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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 October to December 2014 including a quarterly report on absence, disciplinary and grievance issues.  

It also includes an indication of action taken following reviews of Human Resources policies.
It is recommended that Directors:
i. note the content of the quarterly report including the update on the staffing establishment; and
ii. approve the revised policies on Overtime, Redeployment and Redundancy, Special Leave, and Whistleblowing.
  


	1.
	Business Plan Contribution


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

1. A positive company image

2. A growing company

3. Delivery of the contract with THC

4. Increased awareness of HLH products and services

5. Increased customer satisfaction

6. Increased financial sustainability

7. Increased internal collaboration

8. Increased staff satisfaction

9. Safety & environmental compliance



	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.
	Human Resources Report: October to December 2014


	3.1

3.1.1

3.1.2

3.1.3
	Staff Establishment Numbers

The report to Directors covering the last quarter gave a total establishment figure of 497.226.
The change to the establishment during Quarter 3 (October to December 2014) has been an overall increase of 5.35 FTE.  The changes can be summarised as:- 
Change

     FTE

Taking over management of the Highland Football Academy (5 x Caretaker/Stewards)
1.37
Temporary posts at Leanaig Centre (Ben Wyvis Primary) made permanent after trial period. (3 x Leisure Supervisors and 1 x Receptionist)
1.05
Taking over management of Lochaber High School Community Facilities (2 x Leisure Supervisors and 2 x Leisure Assistants)
Digital Communications Graduate (temp one year post)
1.54
1.0
Other minor changes to hours of established staff

0.39

Total

5.35
The staffing establishment as at the end of Quarter 3 is therefore 502.576 FTE.

	3.2

3.2.1

3.2.2

3.3.
3.3.1

3.4

3.4.1

3.5

3.5.1
	Absence Levels 

The absence figures for Quarter 3 (October to December 2014) were as follows:
% Absence Rates

Quarter 1

Apr - Jun

Quarter 2

Jul - Sep

Quarter 3

Oct - Dec

 Quarter 4

Jan - Mar

2011/12

No data
No data

3.02%

(1.81 days/FTE)

2.46%

(1.55 days/FTE)

2012/13

2.10%

(1.34 days/FTE)

3.58%

(2.32 days/FTE)

3.48%

(2.12 days/FTE)
3.48%

(2.12 days/FTE)
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)
-

Quarter 3 has shown a slight increase in the absence rate from 2.72% to 2.83% from the previous quarter.  Line Managers, with the support of HR and Occupational Health continue to manage each absence according to their individual circumstances.
Discipline

There was one disciplinary case that arose in Q3 2014/15.  The employee resigned prior to any formal action being taken. 
Grievance

There were no grievances raised during Q3 2014/15.  
Harassment

There were no harassment issues raised during Q3 in 2014/15.



	3.6
3.6.1
	Employee relations 

The Company has engaged with the 3 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 10 December 2014.  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

Revised Policies requiring Board approval

· Overtime (see Appendix A)
· Redeployment and Redundancy (see Appendix B)
· Special Leave (see Appendix C) 
· Whistleblowing (see Appendix D)


	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. approve the revised policies on Overtime, Redeployment and Redundancy, Special Leave, and Whistleblowing.
  


Signature: 

Designation:
Chief Executive
Date:

20 March 2015
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	Overtime - Policy

Version 1 – February 2015

Approved HLH Board 19 March 2015 – pending

Review Date: March 2017



While recognising some overtime is unavoidable Principal Managers will discourage the practice of asking employees to work consistently in excess of their normal contractual hours of duty and in particular employees will not be required to work excessive overtime over prolonged periods.

Overtime shall be considered to be extra time worked, with prior approval, in excess of the standard full time weekly working hours of 37 hours (extra hours worked by employees under the Company's Flexible Working Hours policy are addressed by that policy and do not constitute overtime - specific reference should be made to the Flexible Working Hours policy).

Where overtime is unavoidable for operational purposes this should only be approved by a Principal Manager or other delegated Manager/Supervisor with this authority, after all other alternative working practices have been considered. ALL OVERTIME MUST BE APPROVED PRIOR TO IT BEING WORKED.

The rate of time and a half will be paid to employees on grades up to and including HC7.  For those employees paid on grades HC8 to HC11 (inclusive) the hourly rate will be at plain time.  Any member of staff paid above grade HC11 will not be entitled to receive overtime payments or time off in lieu.
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	Redeployment and

Redundancy Policy
Version 1 – February 2015
Approved HLH Board 19 March 2015 – pending

Review Date: March 2017


Policy 

High Life Highland will seek to avoid the need for compulsory redundancy wherever possible.  It is conceivable however that due to changes in service and budget provision there will be a requirement to review the composition of the workforce from time to time.  Regrettably, this could result in some employee redundancies as the organisational design changes in line with business needs and to aid future growth and sustainability.
The constantly changing business environment means that redundancy is occasionally inevitable, but the Company will do its utmost to find other solutions first and, wherever possible, employees will be redeployed.  There will be support made available where redeployment is not possible.
APPENDIX C

	[image: image3.png]highlife

highland
na gaidhealtachd




	Special Leave Policy

Version 1 – February 2015

Approved HLH Board 19 March 2015 – pending

Review Date: March 2017


High Life Highland is committed to supporting employees that, from time to time, need additional support to help them to balance their contractual obligations at work with their domestic responsibilities, and may need some time away from work.

Special leave incorporates a number of “leave” procedures which support the Company’s continuing commitment to work-life balance.  High Life Highland recognises the benefits about achieving a balance between work requirements and home life to the mutual benefit of both the organisation and the individual.

APPENDIX D
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	Whistleblowing Policy 

Version 1 – February 2015

Approved HLH Board 19 March 2015 – pending

Review Date: March 2017


Employees and those people who work closely with an organisation are often the first to realise that there may be something seriously wrong within a Company.  However, they may not express their concerns because they feel that speaking up would be disloyal to the Company or to their colleagues. They may fear harassment or that their job may be at risk. In these circumstances, it may be easier to ignore the concern rather than report what may just be a suspicion of malpractice.

High Life Highland (HLH) is committed to openness, probity and accountability. It expects employees and others with serious concerns about any aspect of HLH’s work to come forward and voice those concerns.  HLH, its employees and those who work closely for the Company, such as agency staff and key contractors, (hereafter called "workers") and as defined in the Public Interest Disclosure Act 1998, have mutual responsibilities of fidelity, support, confidence and trust. This policy lets employees/workers raise serious concerns within the Company rather than overlooking or ignoring a problem or immediately "blowing the whistle" to the media or other external bodies.

This Policy is intended to build upon the rights/requirements and protections of the Public Interest Disclosure Act 1998, and the Employment Rights Act 1996 and to which reference will be made in the publication of this policy. It does not remove any rights or protection provided by the Acts.

