27196
663.5
2.44
1.54
This shows a reduction in the % absence rate from Q3 (October – December 2011) from 3.09% of 0.65% and a reduction in the average sick days per employee from 1.85 of 0.31.


	3.5
	During March one employee was dismissed on the grounds of gross misconduct.



	3.6
	The Company has engaged with the three trade unions (TU) that have members within the organisation, namely Unison, Unite and GMB.  The first joint Company/TU Health and Safety Meeting was held although the TU turnout to this was disappointing.  The first formal Joint Consultative Forum (JCF) was held on 11 June, subsequent to the drafting of this report.  HLH continues to foster a positive relationship with all three trades unions.




	Recommendation
It is recommended that Directors agree to:-
i. adopt the Employee death in Service procedure detailed in Appendix A;
ii. adopt the Employee Development Framework detailed in Appendix B;
iii. note the contents of the quarterly report including the update on the staffing establishment;

  


Signature:

Designation:
Chief Executive
Date:

4 June 2012
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	Employee Death in Service Procedure

DRAFT

v5 – June 2012


Procedure to be adopted when an employee dies in Service

Notification of employee's death (e.g. by relatives) 

[image: image2.png]



Principal Manager to identify one manager to handle process completely. This person will remain the sole High Life Highland (HLH) contact point for family and for enquiries e.g. gathering personal effects, etc.  (This is important for the bereaved - too many involved becomes confusing and will lead to irretrievable errors). 

[image: image3.png]


 

If death occurred as a result of an incident at or a possible work related incident then let Health and Safety know.  

[image: image4.png]


 

Delegated manager establishes next of kin and makes contact to offer assistance. Confirms that matters concerning wages, pension, will be taken up by the Highland Council (THC) Payroll Section.  Delegated manager also drafts letter of condolence, to be signed in due course by Chief Executive and sent after funeral. (Establishing next of kin must be done carefully). 
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Delegated manager contacts THC Payroll Section with the details required on the ‘Notification of Death’ form.  This should initially be done verbally. Payroll will require the details in the attached form.
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Delegated manager arranges for written communication to THC Payroll Section to inform of death (SAL1).  This should include accrued holiday entitlement, etc.
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THC Payroll Section calculates and confirms to the next of kin wages due, holiday pay due, pension payments and arrangements for potential payment.  (It may be necessary to place possible benefits due in a suspense account pending certificate of confirmation or other evidence of rights to monies being exhibited by next of kin/executor). 
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Delegated manager establishes the date, time and place of funeral and ensures managers and colleagues are advised.  Delegated manager also makes arrangements for flowers or wreath to be sent on behalf of colleagues.  (Note – some families specifically request no flowers and ask for a donation to a nominated charity instead)
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Delegated manager advises local union officer (Unions have welfare role, Payroll can advise if person had automatic deductions of union dues and to which union individual belonged). 

[image: image10.png]


 

Next of kin/executors or agents (e.g. solicitors) for executors to be contacted by THC Payroll Section giving indication of monies due and information of need for certificate of confirmation or evidence of irrefutable right, such evidence required to be in writing.   
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On receipt of certificates, confirmation or other written evidence of irrefutable right from next of kin/executors, THC Payroll Section arranges for monies due, together with covering letter to be sent to next of kin and/or executor.  

[image: image12.png]


 

Delegated manager drafts a "condolences" letter from Chief Executive to next of kin and ensures that it is sent after any funeral. 
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Delegated manager makes additional contacts to offer support, pass on additional information and to pass on personal effects. 

 

IF IN DOUBT, CONTACT HUMAN RESOURCES.

NOTIFICATION OF A DEATH
	Name of Deceased


	

	Date of Death


	

	NI No


	

	Payroll Ref


	

	

	Name of Caller


	

	Relationship of Caller


	

	Address of Caller


	

	Contact Tel No


	

	 

	Surviving Spouse


	

	Address Of Spouse


	

	

	Is there a Solicitor Involved?
	

	If yes, Name and Address


	

	

	Who would they like us to write to?
	* Caller  /  * Spouse  /  * Solicitor  

(Delete as appropriate)

	

	Completed By:


	Date & Time of Call:
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	Employee Development Framework

v2 – May 2012


1. Introduction

This framework is presented within the context of High Life Highland’s overall objectives.  The Employee Development framework is designed to ensure the efficient and effective operation of the Company within the available resources and operational constraints.    

2. The Principles

Effective training and development is central to service delivery and to achieving performance targets. 

Training and development involves all staff, regardless of their role in the Company, in:

· Identifying the knowledge, skills, attitudes and capabilities that they or the Company need

· Planning how to meet these needs

· Continuously developing knowledge, skills, etc. in anticipation of changing requirements

· Accepting responsibility for addressing these needs

· Ensuring cost effective solutions are found for identified employee development needs

The opportunities for employee development may include: 

· Learning At Work 

· Coaching

· Secondments 

· Mentoring 

· Networking 

· Formal Course Attendance

· Attendance At Conferences & Seminars 

· Distance Learning 

All of these may contribute towards continuing professional development and/or the pursuit of appropriate qualifications. 

3. Resources

High Life Highland will continue to support professional qualifications, specifically required health and safety training, and training required in order to legally deliver services are areas that will have priority in the allocation of resources. 

4. The Processes

The employee development framework is driven by the Company's performance appraisal process.  Employees will know exactly what their current job requires of them and what new demands are emerging.  This will enable the Company to develop focused individual action plans which will be closely linked to the appraisal process.  The action plans will feed into the business training and development plans and thereby enable the Company to develop, where necessary, corporate training initiatives and to meet the Business Plan outcomes. 

A vital part of this whole process will be: 

· the development of plans 

· prioritising and matching needs to the available resources

· putting those plans into action, and 

· subsequent evaluation and review 

The whole process is continuous and is driven by the Company's business needs. 

5. The Stages

i. Establish the training needs

The line manager will have a clear understanding of what is to be delivered in his/her area and will know what is required in order to meet objectives.  In discussion with their staff managers will identify any gaps in the knowledge, skills or experience within their teams.

ii. Formulate desired outcomes 

Once the training need has been identified the manager will formulate what results are expected from any training or development initiatives.  Without a clear vision of expected results it would be difficult to assess any benefits that ensued. 

iii. Plan the training activity and evaluation

Once the manager had identified what is to be achieved they can then consider how the training will be provided.  This can take many different forms (see (2) above) and it is important to determine what this will involve.  It may be useful to consult with Principal Managers or the HR section at this point to ensure that there is consistency of approach and that any cost saving benefits (e.g. shared training) can be identified.

iv. Deliver training activity

Ensure the participants know in advance what the training will involve in order that  they know what to expect and can prepare for the training if necessary. 

v. Review

The outcomes of any training should be evaluated against the expected outcomes to provide information on further training that may be necessary and on any changes that should be made for any future, similar, training.

The cornerstone for employee development will be line managers who will gather local information on emerging needs and prioritise these.  This information will be pulled together at Principal Manager then Head of Service Level which, in turn, will feed in to corporate level to enable the maximisation of benefit through shared resources, consistency of approach, and coordination of activities.

The Company will utilise the knowledge, skills and abilities of experienced staff by endeavouring to pass on their expertise to other employees within the Company.  This will be done, for example by, having a training session contained within every quarterly management meeting.

6. Priorities

High Life Highland acknowledges that there will always be competing priorities and that there will need to be annual corporate priorities.  

Corporate priorities will emerge from time to time but this does not diminish the need for a systematic approach to maintain the organisation’s capability. This approach is driven by the need to ensure compliance with legal and professional requirements.  High Life Highland will seek to achieve continuous improvement and involve everyone in the achievement of the Company's targets. 

7. Further Support
This strategy will be supported by guidelines which will include: 

· The management of qualifications within the Company

· The management of secondments, study tours and research fellowships

· Training needs identification (primarily through the appraisal process), training needs analysis established at a service and corporate level and the development of training and development plans

· The annual training and development programme for the Company

· The development of a coaching culture within the Company[image: image15.png]



