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Contributing te the Improvement of Individual and Organisational Performance Shelley Dony 1810449

Evidence Number 1

QOverview to all activities

One of the aims of every organisation is to maximise on employees’ potential and performance
(Taylor, 2016). Petformance management can be a method of helping an organisation achieve
this. Within Hywel Dda University Health Board (HDdUHB), there does not exist one set
policy on performance management, rather many policies, which is in line with the CIPD’s view
that it encompasseé a variety of principles, practices and policies delivered continuously and
holistically (CIPD, 2018).

Within this portfolio contains various documents evidencing the information provided to
managers on the various aspects of performance management (in activity 1), the support given to

line managers (in activity 2) and an evaluation on three of its aspects (in activity 3).
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Evidence Number 2

Activity 1 (LO1)

1.1

Performance Management is commonly known to be a framework, a bundle of human resource
policies and practices (Taylor, 2016). HDdUHB adopts this same strategy; there is not one
policy on performance management, but a bundle of policies and procedures in place. There are
various ways to maximise on employees’ performance, though these should be relevant to that
employee’s role, profession and organisation to be truly effective (Woodhams, Perkins, &
Wilkinson, 2016).

e Recruitment and Selection Policy — Evidence 3

¢ Induction Policy — Evidence 4

e Learning and Development Policy — Evidence 5

e Performance Appraisal and Developinent Review Policy — Evidence 6
s Capability Policy — Evidence 7

e Managing Attendance at Work Policy — Evidence 8

e Disciplinary Policy and Procedure — Evidence 9

¢ Grievance Policy — Evidence 10

e Alcohol and Drug/Substance Misuse Policy — Evidence 11

e Values and Behaviours Framework — Evidence 12

» BAGLE Organisational Development Strategy and Governance Framework — Evidence

13

There are various levels of staff within the performance management framework, from the
specialist departments/practitioners to the individual employees (Taylor, 2016). Within
HDdUHB, the Workforce and Organisational Development (WOD) Directorate contains varying
departments with specialist roles who work closely with the line managers across the health
board when the need and time arises within the performance management process. In most cases
within the health board it is the line manager that has a direct relationship with the employee,
and then the various WOD departments do much to enable this direct relationship. For example
while it is the line manager that knows what the job of the employee entails, how it links to the

team and in turn the organisation, and writes the employees job description —in line with
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Armstrong’s (2017) writing — it is the Workforce Panel that has the overall authorisation to
approve new job descriptions across the entire Health Board, once it has been job matched.
While it is the line manager’s responsibility to upload new positions on to TRAC (the NHS
Wales’ recruitment software) in order to advertise, it is the Resourcing Department that assists
with specialised and targeted campaigns when posts are hard to fill. While it is the line manager
that can realistically set goals, whether that be output and/or behaviour -based, it is the
Workforce Development Department that can assist in the training and development of the
employee to meet those set goals. It is also the manager that should be the employee advocate in
the development of the employee; balancing what is needed from a team/organisational basis and
what is aspired to from the employee (Garman et al, 2011). This is all in line with the CIPD’s
view of how the HR function works with line manages in this process (CIPD, 2018).

1.2

Internal Sources of Information

e Workforce Intelligence Department collate information from the Electronic Staff Register
(ESR) on data inputted by employees and managers from across the Health Board. This is
presented in a Workforce Performance Dashboard displaying an array of data including staff
establishment and shortage, staff turnover, sickness, staff survey results, annual appraisals
rates, core and mandatory training rates, and vacancies.

e The Health Board has numerous organisational policies and procedures, both set from an All
Wales perspective and from an organisational one, that are included in the performance
management framework — as seen in cvidence 3-11.
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HYWEL DDA UNIVERSITY HEALTH BOARD

8. ROLES AND RESPONSIBILITIES

8.1. Individual's Responsibility

All staff must take responsibility for identifying their own leaming and development requirements via

the Performance Appraisal and Development Review process, which should be undertaken at least

once annually. This will result in the development of a Personal Development Plan (FDP) which
satisfies personal, departmental and organisational objectives. Staff are equal partners in meeting
their personal learning and development requirements. As such, they are responsible for:

= Actively participating in appraisal and personal development processes, self-assessing their
achievements and competencies in order to inform thelr personal development plans.

. Identifying their own development needs, including where appropriate, CED for ongoing
professional registration, ensuring that personal practice is up to date so that patient care and
service delivery is based on current evidence and best practice.

. Accessing appropriate learning opportunities.

. Ensuring they attain the required mandatory updating as defined within the Core Skills
TrainingFramewark for their job role.

*  Affending and cempleting all identified study days and courses.

. Providing feedback on the quality and effectiveness of learning activities.

. Evaluating and sharing learning opportunities with colleagues, the wider organisation and the
NHS as a whale.

. Notifying their line manager and training provider if they are unable to take up a previousty
arranged training place or are experiencing difficuliies with current study programmes

8.2, Manager's Responsibility

The manager is responsible for the identification of need and development of all staff within their

area of responsibility. This responsibility includes:

. Identifying leaming and develepment needs to meet the needs of the organisation, department
and the individual through annual PADR.

. Providing a training needs analysis annually to inform the planning of prioritised trai
pregrammes.

. Ensuring that agreed personal development plans are deliverable within planned timescales.
This includes completion and / or scheduling of identified mandatory training programmes,
prior to agreeing all other requests / study leave applications for fraining.

. Ensuring all staff have equal opportunity to access learning and development activities.

. Ensuring all staff complete booked training, and that departmental records of attendance at
training are maintained.

. Liaising with employees at regular intervals in addition to the annual Personal Development
Review to review progress and offer any support, if the employee is experiencing difficulties.

. Recording evidence of the examples of application of knowledge and skills for staff which
demonstrate evidence against the KSF outiine. )

. Ensuring that all staff undertake a PADR at least annually, and reporting wien this has taken
place through the PADR and monitoring process.

. Coliating informaticn from PDPs, to develop departmental training needs analysis.

. Feeding departmental needs into service and Organisational training needs into the
organisational Training Needs Analysis (TNA).

. Ensure that staff are given the opportunity to provide feedback on the quality of the training
undertaken.

. Provide the Leadership, Education & Development Department with an annual evaluation of
the return on investment (RO} by brief report on initiatives, changes in practice, service
developments which have arisen following development of staff knowledge and skills.

ing
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8.3 Leadership, Education & Development Department

The leadership, education and development department will support the organisation in achieving a

learning culture that supports and encourages development, The department will:

- Develop and maintain a live web page, to promote learning and development activity
throughout the crganisation. This will include informaticn on accessing pregrammeas, policies
and procedures relating to leaming and development, and will house the e-leaming portal.

. Administer and facilitate all internal leaming and development activity

- Provide svidence of the effectiveness of the education delivered, and return on investment on
internal and external learning and development activitizs in the pursuit of improved patient
care.

. Promote and facilitate the involvemnent of managers and staff in developing the strategic
approach and contribution of leaming, training, development and education within the
organisation

- Provide development opportunities within the workplace, class base and e-learning
programmes which can be accessed locally wherever possible

. Regularly review the organisational strategy and acticn plans for the continuous development
of staff.

- Regularly review and develop training, education and development polisies and processes.

. Foster the promotian of innovation and best practice in all areas of training, development and
education, internally and externally.

. Preduce ihe results of the annu:al training needs analysis process and produce a learning and
development prospectus, which is informed by the TNA process.

. Maintain central electronic records relating to attendance at training, and provide reports to
managers and the Board on a quarterly basis.

- Build retationships with education providers, informing curriculum development to reflect
service and patient needs.

. Monitor equality of opportunity and provision throughout the HDUHB

8.3. Director of Workforce and Organisational Development

The Director of Workforce and Organisational Development is responsible for:

. Ensuring provision and delivery of the learning and development function across the
organisation.

. Providing adequate resources to support learning and development, including statutory and
mandatory requirements.

. Ensuring that progress is being made against the organisation’s Education Strategy.

8.4. Hywel Dda University Health Board
HDUHB has ultimate responshility for the continuous development of its staff ensuring that the
provision of care and related services for patients are safe and clinically effective.

As such, the HDUHB is responsible for:

. Monitoring the equality of access to and Learning and Development activity information for all
programmes.

- Ensuring that the UHB has adequate resources to deliver the required education and fraining
in line with the Education and Training Strategy.

*  Developing and aligning the strategy for education, learning and development with the IMTP
and service plans within the organisation.
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HYWEL DDA UNIVERSITY HEALTH BOARD

11.QUALITY, EVALUATION AND RETURN ON INVESTMENT

Evaluation is an essential part of the ongoing PADR process. The success of learning and
develapment activities should be discussed and assessed as part of this process and the extent
that the investment in the individal has been applied within the workplace, Evaluation of all learning
and development programmes will be undertaken, e.g. programme evaluation form and follow up
methods, including manager feedback and focus groups.

12.TIME OFF
See Study Leave Guidance for Managers in Appendix 1.

13.REIMBURSEMENT OF EXPENSES

Reasonable expenses will be refmbursed in accordance with Agenda for Change guidance. The
budget holder together with the applicant will determine and agree what is reasonable pricr to the
commencemnent of the study leave. Expenses can only be reimbursed on the production of
receipts. Such expenses have to be applied for and must be reasonable in the circumstances.

Travelling expenses will be agreed by the budget holder and the applicant and could be:

- Full rates per mile fravelled in accordance with the applicant's conditions of employment and
at public transport rates.

. A set sum.

. No travelling expenses paid at all

The maximum amount of expenses payable are those set out in the Agenda for Change terms and
conditions handbcok. Applicants will be advised by the budget holder what expenses have been
agreed in each case.The total cost of the study leave must be decided at the time of application.

14 WITHDRAWAL OF FUNDING

[n exceptional circurnstances the organisation reserves the right to withdraw some or all of the
funding for the continuance of approved study leave e.g. failure to complete the work within the
prescribed framework, failure to complete the course or to attend in accordance with the
requirements of the course.

Funding would net under any circumstances be unilaterally withdrawn.

Full discussions with senior staff, the applicant and the Assistant Director of Workforce and QD
(QD)/ Assistant Director of Nursing (Workforce)/ Assistant Director of Therapies and Health Science
would take place prior to the netice of withdrawal of funding being issued. The final decision rests
with the budget holder.

15.TRADE UNION EDUCATION AND TRAINING

Trade Union education and training is not study leave under the terms of this policy. However, it is
included here for completeness in relation to granting leave with pay and, therefore, a study [eave
form must be filled in.

Leave with pay may be granted fo recognised Trade Union Representatives for Trade Union
activities and courses. This must be agreed by the Manager/Department Head/Professional Head
of Service or County Director
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16.0VERSEAS STUDY LEAVE
A member of staff may be granted leave with pay and expenses in attending a conference or
undertaking a study tour overseas where it can be seen to benefit the organisation. Similarly if such
conferences or study tours constitute an essential part of an educational programme, leave may be
granted.

For overseas study leave, submission of an application form should be at least 3 months in advance
and should be approved by an Executive Director of the HDUHB.

17. COMMERCIAL SPONSORSHIP FOR ATTENDANCE AT COURSES AND CONFERENCES
Acceptance by staff of commercial sponsership for attendance at relevant conferences and courses
is acceptable, but only where the staff member seeks permission in advance from their senior
manager and the senior manager is safisfied thai acceptance will not compromise purchasing
decisions in any way.

Any sponsorship/hospitality related to Post Graduate Medical Education must be approved and
signed off by the Assoclate Medical Director who has responsibility for Post Graduate Education
and Training.

Any sponsorship/hospitality related to other learning and development activity must be approved
and signed off by the Assistant Director of OD who has responsibility for organisational leaming,
education and development.

18.PROCESS FOR APPROVAL OF STUDY LEAVE AND FUNDING
All lzarning and development activity must be identified through the PADR process and the
development of a jointly agreed PDP.

18.1. Approval of attendance at Internal Programmes

Staff wishing to attend in-house learning and development programmes must have agreement with
their manager, who will check that the individual has undertaken mandatory training prior to
approval of any additicnal development. The manager should reserve a place on the programme
using ESR self service, using the Learning and Development department e-prospectus for
reference. Confirmation of a place will be given at this time, and managers and staff are equally
responsible for ensuring attendance at the programme.

A number of in-house programmes incur a charge to the organisation, therefore cancellaticns within
24 hours of the programme will be cross- charged to the department if a suitable replacement
cannot be found. Managers are however able to substitute a member of staff at very short notice
without incurring this charge.

18.2. Applications for external study leave and funding
All staff must complete an ‘Application for Study Leave and Funding' form (Appendix 1a}, in
according with the 'Guidelines for completion of application for study leave (Appendix 1b).

Managers should prioritise all study leave applications into one of the following categories,
Statutery/Mandatory, HDUHB Priority, Continuing Development 1 (CD1}, or Continuing
Development 2 (CD2). Applications must be signed by the immediate line manager, and
countersigned by the senior service manager/general manager/director (as appropriate}, or his { her
nominated representative and professional head where appropriate. The application should then be
forwarded to the Learning and Development Department at Withybush Hospital for final
authorisation. This includes applications where no fee for the course is incurred.
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HYWEL DDA UNIVERSITY HEALTH BOARD

21.DATA PROTECTION ACT /GENERAL DATA PROTECTION REGULATIONS 2016 OR ANY Name:
SUBSEQUENT LEGISLATION TO THE SAME EFFECT

All documents generated under this policy, including applications, and formal notes and documents Title:

generated by managers and any review panel, that relate to identifiabie individuals are tc be ireated

as confidential documents, in accordance with the 225 - Data Protection Policy. It is recommended Date:

that all parties familiarise themselves with the relevant parts of this Palicy.

22.FREEDOM OF INFORMATION ACT 2000

All HDUHB records and ducuments, apart from certain limited exemptions, can be subject to
disclosure under the Freedom of Information Act 2000. Records and documents exempt from
disclosure would, under most circumstances, include those relating to identifiable individuals arising
i a personnel or staff development context. Details of the application of the Freedom of
Information Act within the HDUHB may be found in the Freedom of Information Act 2000 Policy. It
is recommended that all parties familiarise themselves with the relevant parts of this Palicy.

23.RECORDS MANAGEMENT

All documents generated under this policy, including applications, and formal notes and documents
generated by managers and any review panel, are official records of the HDUHE and will be
managed and stored and utilised in accordance with the 192 - Records Management Policy.

24, REVIEW
This policy will be reviewed in three years time. Eartier review may be required in response to
exceptional circumstances, organisational change or relevant changes in legislation or guidance.,

25.MONITORING

Details of all capability procedure outcomes will be recorded in a database and reported on
pericdically to the Partnership Forum and the HDUHB. The database will include equality
moenitoring data, which will be reviewed and presenied to the HDUHB's Equality and Human Rights
Steering Group.

26.DISCIPLINE
Breaches of this policy will be investigated and may result in the matter being treated as a
disciplinary offence under the 201 — All Wales Disciplinary Procedure.
27_APPROVAL
Signed on behalf of the Staff Side:
Signed:

Name:

Title:

Date:

Signed on behalf of the Management Side:

Signed:
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HYWEL DDA UNIVERSITY HEALTH BOARD

29.APPENDIX 1B - GUIDELINES FOR COMPLETION OF APPLICATION FOR APPROVAL OF STUDY LEAVE AND FUNDING FORM
This is a carbonised form - please press hard when complating and keep all sopies together. The bottam cepy [whits] will be retumed to the
applicanl when tha form has been authorised. The pink copy will be returned to the applicant's Manager and the yellow copy will be retained
by Learning and Development Deparment for their recards. The top white copy will ba sent to Payroll.

Failure to complete all sections will result in the application being retumad to you.

This form should be used only for the approval of Study Leave and Funding related to the study, Glaims for reimbursement of expenses
should be made through Payrall in the usual way.

When you have completed your form and it has been appreved by your Manager, please send it together with any booking forms, and where
appropriate, a Requast for Charitable Fund Expenditure form

The battomn copy of the form wili be retumed to the applicant when the application has baen approved. Flease do not baok anything until
approval has baen givan.

The Application far $tudy Leave and Funding Form can be obtained from the procurement department using a stock requisition,

FULL NAME —The name that appears on your contract of employment.
JOB TITLE - Your official job litle as it appears on your contract of employment.

ADDRESS FOR CORRESPONDENCE -The address that any study leave related correspondence (i.e. approval etc) shouild be sentto. This
would normally be your work base.

DEFPARTMENT - The department within the crganisation and where you ara based.

TELEPHONE NO. - The number at work whare we can tontact you in the event of a quary,

STAFF/PAYROLL NUMBER - Your staff number (you will find this on your payslip). We need this to identify you uniguely in cur database.
COURSE DETAILS AND VENUE - The name of the course/conference/study day ete and where it 1s being held.

DATE OF COURSE -The date(s) the course is being hald,

CLOSING DATE FOR APPLICATIONS - The |ast date that the course provider will accepl applications.
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NAME AND FULL ADDRESS OF COURSE PROVIDER - These details will be used for payment purposes and it is therefore imperstive that
they are correct. I you do net attach a completad beoking farm ta your Study Leave application, an arderwill not be raised and you will be
responsible for the payment of your course fee. This may be claimed back through Payroll,

FAID f UNPAID LEAVE REQUIRED - Delete whichever is not appiicable.

NQ. OF WORKING DAYS - The number of days that you will be away from the warkplace. This includes travelling time and any time that will
be taken in lieu of weekend courses. PRIORITY - Place a tick or cross in the box next to the relevant priarity, (Discuss this with your
manager;.

PLF / PDR - |ndicate If this development is.identiffled on your PDP, and give date of most recent PDR
OBJECTIVES TOQ BE MET - These should be in line with those identified in your PDR,
APPLICANT SIGNATURE - Please sign and print your name and give the date of the applicatien,

MANAGER SIGNATURE - Support should be sought from your line manager in the firstinstance.

N,B. lina management support does nol necessarily mean that your application will be funded by the organisation, as the relevant County
Direstor or Exscutive Director must support any applications before fonwarding Lo the Learning and Development Department for authorisation of
funding.

AUTHORISED SIGNATORY — Assistant Director of OD

COURSE FEE - The fee that is being chargad by the course provider for attendance, This figure will sometimes include accommodation and
meals and therefore needs to be separated.

TRAVEL - The amount it is going to cost to travel to and from your course. You will not be able ta elaim for anything other than has been
approved on your Study Leave form. Actual mileage must be shown and the amount you claim must adhere to Agenda to Changs or
organisationally agreed rales of pay,

ACCOMMOCDATION - The amount your accommeadatian is going to cost This will sometimas be included in your course fee and should be
shown separately. These costs should be contained within the Agenda for Change terms and conditiens limits, If sccommodation is net Included
in the course fea or provided by the course provider, contact the Learning and Develspment Department who will advise you on the process to
follow regarding the contracted travel agent. In the event that you pay for accommedation yourself, you will have Lo claim reimbursement through
Payrell. You will not be able Lo claim for anything other than has been approved.
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HYWEL DDA UNIVERSITY HEALTH BOARD

Mandatory orHealth Board Prierity caiegory, unless the devalepmerds are supported through the use of Charitable Funds, This posilion
remain until further nolice

Current Funding Arrangements

Funding from the Health Board's central education budgats will be granted for the payment of the course fee only. All external study leave for
which thers is 2 cost must be identified on departmental traiting plans, and submitted 1o he Learning and Devalopment Department through the
annual lraining needs analysis process. [t remains the discretion of the department / lacality manager and their devolved auhorised signatories
to approve all other expenses, in acserdance with the previous guidance.

In all cases, the County Director or relevant Executive Direclor must counter sign all applications, however, this does not guarantee that {funding
from the central education budgets will be available. A copy of all completed, county approved study leave applications must be forwarded to
the, Learning & Development Business Manager, Leaming & Development Department, Withybush Haspital at least 4 weeks priar to the sludy.
Staff must not attend developmant, prior to recalving wiitten confirmation of approval. No retrospective applications will be considered.

ALLOWANCES FOR TRAVEL, SUBSISTENCE, AND ACCOMMODATION EXPENSES

™ Where travel, subsistence, accommodalion and other expenses are nacessary, lhese must adhers to the Terms and Condltions of the Agenda
for Change i

Dalzbase Mo! 13 Page 23 of 32 Version 5
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APPENDIX 3 - HIGHER AWARD GUIDANCE

APPLICATION FOR STUDY LEAVE AND FUNDING SUPPORT TO UNDERTAKE HIGHER AWARD STUDIES
Staff wishing to be considered for paid or unpaid study leave, and/or funding suppert to undertake a higher award mus! complete this application
full, and retumn to the Learning and Educalion Department by 30™ April. Late applications are unable to be considered afier this date due
to University commigsioning and enrolment requirements.

Please complete this application form and submit to your manager with the relevant course information for completion and signing.
Your manager will then need o forward electronically to the General Manager/Professional Head/Assistant Director/County Director for
appropriate signatory who will then forward electronically to the study leave account studyleaveH Wales.nhs.uk.

Please note all application forms need te be completed in word format, Adebe {PDF) or hard copies sent through the past
and will be returned to applicant

not ba accepted

Appli nat fully pleted will NOT be considered.

All of the below will need to be fully completed in order for the application to be considered.

¥ Higher Award stucy leave application

¥ Management questionnaire

" Full details of the programme — including a copy of the course details e.g. brochure/ leaflet showing title, cost peryear, length of course,
qualificalion awarded.

The authorising manager (budget holder) must sign this supporting statement and complete the management questionnaire, and also indicate if
they are approving the reguested stydy lsave lima on a pald or unpaid basis

Database No: 13 Page 24 of 32 Varsion 5
Learnihg and Development Policy
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HYWEE DDA UNIVERSITY HEALTH BOARD
To: 7 Total Days Attendanse Required: Total Days Paid Requested:

Total Days Unpaid Requested:

11. Coepory of training (please tick below and give Further details)
QSratutery/Mandatory (identify legal requirement)

O Essential (identify standard/framework)
ﬁu Other (eg CPD)

Irem Antoant
Course Fee (Yeady Only)

Budget Code Total Agreed by Panc]

Travel Costs (public transport)
Travel Cosls (car—mileage/parking)
Subsistence (as per Agenda for Change)

Accommodation: (as per Agenda for Change)
Total

1. Award (e.5 Deprree, MSc. MSe Module, PhD)

2, Univemitv/Educational Institution

3. Identify which year of study you will be undertalding during agademic year (¢.g.
first. second, third)

4. Course Information Atigeh {Scan) the course brochurefinformation including
course fees for relevant aeedemic pear to this application o paste internat link

5. Total length of the programme

Database No: 113 Page 27 of 32 Version 4
Learning and Cevelopment Polley
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6. Dare of your most recent PADR? /! /

Yea /No (if ro pleetts compleie the c-learming meduies via £57)

7. Is your mandatory training compliant (Core Skills level 1 minimurm)

cd Personal Developaient Plan for 2018/2015

8. Indicate the development need, how it was identified and confitm that it is part of your a

ecify course alm and objectives, and method(s

9, How will the development need be met] Pleass

10 Describe how the development: (max 500 words)

+ Will benefit patient care

« Will improve vour individual performance

= Will be applied to the workplace

* Will beneft and influence others within the orpanisation

1l Ifknown, on what topic area will your work based project, summative assignment or dissertation focus? Explain how this will relate to your work area,
and persenal and prefessignal development?

12. [ndicate how this development will contributs to service prioritics and objectves.

Database No: RRE] Page 20 of 32 Verskon 5
Leaming and Devalepment Policy
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HYWEL DDA UNIVERSITY HEALTH BOARD

In relarion 10 the service, please give
details in relation to your support for (his
study — ie, what are the anticipated service
benefits to be realised through this
iavestment (please include qualitative and
quanzititive outcomes)

HYWEL DDA UNIVERSITY HEALTH BOARD

Are the activities and
development/qualification described within
the current JD as 20 edsential crileria? f
Yes, please identify wiy the post-holder
does not curremily hold the qualification
required,

YES {please give further details)

NO

How will the learning from this programme
be diroetly urilised in practice within the
service area?

Add any edditional st ing inft iom.

Databeze No:

113 Page 31 of 32
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Pleasc confirm that no backfill will be required to enable any agroed release of stzfF to atvend this programme of stdy,

Signed Manager (¢c-signaturc):

Date:

Database No:

113 Page 32 of 32 Version
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PERFORMANCE APPRAISAL AND
PERSONAL DEVELOPMENT PLAN
POLICY

To ensure staff al all levels have clear parformance objectives, wilh agreed
devetopment plans Lo suppor Ihe delivery of their roles

| This pelicy applles to all non-madical or dental employees of the Heallh Board in
| all 1ocalions, including, lemporary employees and locums, Medical staff have a
separale medical appralsal system in placa but the principles of this policy also

I apply io medlcal and denlal slatf:

133 - Equality and Diversity Pollcy

203 ~ All Wales Capability Policy

142 — All Wales Grievance Policy

Leaming and Development Siralegy

| 314 - Medical Staff Appraisal Pelicy — in draft currenlly
143 - Leaming and Development Policy

443 - All Wales Pay Progression Polley

225~ Dala Protection Al Policy

K 173— Freedom of ion Acl Palicy

J| WD Policy Graup

Lisa Direclor of Workforce & Craanisalional
Goslling | Ccvelopmenl

HYWEL DDA UNIVERSITY HEALTH BOARD
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Summawoi Amendments
no: Approved.
1 New Prolicy 08/02/2010
2 Revised 04/04/2013
3 Minor changes to reflecl new process 16/5/2017
4 Dala Proleclion ActiGeneral Data Proleclion Regulalions 2016 or 17.5.2018
any s quent legislalion to the same effaci — section 14 s
Glossary of {erms
Term Definilion
PADR Perfarmance Appraisal & Dayelopmenl Review
KSF Knowdedge and Skills Framework
CPD C ys personal and professional devalopment
HW Heallh Inspeciorale for Walas
NICE National Inslilute for Clinical Excellence
NPEA Nalional Palient Salely Agency

Keywords | PADR, PDP, Performanca Appralsal, Personal Development Plan

Database No: 045 Page 2 ol 39 Varslon a1
PADR Policy
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1. INTRODUCTION

14 Il is the policy of Hywel Dda Universily Heallh Board hal all staff, with Iha
excepfion of slaif employed on shorl- farm contracls or locums, have an annual
Performance Appraisal & Develepmenl Review (PADR) or appraisal, al which an
associaled agreed Personal Davelopmenl Plan should be developad.

12 The majority of slaff fall under the lerms and condiflons of the Agenda for Change
National Agreemant, which Includes the Development Review, and forms part af the
Agenda for Change naticnal agreement.

1.3 Consullant medical slaff are subject to annual appraisal as set out In Advance Letter
{MD)W52001. Other grades of medical slalf within lhe organisation will receive an
annual appralsal; this will be carfied out using the pro forma and process described
in lhe ahove Advance Lelter.

1.4 Hywel Dda Ualversily Health Board is commilied lo implementing lhe policy in a way
which meels the equality and diversity needs of staff. Equality and diversily
encempasses raca, disabilily, gender, age, sexual orientation, religion and beliel,
language and human right, gender reassignmenl, marriage and ewil parinership and
pregnancy and malemity. It is ihe responsibility of managers and stalf to ensure 1ihat
1hey implement 1his policy/procedurs in @ manner thal meels he heads of peaple Irarm
lhese groups. Managers must check wilh individual staff what their needs are.

2. POLICY STATEMENT

This policy applies o all siafi (a5 In 1.1 above) regardless of lhe type of review / appraisal
they are required to underake. Itis imperaiive that the Organlsalion’s Performance
Appraisal & Development Revlew (PADR) process is operaled effettivaly, so that staffat all
leveis hava clear performance objectives, wilh agreed development plans lo support lhe
delivery of lheir reles and lo align with e requirmants of ne All Wales Pay Prograssion
Paolicy.

This policy has been writen In line wilh lhe requiremants of the NHS Knowledge and Siilis
Framework (KSF) however ilis [0 been nolad that this policy does nel exclude other
appraisal syslems in place wilhin Lhe organisalion for specific stalf groups e.g. Medical
Appraisal

3. DEFINITIONS

For lie purposas of this policy the term PADR refers le the process, documertalien and one to
one maeling required by ihe Heallh Beard batween every member of staff and their line
manager or idenfified supervisor on an annual basis, or as ofien as is requlred, 1o ensure a
competent worklorea who are developed and supperled to rezlise their full potenlial.

4. SCOPE

This policy applies to ali non-medical or denlal employaes of ihe Heallh Board In al lacations,
including, lemporary employees and locuns. Medical stall have a separate medical appraisal
system in place.

Database Na: 045 Page 4 of 39 Version 4
PADR Policy




HYWEL DDA UNIVERSITY HEALTH BOARD

5. AlM & OBJECTIVES

The gim of lhe policy is 1o dafing lhe syslems, processes, decumentalion and associaled
training which supporl the delivery of an efleclive PADR syslem wilhin lhe Healih Board and
Ihe roles and rasponsibiliies of all staff.

6. PRINCIPLES OF PERFORMANCE APPRAISAL AND DEVELOPMENT REVIEW
This policy is underpinned by a number of principles which reflec! Ihe organisalional
approach in relation to learning, development and education. These principles are cited
below:

. Gommitment: Hywel Dda Univarsily Health Board as a leaming organisation,
supporis lifelong leaming through, conlinuous personal and professional
development (CPD). Hywel Dda Univarsily Heallh Board highly values the concapt
of lzaming as parl of daily work. The role and confribulion of managers at all levels
is crucial o the development of slalf and oceurs as an infegral part of working life.
The cemmitment of stalf to conlinually develop within their roles wilkin available
resources is paramounl.

. Responslive lo organisational need: The provislon of lsaming, Iraining,
doyvalopment and educalion apportupitias musl be fully responsive to srganisalional
need and refiec! the learning prierilies of the organisalion. In view of Ihe rigours of
Quality and Govemancs, Heallh Care Standards lor Wales, Heallh Inspactorale for
Wales (HIW; he Malional Inslitule for Clinical Excellence (NICE), Nalional Palient
Safely Agency (NPSA}, Professional revalidation requirements, the KSF and
individual professional accounlability, it is essential that Hywel Dda Universily Health
Board adheres 1o a lonma' and syslematic schema.

+  Devalop t needs are idenlified and agreed In partnership: The PADR is a
parinership process, underlaken between Lhe individual member of staff {reviewea)
and the reviewer, Bolh parlies take specific responsiblity for agreed parls of the
PADR process. Allslaff will have an aclive, agread Personal Davalopmenl Plan

. Equity of epportunity and access: Hywel Dda University Healih Board will ensure
equily of access to appropriate leaming and development Inferventions, and will
adhere fo the organisalion’s Siralagk: Equality Pian and objectives..

«  Consislenl approach to funding: Hywsl Dda University Haallh Beard will adopta
consistenl approach to lhe allocation of reseurces thraughoul all parts of the
organisalion Appropriate rescurces shauld be made avaflable to enable a mamber
of stalf lo develop and apply their knowladge and skills to meel lhe demands of their
currenl pesl and lo progress In Lheir carear should 1hay so wish.

7. PROCESS OF PADR COMPLETION

All staff musl have et leas! cne annual perfomnance appraisal development raview, al which
a personal developmenl plan sheuld also be developed. For slaff under Ihe agenda for
change agreamenl, Lhis shoutd be based cn their job description individual KSFoutline and
work objeciives, and comply wilh the terms and condilions of Ihe agenda for change KSF
and assovialed development reviow process. Furlher guidance can be found in ‘the NHS
knowledgs and skills fremework (NHS KSF) and Ihe development review process” Gelober
2004. This is avallable within deparimenls or 1o dovmload from

http:/fwww. dh.gov.uldasselrool/D4/08/08/61/04090861.pdf

The Performance Appraisal & Development Review process is based on an ongolng cycle of
laaming. It consists of four slages
. Raviewing how individuals are zpplying their knowledge and skills lo meet the

Dalabase No: 045 Pago 5ol 39 Varsion 4
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11.3. Execulive Diractors
Execulive Direclors have responsibility to ensure hal
« Al slaff wilhin lhelr responsibility are aware of and comply with the Policy.

11.4. Senlor Managers, Heads of Services

tLis ihe respensibility of all Senior Managars and Heads of Services lo ensure lhal:

= The palicy Is disserninated throughoul Iheir respeclive services and deparimenis

*  Alllavels of slaff within thelr depariment or prefessional group ashere 1o this policy in all
respects

= ThaTier 1 targel is atlained within Ineir servicas through compliance wilh this policy by
ensuring all sieff have an annual PADR and PDP/

« The quality of the PADR is audited Lo ensure thal the policy is epplied and underpinped
by the crganisational valuas,

*  Thisinformalion wil} 2lso be recorded wilhin ESR lo inform accurale corporale and
service level informatton { Jdentificalion of the number of slall who have had a PADR
within the previous 12 months Is sequired in Standard 22 of tha Heallhoare Siandards for
Wales).

+  Where Developmenl Plans have d costs ideniified lo suppor leaming and
development authorisation processes are clear within the leam

+  The required Heallh Board process is followed wilhin Lhe Health Beard Guldance
Documantalion (Appendix 1} at reviews where individuals have not demonstraled the
requisite defivery of objectivas or knowledge and skllls and pay progresslon may be
affacted.

+  Payroll is nolified in a imely manner using lhe defined Heallh Board Process and
documenlalion if a member of slafl should not progress tareugh Pay Pragression

. All ldentified reviewars have the requisite skills and knowledge %o undertake a reviewer
role. {A raviswer may nol necessarily be lhe reviswee's iine manager, but musi supenvise
them sufficienlly on a regular basis).

. Collaling all trafning needs Idenlified through Personal Davelopmenl Plans into a Local
service Training Plan as parl of tha Training Needs Analysls process

11.5. Heads of Department and Ward Managers
Ward Managers and Heads of Depariman are respensible for:

. The ralio of reviewers Lo reviewees is sufficient for the dapariment (ideal ratio = 1:7,
maximum ralie o 1:10).

. The reporling of iha number ol PADRS underiaken and Parsonal Developmenl Flans
{PDPs) is recorded in the Electronic Slafl Record (ESR) to enable accurale corporale
reporting monlhly io lhe Board

«  Ensuring all stalf have an annual PADR and FDP

0 Monitoring compllance of PADRs and PDPs locally wilh their learn recording

« Fallowing required Health Board process within the Heallh Board Guidance
Dacumentaticn {(Appandix 1) al reviews where indlviduals have not demonstraled Ihe
requisite delivary of objectives or knowledge and skills and pay progression may be
affected, and nolifying line manager and HR leam Lhroughoul Ihe process

. All identified reviewors have Ihe requisile skills and knowledge 1o underlake a reviewer
rofe. (A reviewar may nel necessarily ba the reviewea’s line manager, but musl supervisa
them sufficlenlly on a regular basis).

HYWEL DDA UNIVERSITY HEALTH BOARD

demands of lhe current post and persenal objeclives and idenlifying whelher they
hava any developmant needs.

= Agreaing a Personal Developmenl Plan (PDP), delailing the leaming and
development lo 1ake place within 2n agreed limeframe, and Lhe dale of {he next
review.

. Underiaking the laming and development identified

. Evalualing lhe leaming and developmant and reflecling on how Il has been
applied lo work.

PADRs/PDPs will need to be planned and completed Ihroughou! the year. Deparimant
managers should callale agreed developmenl needs inlo ona Deparimerllel Training Plan.
This plan needs lo be submilted 1o lhe Leaming and Develcpment Depariment via
the Training Meeds Analysis. The Leaming & Developmenl Departmenl will lo coltate tha
information inlo an Organlsational Training Plan. By underaking Ihis process on a yearly
cycle, the leamning and development budgets can be managed equilably and in a robusl, cost
effective way.

8. HEALTH BOARD GUIDANCE

The Hywel Dda University Heallh Board has develcpod a guidence booklet for managers
and slaff explaining Ihe process and providing a clear explanation of the precess and
associaled documenlafion (sse Appendix 1),

Slafl who fall outside of the Aganda for Change Agreemenl (i.e. Direclors, Medical and
Dental staff) should stil follow the principlas of he guidance in Lhls document, excluding
the references 1o All Wales Pay Progression Policy.

9. APPEALS PRCCEDURE
All staff will have the righl lo appeal against any decislon where Ihe manager has proposed
ic hall pay progression,

10.DOCUMENTATION

Coples of lhe Guldance Fer Managers and $talf including the PADR detumentation are
available on lhe Hywal Dda Intranel, and from lhe Leamning & Development Department.
(A4C Statf{Appandlx 1).

Klentified and agreed development needs arising from individual parsonal development plans
musl be collaled inlo & depariment lralning plan, and lorwarded to the Leaming &
Devalopmenl Department, as part of the Training Neads Analysls Pracess

11.ROLES AND RESPONSIBILITIES

11,1, Chief Executive

The Chief Execulive holds overall responsibility for Ihe effeclive managament of QOrgenisational
Policy.

11.2. Director of Warkforce and Organisational Development

It 5 the Director al Workforca and Qrgarisational Development's rasponsibility Lo ensurs that;
«  The palicy is formulated and disseminaled.

«  The policy |s reviewed and updated.

«  PADR compliance is monitored and reported as a Tier  {argel lo the Board.
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¢ Collallng alt fraining needs identified Lhrough Personal Devalopment Plans into a
Deparimenial Tralning Plan, which should be submitted o lhe Service manager for
Informalionfautherizalion and then Leaming and Development Daparimeni as part of the
Training Needs Analysis process.

11.8. Reviewer
Nominaled reviewers musl be idenliied by tha Head of Services fo underake Ihis role
and must underiake the reguired raining prior to underlaking a revisw.

The Reviewer will aci in a line rmanagemenl or supervisory capacily and undertake cerlain
elemenls of the review (review of objeclives, objective selling, KSF past oulline review
and PDP formulalion) however, lhe signing off of some elements of the Personal
Development Plans may be subject to the subsequent agreemenl of lhe Head of
Department where lhere are associaled cost implications ar limited accass to
programmes.

All decisions 1o defer pay progresslon must atways invelve the Head of Depariment.

11.7. Reviewee
All stafl are responsible for laking ownarship of their own PADR In lerms of assuming
responsibility for:

. Preparing for the Parlermance Appralsal & Developmant Review meeling.

«  Mainlalning a personal developmenl /CPD porifolio.

= Meeling work/performance objeclives, and speaking wilh Lheir line manager if they are
having difficulties in a fimely manner so thal they can ba supported lo deliver hem/discuss
the silualion/provide support.

s Seeling apporiunitias to leam and develop In he posl 1o meel the KSF.

*  Quline/objaclives and take ownership of career devalopmenl asgirations.

- Reviewing progress in their role, proactivaly discussing development needs with
their reviewer and laking aclion io meel development goals,

«  Ensuring developmenl is also in accordance with their professional and regulatory
bedies.

11.8. Learning and Development Deparment

The Learning and Development leam dsparlment are responsiile for ansuring thal:

«  Tha palicy is published, reviewed, updated and he!d on Ihe Health Board infranet site.

¢ Training for reviewars will be available for all staff wilhin Management Passport
Pragramme and addilional menlhly sessions for all slaff who are requlred lo undertake a
Paiformance Appraisal and Developmenl Review. It is essenlial thal only staff who have
recelved ihe kalning should undertake reviews,

= Records of allendanca at trainlng will ba held on the Health Board £SR record,

12 PERFORMANCE INDIGATORS

a 85% of stall have underlaken a Perfonmance Appreisal & Development Reviaw
with their nominaled reviewer in a 12 month period.

- 85% of slaff heva a Personal Davelopment Plan in place
TNA compleled annually from all arees.

- Numbar of slaff passing Ihrough pay progression.

¢ Number of Consullanl and pon-consultanl career grade Appraisals underlaken.
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13. EQUALITY

The Heailh Board recognises the diversily of ke local community and those in its employ. Qur
alm is therafore to provide a sale environment free from discrimination and a place where all
individuals are lreated fairly, wilh dignily and approprialely lo lheir need. The Heallh Board
recognises that equality impacls on all aspects ¢f lls day to day operalions. All policies and
procedures will be assessed uging lhe Heallh Board inlegraled Impacl assessment leel.

14.DATA PROTECTION ACT 1998  GENERAL DATA PROTECTION REGULATIONS 2016
OR ANY SUBSEQENT LEGISLATION TO THE SAME EFFECT

All documenls generaled under this policy, Including applicalions, and formal notes and
decumenls generated by managers and any review panel, lhat refate to idenlifiable individvals
are lo be lrealed as confidential documents, in accordence with lhe Heallh Board's 225 - Data
Profaction Policy. Il Is recommended that all parlies familiarise Ihemselves with Lhe relevant
parls of Ihis Policy,

45 FREEDCM OF INFORMATION ACT 2000

Al Health Board records and documenls, aparl from cerlain limited exemplions, ¢an be subject
fo disclosure under the Freedem of Information Act 2000. Records and documenls exempt
from disclosure would, under most circumstances, include those relating o identifiable
individuals arising in a personnel or stafl development context. Datalls of the applicalion of the
Freedom of Information Act wilhin the Health Board may be found In the 173 - Freedom of
Information Acl 2000 Policy. ILis recommended {hat all padies familiarise themseives with the
relevanl parts of Lhis Policy.

16.RECORDS MANAGEMENT

Al documenls generated under Ihls policy, including applicaticns, and formal noles and
documenis generaled by managers and any review panel, are official records of the Health
Board and will be managed and stored and ulilised in accordance wilh ihe Heallh Board's
Records Managemeant Policy.

17.REVIEW

This policy will ba reviewed in three years lime. Earlier review may be required in zesponse to
oxceplicnal circumslances, organiselional change er relevant changes in legisiation or
guldanca.

18, MONITORING

Delalls of all capability procedure oulcomas will be recorded in a database and reporled on
pariodically lo the Parinership Ferum and Ihe Health Board Beard. The dalabase will include
equality monitoring dala, whlch will be reviewed and presentad to ihe Health Board's Equality
and Human Righis Sleering Group.

19.DISCIPLINE
Breaches of this policy will be Investigated and may resull in the matler being Ireated as a
disciplinary offence under the Heallh Board's disciplinary procedure.
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Appralsal and X Reylew (PADR)
Al Guidance far M und Stafl

Appraisal and D Reylew (PADR)?
Ta halp us give the best paesibla care Bnd sendoes, whatever aue fole, k bs Imparant thal we undersland whal & expected of us
@ hoty aur perzanal conlribution helpe out loam and Lhe organsalion (n achlave s alme.
A PADR It ha ongaing conlinusus cycla providing &l alafl with clear egiead wark Shicclives, leedback on how Lhay are doing in
thelr fob and @ pefsonal Saysiapment plan for Ihe year ahead wih newfongeing work oheclives. Everyone shoud haye a manting
dudng thak Essl veek In the workptaca wah their ne manager ko sal oblsclivas when they slartin 2 Job of o a new leam. Then
thelr prograse s managed dising the yaar ard amnualy, ormally revlewnd through  PADR meetita which Is then recorded. A
summary of Lrels parformance over lhe previout 12 manths (the review period) agaist the objeciivea sel Is developad and agreed
aued then he in thelr persanal Ba.
Wiy PADR |& Imporianl
PADR e kviportant bacauze:

+ Il provkios feadback on how wa have dons which should be hanesl, constructive and fiel and whare posshis should indida
+atdback from & ranpa o peaple viu vrork vilh .9, callaamios, slakehoiders, paleats, proect managers)
1 thotHd ensura asch of irs agrod and uadeniand whet & expectod of us, and how we shoull ba deimg things Lo, what e peed ta
dabver and the behayiours and vrays of warklng thal ars srpectad of us
* Ronkucs falwndmabp orsohat 19 do lhings heHer arior move ko anothor role end hava a plan of whal kearning we ara gaing ko

Prudent Heallhcare In Appralsal
The prirciples of prudanl healhcare underpin 2l nbjectives sel ieroas the HB, any servcs or Indidual providing 2 s2rvica should
apply Lhese pinclplas vhen setiing service and pereonal objeciives:
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The 4 principles of prudent healthcare

Far éurther informalion visit v, prudent healthcare.org.uk

What Happena at the Review

Tha PADR meeting imvoives. feviewdng and nvahmling performance, planaing and agreeing
objeciive for IndMduale againsl the demands of 1helr poals a3 deseribed In bheir Job Dascrl
Knowledge end Skills Framevkak outines. for [heir posl and Infomaad by the Heallh Board stalegl
local sarvice objectives, Tha review Wil alko Inchde Fesdback an Aow 1o do your Job as WeP 3a n
aur arganisallanal vatues and behavlours and idenfified the behaviours which we vauld vish lo 3
be hey then ide.

Some stafl {Nures, Theiapisis, Sclentists k) have specific prafeasional eeria which dafine |
Cor Protesslonal Devalopmanl In order lo refakn helr Profsslonal Registztion enc
dacumantation to camplete.
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Recording the Revlew

A recard of Lhe date the PADR has beon undajtaken st be recorded bn lha Hoafth Baard Electronlc Staff Recard. This (& e that
the HB has lnformabon 1o thow el the PADR has been underlakon and thal the Infammation can be raporied fo he Board and
\Witish Govammenl, Coples can go Ino personal fefporifalios on an e-vasks via ESR or paper. Tha kfoimalion on raining needs
valt Inforn the development of deparimental Trairing Naeds Analysis which In tum halps the educatian ard development. leam to
plan progremmes.

thnlng fara PADR

1Ll Imporian Ikt the apprelser meets brisdly vAth tha slaff b glve fhem w copy of this document befare the appralsal dele Is sal, m
lhev have an opportunily ta read thiolgh the papervork. The uppraleal dala shovld where possible be planned for a mkkmtm of

4 months pror Lo lncremenlal pay dale_ By meeling for u triel chat & gms the appraiser and stall member Ema la feview t:ne
papervork, any ohlacilves sel from the previows year and ach may wish Lo rafae st
iha PADR meeting. The documenlation can ba completad on fine or prinled ot and compioled by hand bud Ihe emphazis In tha
maeting ehald be & face to Rce discansion with zted allhe and_ The farms can elrr be uploaded o ESA
once compielet of hald bn ihe pareanal fie. A checklist ki managers (s Incixded within Lhe Appendices.

HHS Wiaks Pay Progresskon Polky and link wlh  PADR Hypeillnk In AW  Pay  Propression Palicy:
s Ji

now pay prograssion palcy for HHS Wales was agreod by the Welsh Parinership Farum on 4 Juno 2015 and the development and
mplsn-nlil.m 0f Lo pokicy s 00 0f Lt ahemmals eqreed a5 par o Lie 3 yaar cial agreent walh rada uriaps,
Tha paicy came bto efect from | Aprd 2015 snd n huktva muy progression Wl be based an indvisusts damansiraing he requlsta hnowledge,
evilla and compalancios for ot yula end achleviog Ihe equiied kel of percmance ageinal objectives duting tho pariod Lt annupt
parformanca raviw (PADR).

Thivery simple guidanoe ks 1o pramkle managers vilh fira cove key princioles which suppar Ihe Fefvary of & Suceessful appraizal und thay
aie based upon ona kay Easumptnn:

‘“the opprelsee abjecives have been dlacusaod aid grasd and they Wil have had ferdback frem thelr ine maneger elther formally o
Informally diring the year prior to the PADR meening where the feedback during the pear Is ruflected formally using the UHE
ducomentsgon’
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our Values, and Objectiver

The principles which undarpdn our ofganisatonal vahtas were defmad by oLy ovan slalf ond ey kentified e 3 thames beiow,
Dignity, Respect and Faimess.
This vakie groum enaures that peaple are realzd in way Ihal supports their self respeed. Thal thata Is 8 due regand o people's
feelings, wiehet 2nd beliefs, Everyone cowits and peopla ata Irealad in a vay Lhal is ight Brd reasanabla,
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Tha (un ey priciplos are:
PADR T undemken anwally.
v whive Uhs appraisaa manegs a leam, compPanco vith PADR. mendatory Iraining aftendance, snd efiective pianaganent of icknn s
absance will be ageeed 23 cort ke objoclivos kot wafl wio superySefimanage teams provpecy
+ Ihat al objactives sl hava betn ditcissod, randed and agiced wthi (o pear pror, and parformance managed during Iha yesr
Through regular meetings to PADR
Thein ara no Ipris2s far Iho appraisaa el Lhe PADR
+ Th PADR dales are recorded bn ESf

If a PADR has no! been undertuken during Iha year dua la absance, of becalise the manuger has faiked b arranga the appralsat;
the manages must ensura that Lha appraicea progiesses through the Incremental poinl.

Crrera accasbne 3 PADR may affed! pay progression, In hesa dlwn'sl.ams h HE e defired Lie elpechhonsnfmln:uml.
through adafined ard very specific process. The delais of this
sacllon explaing dlearly the process which vdll ba applad acioes the HB. snnun' Il|e resull of & p.mn pn!nnljaw affect Pay
Progresskon; Ihe expeclations bn lerm of tha eviderce ba supporl any recomimendation fram ha apprakser, Lha foke ol the service
manager urd the docurnantalian required,
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Integrity, Openness and Honesty
This values group ensuces fhat we choose la do Ihe rght thing every ime. We aie bansparent and accounlable for our
actions and plans and lhal wa are liuihiul o whal we say and do.

Earary 3 e s grinecal
e " el el e - an |
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Caring, Kindness and Compassion
Thia values gravp aliew us Lo fael and show concem and empathy for people that need supporl Where you feel sarrow
and regret for the sullering and misfarune for patienls, calleagues and leama, with A deslf io help them

way yau can.
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Qur Qrganlsailenal Cifeciives

The Heatth Board has developed 10 skalagic objsclivar which frame Lhe knisgraled Mediam Term Plan, § ta 8 ara a
measurable ee! af targats ngainst which we ean morilor aur progress within sendcas and each has a specifi delvary plan
bringing togelher, for Lha firsl fima, all of curwerk across Prinary Care senices, Lie Inagrated Care Fund, national delivary
plairs, Togelher for Heallh plaris and nur focal Poputation Heglth Prograrpine work streams.

Strategle Objcliver 3 and 10 difisr rom tha othare In that Lhelr Tous | on addressg our undertying financial posilion,
delvering on natiofal parormance targels, scdressing tha lragity of many of oue kay sorvices and Binging lo e that parl
of our vision which secks Lo ansura our services are efficienl and effecliva and thal we do ot ask pabants b ravel
wwincassarly of wail unduly.

The 10 Strategic Objectives;
1. To encouraga and eupgorl people lo make heahhler chokces for themselves and Lhalr childran and reduce the
swathor of people wha engage b rlsk Laking behaviours.
2. Tafedita overaniihl and abesily in our lacal populatian.
3. To the prevanton, ion and disease Iy lha local populaton.
4. To Increase slavival rates kor cancer [hrough preventian, screening, eerier diagnosls, faster access to treatmant
ared Improvad survivership programnes.
5. To improva tha eary Kenlification ard
reduce compl ns-
6. To mprove the support far people with establishied tesplratany liness, reducs acule exacarbailona and Lhe need
tor hasphal baced care.
7. To knprove the menlz| health and weilbeing of our kcal popuialion through impraved pronmtion, pravenlion ard
Limely eccess to appropriale Inleventiens,
8. Ta Imprave eary detaction and care of Irall peaple accassing owr services incliuding thosa with dementia
spucifically wimed al malrtalning welRielng and sndependance.
9. Tolmpvova Lhe productivity and quality of eur services using tha princlplus of prudent healh careand lhe
opportunities ta Innovate and work with parinees.

of p: ith dizheles, improve long lerm welhelng and

10, To deliver, a5 a mimkmum d Delivery Targels and epeclically clirinale
1ra noed For unnecessary travel and vaiting times, as well as fatum Lhe: fion to 2 sound i
over tha §fatimo of this Plan.
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QBJECTIVES should be linked t

wirllien vzlng these princples and must always ie agreed nuumpased

EMART [WORK OBJEGTIVES)

should reflect prudent healthcare, ba

SMILE (FOR PDP}

it e, Eeharir or GAworra musl be rked (o

Erwn Gouph thia abjectine ks ambatios wiich

a rats, mumber, prcand oge o Spexttic menm, thol L Ta ¥ or My R b
Speciic | e tehginoms qaody 1 nd s et thovwsfor n e Inlere of o you urd Irying 10 scbieee,
aubjective fudemend Lo ba mads about whathar the Sl roedsto e SZETRIC il o cam sl
Outtiome has bean ackicurs, Tt conkrasl, ‘wngwar the ssec i or nod I Kaa perked
Telepharm wihin 5 rimgs’ I3 ery spfic,
Vou T b BHIA £0 manaie e el tawiady e
o [ el o - Tl 13 been achieved, =
Memsurabln | objectire has by whved 1F you e Succsmsfilly Meararati hlchen rlaheihrd .....,.um';d it
rmmumkmauhw Il L 8 rale, mumber, Mmﬂﬂeaﬂ=luamwﬂmh¢rﬂhﬂ'
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The kev queslion her re; Do the Indivichusd have - Cpmarss and p sense of curity
the , S and 1ucharity ta - Wiingoes 1o leam From clbars beih
ompiele the ohfertive? [rdde srd clzside of Lha HHS
s s ity S I ara & Efame walin - Trmw to ik
Thmelp | niich the objertive sheaid br urkiaken? I thare
Lsra timeframa, tha objerlive Is el SHART,
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REALEWLA ER FLAHTS B3T FLOUH iSH WHEN WE PULL THEW UP 10 OFTEN TO CHECK HOW THER ROOTS AKE GATWING] —THORA S.NEILL

The Labie below zaprasents the annuz| mandatory lralnlng fequired programmes, the laval of the balning ciffers ancmmng to the
Tole aa doas the refresher imeframa._ This Infarmation |z available here In tha mandatory Lraining grid or via the hypel

pl:!nlmd mPElI.INK 70 THE MANCATORY TILAWHG BRI

-

Copy of Rerdarary
Trainrg G 3 1AL

WMANOATORY PRSI AN DATE CONFLETED REFREBAER DATE
WFORMATION
QOVERHANGE
FIRE SAFETY

TREAT ME FAIREY
HEALTH & SAFETT

WPROVING QUALTTY

TOAETHER
THIFEGTION PREVENTION
AHD_CONTHOL

SATEQUANDING ADULTS
SAFEQUARDMG CHLDRER
RESUSEITATRON
HYLALIS
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ANNUAL PENSONAL APPRAISAL AND DEVELOPMENT PLAN

PROFCRMA FOR USE (N FIRST YEAR USING NEW DOGUMENTATION TO CAPTURE




Erdence b

REVIEW OF OBJECTIVES SET IN PRE¥IOUS 12 MCHTHS

RFGRMANGE GURING THE YEAR OBJEGTIVES IDENTIFIED FOR "ROLL. FREN =

OVER INTO HEXT YEAR oW Vo
How Go yoll [as) you have perfammed n your Plensa summarlse how
fob Latng the values va feny have In place?

CBJECTIVES AGREED [N LAST FADR

u fee! Lhie last 12 months has gene.

[E i HYWEL DDA PROFORMA FOR DOGUMENTIHG WORK OBJECTIVES
Provide a summary of your over:
porled, Including any areas requiring improvement,

ORGANESATIONAL PERSONAL

ORIECTIVES

TIAESCALE YPAREND

1.0CALSERVICE
QRIECTIVE REVIEW
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SPEGIFIC HURSING & HIDWIFERY DOG UMERTATION TO SUPPORT NG

HYWEL DDA PRCFORMA FOR DOCUMENTING DEVELOPMENT PLAN

Befare any afdiional diveloament (s Undeitken T mnhrnuhnwnm:mmd theit mmtmum m.dau.ytulnlng

Slanalure of Ap
Slgnllure of Appralser:

¥ Ci [T1f OTIERS eg. elassraom, cliniral supervislon, menlering, meetiogs ele
‘Non-partlel llm’jCl‘D- |ﬂu'||ng undirtalen ON YOUKOWN g, ».-mml-._,. veflcction, readinmg ariicles ele

a1 i
This smmmary. ﬂthihﬂwmlmhjll\e]m-nmgcx ‘profeaionsl Fend

(RICRYIA

Exery ihree yeata 3ot wre required fo bave a form revie of your meatarship.
Yon neﬁhhhnucmlnd with nl least 2 sindents, hn\-‘e mbﬂ!*dlﬂ snnual ppdaie and be




APPENDICES
r_:a Frocese whare a PADA (Appra]sal] cotdd rasull

fial jecommendalion lo hall Pay P
The rulavmg ey polnte are key to all swnm-nnlmaninem undertaking PADA which Inkm any decision end the procees fa slop pay

piogresalan
o I @ PADR fas 1ol basn imderiakn cing the year tha Trpsct vl ncd fal upon the member of 3tal, Ihe manager musl ansura that thoy
pgresa through tha inoremenlat paknt

a T decldon o hat pmgla!-lbn s not based sotely on the nnnuzl PADR meeting bt s sapporiod by dovumentallon durng the. year
which Telled s the folowin,
o Requiar meeige v has rakeed i Tekalian I anylal of the kikwing:
= Delwnry of egrasd tq obecdives wilhin sgrecd line c=ies
2 Allzvdebohaviows] auga trough assahmmil aoainmh HE Valies Compatonca

+  Anyachis tonduciar buaue related lo any disd
o How s manait has firod mippeat1s T WL tharog he Y03t n otée: o acdrese lssugs ether Whyouch Laining, monlorsh
covching ar aditionsl resauras.

o Tha manager has smolved focal Operslonal HR pport an may ppi eapatizy poby

o Whesa ihera s avilance thal mestegs bave taken place durig Iia year aod
agroed with the membes of skl b support polentisl woaknetses In paclice, Msra wil ako nu-d Iﬂ hi aridanca that this has hippemd bsen
discussed and developmentsl ohjsrtfron achirred. Il fof any reasan the egreed developmant has ol lakan place Uk appraiioe WA poss
Thraugh pay prograssian
In order Io yop Pay Progresston, tha PAOR and al supporiing evidence murl ba discussed wi.h the Profeasienal Head of SarvicaSennr

Manaunr wﬁn vl reslers U ewvidence lo ensurs Lhal thare Is suflicient evidence of coninied suppurtiassossmmnl pAor Io preventing Pay
H & possila lhal Wedo uparaional AR toam vA1 hava bean

noal polnl and
aupporting e nits vy v cap2bh pobiy has boen Ched durng 1 Yo7
There aro 3 potertis] ksues whinh wankd o most lktly 10 effetd (e cutcoma of the PADR:

| PAY PROGEESSION FOLICY FORM
. PAY Ph OM PO

R R T e T T P e e

Lyl e g on Asn biveie o,
He ar wuAl wvibarne (s s Wiorednes, t may sk o £ s By ol b entiod Kas e recmery|
e Lt ot B Do St e raenim frm 2 krrm ko ey Db benay ks eard AN et o o b £ Cean 3 e o £ tin

gk ot i, el amd et o

[FreLanuAR OF HARASTA = I
[PATHY PULL AANE R DEITGRATIOAT 7
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The primary aim of 1hls policy is to provide a [ramework within which managers
can work wilh employees lo maintaln satisfactory performance standards and
1o encourags improvement where necessary

[ This paiicy is applicable lo all employees, employad in Hywel Dda University
[ Heallh Board, excepl Medical and Dental staff where specific armangemenls
H epply in cases ol professional conducl or competence. It does not apply Lo

l bank workers (see bank regisler principles - June 2017), agency workers or
| sell-employed coniraclars

Il 201 - Disciplirary Policy
138 - Slekness Absence Policy

Welsh Parinership Forum
Waorkforce & OD Gommiltaa

j Direclor of W&0D

Dalabase No: 203 Page 1 ol 18 Verson 3
Gapatility Palicy and Proteduse
Plaase cheek thal this Is the most up to date version of this written control document

HYWEL DDA UNIVERSITY HEALTH BOARD

HYWEL DDA UNIVERSITY HEALTH
BOARD

Capability Policy and Procedure

Approved by: Welsh Partnership Forum

Issue Date: 27 June 2018

Review Date: June 2021

Database No: 203 Page 3ol 10 Verslon a

Capability Palicy and Procedure
Please check that this is the most up to dale version of this writlen conlrof decument

Csrdanc |

HYWEL DDA UNIVERSITY HEALTH BOARD

Varsion

1 Approved:
1 New Policy
2 |revised Apil 2013
Revised
3 | Approves WsoD 5.7.2018 27/6/2018

Glossery of terms

Term Dafinilion

|Teywards | capabilify

Dalabase No: 209 Page 20l 18 Vamslon K|
Capability Policy and Precedure
Piaase check that this is the mos! up to dale version of this wntlen control document

HYWEL DDA UNIVERSITY BEALTH BOARD

CONTENTS
1. Policy stalemenl
2, Aboul thls policy
3. Principles
4 Rights of accompanimenl
5. Idenlificalion of a capabilily lssue
6. Initial assessmenl

7 Incapebility to due lo disability

B. Conlfidenllality

9. Redeployment/Downgrading

10.  Timescales for achieving improvemenl

11.  Nolilication requiraments for fermal capabflity hearings
12.  Procedure at capability hearings

13. Stage 1 hearing: Improvemenl notice

14.  8iage 2 hearing: Final wrilen waming

15.  Slage 3 hearing: Dismissal or redeployment
16.  Appeals againsl aclion for poor performance
17.  Training and/or Awaraness Raising

18.  Equality

19.  General Data Proteclion Regulations 2018
20, Freedom of Informalion

241.  Records Managamenl

22. Review

23.  Moniloring

24.  Approval

Dalzbasa No: 203 Page 4 of 13 Version El
Capability Pollcy and Procedure
Flease check that this Is the most up {o tale version of this writien control document




HYWEL DDA UNIVERSITY HEALTH BOARD
Appendix 1 — Gapability Hearings Flowchar

1.  Polley Statement
The Core Principles of NHS Wales are:

« We put patients and users of our services first: We work with the public and
palienisiservice users through co-produclion, doing only what is needad, no
mere, ne less and liying lo avoid hamm, We are honesl, cpen, empalhelic and
compassionate. We ensure quality and safely above all alse by providing the bes!
care at all limes.

s We seek to improve our care: Wa cara [or lhose wilh Ihe graatesl heallh need
first, making Ihe most effective use ol all skills and resources and constanily
seeking 1o fit tha care and services we provida lo users’ needs. Wa inlegrate
improvementl intc everyday working, by belng open la change in all lhal we do,
which also reduces ham and waste.

+ We focus on wellbelng and prevention: We strive to improve health and
remave inequities by working together wilh the people of Weles 50 as lo gnsure
their wellbaing now and in fulure yaars and generalions.

« We reflect on our experlences and leamn: Ws Invesl In our laaming and
development We make decisions thal benefil palienis and users of our services
by appropriale use of the tools, systems and enwironmenls which enable us lo
work compelently, safely and effeclively. Wa aclively Innovate, adapl and reduce
inappropriale varialion whilst being mindful of the appropriaia evidence base le
guide us.

¢ We work in parinership and as a team: We wark wilh individuals in¢luding
patients, colleagues, and clher organisalions, laking pride in all lhal we do,
valuing and respecling each olher, being honest and open and lislening to the
contiibulion of others, We aim k resolve disagreemants effectively and promply
and we have a zera lolerance of bullying or viclimizalion of any palienl, service
user or member of staff.

* We value all who work for the NHS: We support all our colleagues in doing Lhe
Jobs ihey have agreed fo de. We wili regularly ask about what 1hey need le do
their work beller and seok to provide Lhe facilities fhey need Lo excel in the care
they give. Wo will lislen lo our colleagues and acl on fheir faedback and
CONCEms.

They have been developed to help and supporl staff working In NHS Wales.

NHS Walas is aboul people, working with peaple, lo care for people. These Core
Principles describe how we can werk fogether lo make sure Lhal what wa do and
how we de il is underpinned by a slrong common sense of purpese which we all
shara and undersland.
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involvernenl In lhe managemenl of Lhe Issue {o ensure ihat Ihe perfonmance
slandards required by the Health Board are mel.

25  Managers should be aware thal, depending on the outcome of dlscussions sl
either lhe infarmal or formal slages, it may be appropriale lo defer handling
Lhe [ssue under the Capability Policy and raler Inslead to the sitarnative
appropriale policies, e.g. Disciplinary Policy or Sickness Absence Policy.

3. Pdnciples
3.1, All employees should be trealed fafrly ard wilh dignity and respect.

3.2 An appropriale Worklorce and OD (WROD) representalive will be avallable to
suppor managers 2nd empleyees in the application of Lhis policy.

3.3 Line Managers are responsible for ensuring thal all new empleyees under(ake
both Heallh Board corporate and focal induclion on commencement of their new
pesl. In addition, 1hey will recelve a job description and perssan specification and
will ba given a clear understanding of their dulies and 1he slandards expected. To
support new or promoted employges, {he line menager will also need to assess
any immediate development needs which they may have and the timescales
within which lhese need o be addressed. All employees will pariiclpale In a
performance review al which a Parsonal Development Plan will be agreed on at
leasl an annual basis, in fine with the pay progression policy.

If an individual Is In 1he formal stage of the capabilily pelicy al the beginning of
slekness andfor matemilyfadoption leave and Inere is avidence Lo show that thay
waotild be unlikely lo have mel their pay progression criteria, it may be possible to
withheld Iheir pay Incremenl.  However, advice must be soughl from a relevant
member of lhe W&OD team and such a decision must {ake account of any
potential discriminalion ¢lalms.

During the nermal course of Ihair dulies, line managers should meet regutarly with
their employees and bring lo thelr allention any issues relaling to their
perfermance. During an induction pariod, lhe expectation would be thal lhe level
ol suppor required would be grealer fan ence the amployee has setifed in,

4. Rights of agcompaniment

All employaes have lhe right to be accompaniad by a Trade Union represenlalive
or & Heallh Board workplace colleague, ai all formal hearing slages of the
procedure. However, as long as a sullakle allemalive representalive is availablo,
unavailability of a praferred represenlative or workplace colleague should nol
delay the hearing laklng place.
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The NHS s conlinually under pressure lo deliver mare services, wilh hetler
outcomes ad maintain and increase quality against the backdrop of significant

linancia! challenge, high levels of public expectation and with a papulation which s
gelling older and with increased levels of chrenic condilions.

These principles have baen developed fo help address some of lhe pressures falt by

slalf in responding to these demands. Thay will re-balance the way we work togslher
so we are less reliant on procass and are supporied 1o do the right thing by being
gulded by hese principles when applying pclicies and procedures lo the workforcs

As paople working within the health service, we will ali use them lo suppor us lo
carry out our work with conlinued dedicaled commilment Lo those using our servicas,
during limes of canstanl change.

The Princlples are parl of an ongeing cemmilment to sirengthen the nalional and

local values and behavicur framewoirks already astablished across Health Boards
and Trusis,

They have bean developed In parinership with repr ives from employers and
slaff sida,

The Principles will be used 1o create a sfmpler ar« consistent approach when Il

comes to ging workplace employment issues.

About this Polla

21  The primary aim of this poliay is to provide a framework wilhin which

managers ¢an work wilh employeas lo maintain salisfaclory parformance
slandards 2nd o encourage improvernent where necessary.

2.2 il is Hywel Dda University Health Board's policy 1o ensure ihat concems over

performance are deall wilh faify and Lhat sleps are taken lo eslablish lhe
facls and lo give employaas the opporlunily 1o respond at an Initial Informaf
dlscussion before any formal action Is taken,

2.3 This policy is applicable 1o all employees, empioyad in Hywel Dda Universily

Health Board, axcepl Medical and Dental staff where spedific arangemenls
apply in cases of professional conducl or compelence. IL does not apply to
bank workers (see bank regisler principles - Juna 2017), agency workers cr
self-employed conlraclors.

DBafore consldering any action in accordance wilh this palicy, ihe relevanl
<ode of conduct and prolessional code of practice should be considered, and
advice sheuld be soughl frem the relevant professional lead.

2.4  Where an employes |s eitherjoinlly employed or ia nel employed by Hywel

Dda Univarsity Heallh Board bul provides a service for Hywel Dda Universily
Heallh Board, ihe capability issue will be addressed under the scope of he
pelicy of the lead employer. The Health Board will sl have an ective
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Where refarenca is made in this policy ta the emplayee's "representative®, Ihls will
refer to tha Trade Union represenlaliva or work place colleague.

Identification of a Capability [ssue

In lhe first inslance, performance issues should nommally be deell wilh informally

batween the employee and their line manager as parl of day-lo-day management.
‘Where appropriate, a nole of any such Infermal discussions should be shared with
the employee end placed on Lhe employee’s personal file

Informal discussions may help:

a) cfarify lhe required slendards,
b) identify eieas of concem;
c} @slablish lhe likelv causes of poor performance and identify any lraining

needs; andfor
d) settargeis for improvement and a ime-scale for review.

This procedure should be used for more serious cases, or in any case where an
earfler informal discussion has nol resulled in a salisfaclory improvemert,

Initlal Assessment
6.1 IF Inilial discussiens have nol resulled in a salisfaclory Jmprovement and if the

Health Board has ongoing concems ar more serious conceras come lo light
aboul an employsa’s perfermance, an Inilial Assessmenl will be underiaken,
which may be by lhe line manager, lo decide if lhere are grounds for faking
formal action under this policy. The procedure Involved will depend on the
circumslances but may involve reviewing lhe employee's personal file including
any appralsal records, gathering any relevani documenls, monitaring tha
employee's work and, Il approprigte, interviewing lhe employee and/or olher
individuals conlidentially regarding the employee's work.

6.2 Managers naed o consider in the light of relevant Health Board policies and
procecures any underlying Tssue such as:

» Heaflh andfcr domeslic issues;

+ Bullylng/harassment cr feeling Inlimidaled for any other raasons:
» Inadequate resources lo do the job;

« Insufficient training or the need for further iraining;

+ Changas in the Job environment,

Incapability Due o Disablity

7.1 Consideralion will be given to whether poor parformance may be related o a

disability and, il so, whether there are reasenable adjustments thal could be
made to lhe employee's working arrangements, including changing dulies or
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KYWEL DDA UNIVERSITY HEALTH BOARD
providing additional equipmenl or lralming. Hywal Dda University Heallh Board
has a duty under the Equality Act 2010 to make reasonable adjuslmenis as
appropriate.

7.2 Il an employee wishes lo discuss lhis or inform the Healln Beard of any
medical condilion the empleyee considers relevant, the employee should
contact hisfher line manager wha may refer lhe empleyee to Gecupalional
Heallh for assessmenl and supporl.

Confidentiality

81 The aim of the Heallh Board Is lo deal with perfermance maliers sensitively
and wilh due respect for the privacy cf any individuals involved. All employees
musi treal as conlidential any infermalion communicated le them in
connaclion with a maller which Is subjec! lo this capability procedure.

8.2 The employee and anyone accompanying lhe employee (including
wilnasses), must nol make eleclronic recordings of any meelings or hearings
conducled under this procedure.

83 The employes will normally be told the names of any witnesses whose
evidence Is relevani lo the employee’s capabilily heardng, unless ihere are
exceplional circumstances in which the Heallh Board believes thal a wilness's
idenfity should remaln confidantial

Redeployment/Downgrading

If il is mulually agreed at any slage in lhe process thal
redaployment/downgrading is in 1he bast interesls cf boih lhe employee and
the organisalion, every effort will be mada to find a suitable appolniment. In
particular, the following must be considered:

Temperary redeploymenl.
« The avallability of opporiunilies;
[t will be fer the manager and employee fo agree a suilable trial pariod for
ihese arrangemants;
« Review arrangemants whilst in the new posl,
» Prolection of all eamings would apply.

Permanent redeployment
« The availability of opporiunilies;
+ Profeclicn of eamings will not be applied.

Timescales for Achieving Improvement

Tha timescales for achieving improvement will be dependent on various laclors
such as the risks of the role nol being cariad out competenlly within ihe Health
Board, the impacl on the service, ihe complexiles of lhe job itself, and the
avajlability of ihe necessary lraining and support. However, managers are
responsible for setting SMART (Specific, Measurable, Achievable, Relevanl,
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employea represeniative lo the hearing (see paragraph 4). The empleyee
talive may make repr ask q , and sum up the
employees case, hul will not be allowed lo enswer questions on behalfl of the
employea. The employee may confer orivalely with lheir employee
representatve al any time during the hearing.

The employee may ask relevanl wilnesses lo appear al the hearing, provided
sufficlent nofica is provided lo amrange their attendance. The employee will be
given the opporlunity 1o raspond io eny informalion given by a witness and ba
permilted lo cross examine wilnesses in an appropriale manner.

The alms of a capability hearing will usually include:

a) Selling oul the required standards thal lhe Heallh Board believes fhe employea
may have failed to meel and going lbrough any relevant evidence lhal
gathered

b) Allowing the emplovee to ask guestions, presenl evidence, call wilnesses,
respond 1o evidence and make represanlalions.

¢) Establishing Lhe likely causes of paor perfermance including any reasons why
any measyres taken so [ar have nol [ad 1o fhe requlred improvement,

d} Identifying whelher there are further measures, such es addillonal lraining o
supervision, witlch may Improve performance.

&) Where appropriale, discussing largels for improvement and a lime-scale for
roview.

n Il dismissal is a possibility, eslablishing whother there Is any likelihoed of &
significant_improvemnent being made wilhin a reasonable lime and whether
there is any praclical alleraiive to dismissal, such as redeploymenl (sea
secllon 9),

A hearing will be adjourned il lhe Heallh Board needs to galher any further
infermalien or give considerslion to mallers discussed at Ihe hearing. The
employee will be glven a reasonable opporiunily lo consider eny new
Infermation oblained before the hearing is reconvened.

The Healtn Beard will inform (he employae in witing of ils decislon and the reasans
far it, usually within seven calendar days of the hearing.

Stage 1 Hearing

Where performance issues have nol been resolved at an informal level, or
where Ihere is a failure lo reach and suslain the required slandard, a stage 1
heaning will ba held,
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Timely) 1argets for improvemenl, As a guidelina he timescales lo achieve the
improvemenl should narmaily be a minimum of cne month and na mere than
three months. During lhe period, thare s an expeclalion ihal the manager and
employee will have regular maelings o review performance. Periods of review
may be paused if an employee 18 absen! from work for an exiended fenglh of
time in excess of 28 days, lo cover ihe lenglh of the absence where
improvement cannol be monitered

11. Nedlfication requirements for farmal capabllity hearings

If the Healih Board considers 1hal there are greunds for laking formal action
cver alleged poor performance, 1he Employee will be required to attend a
capability hearing. The employee will be notified in wrilng of the cencerns over
their performance, |he reasons far those concerns, ard e lkely oulcome ililis
decided afler the hearing [hal Iha employee’s perfermance has been
unsalisfaclory. The Health Beard will also include tha fellowing where
appropriale:

a) A summary of relsvanl Informalion gatherad as parl of any Invesligaticn.

b) A copy of any relevani documents which will be used al the capability
hearing.

c} A copy of any relevanl vwilness slalements, axcopl where a wilness's idenli
is lo be kept confidential {which will only be in exceplional circumslences), in
which case the employee will be given as much inlermallon as passible
while maintaining confidentialily.

All documenlallon wilt ba passed lo ihe employee as soen as possible bul no
laler than 21 calendar days prior Lo a capability hearing. Any additional
Information which the employge wishes %o rely upon should be submilled as
soon as poasible bul no later than 10 calendar days prior to the hearing. In
excaplional drcumstances, lhe employes may request lo make a submission
which has not baen made available wilhln the above limescale. The lisl of
agreed wilnesses will be provided no later lnan 14 calendar days before lhe
hearing date

12. Procedure at capablllty hearings

If the employes or Iheir represenlalive cannol allend ihe hearing ihey shauld inform
the Health Hoard immedialely and (he Heallh Board will usually arrange an
altemalive time. The employee must make every effort lo altend ihe hearing,
and failure to allend withoul good reason may be Irealed as misconduct. If the
employee [alls to atlend withoul geod reason or is persistently unable lo do so
{for example, for heallh reasons), the Health Board may have lo take a decision
pased on the availzble evidence including any writlen representations made by
ihe employee.

The hearing will normally be heid by the employee's line manager (save for at
Slage 3 when il is likely thal a more senlor manager will hear the case) and it is
likely lhat the manager will be supporled by an appropriale prefessional
advisor, and a member of the W&OD Deparlmenl. The employes may kring an
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Following a Slage 1 capebilily hearing, Il il is decided thal the employee's
performance is unsatisfactory, the Health Board will giva the employee an
Improvament notice, setling oul.

a) The areas in which the employge has nol met the required performance
standards.

b} Targels for improvemenl.

c) Any measures, such as additional lraining or supervision, which will be laken
wilh a view lo improving performance.

d) A pericd for review (see seclion 10).

6) The consequences of falling to improve within the review pariad, or of further

unsalisfactory perfonmance.

The improvameni nole will normally remain active for sbc monlhs Irom Lhe end of
ihe review period. After the aclive period the waming will remain permanently
on the employee’s personal file bul will be disregarded in deciding lhe
oulcome of any future capability proceedings

The employee's performance will be monitored during the raview period and the
Health Board will write lo inlorm the employee of he autcome:

f} if lhe line manager is salisfied wilh the employee's performance, no lurlher
aclion will be taken al this slage but {he Improvemen! nolice will remain aclive
from the end of the review period;

) il the line manager is not sallsfied, lhe malter may be prearessed lo a Slage 2
cepabilily hearing;

i) if tha manager feels that *hers has been a substanlial bul insufficient
improvemenl, Lhe review period may be extended

Database Mo: 203 Page 12 of 18 Version 3

Capability Pollcy and Procedure
Please check that (iris Is the mnost up to dale version of this writen control document




2

HYWEL DDA UNIVERSITY HEALTH BOARD

14, Stage 2 Hearing

If lhe smployea’s pedormance does nol improva within the review period sel oul
in an improvermenl nole, or if there is furiher evidence of poor perfomance
while the Improvemenl nole is slill aclive, lhe Heallh Board may decide lo hold
@ Stage 2 capability hearing, Written notification will be provided as set out in
paragraph 11.

Following a Stage 2 capabilty hearing, Il il is decided that the employee's
perfermanca is upsalisfactory, Ihe Heallh Board will ordinarily give a final
wirillan warning, selting out.

a) 1he areas in which ihe required performance slandards hava nol been mel:
b} largels for improvemenl;

©) any measures, such as additional iraining or supervision, which will be laken
wilh 2 view to improving performance;

d) 8 period for review; and

®) lhe_conseguences of failing to improve wilhin lhe review period, or of furiher
unsalisfactory performance.

A final wrilten waming will norrrally remain aclive for 9 monlhs from the end of the
review period. Aller Lhe aclive period, the wamning will remain permanenlly on
lhe employee’s personal file bul will be disregarded in deciding the culcome of
fulure capability proceedings.

Tha employee’s performance will be monitored during the review padod and lhe
Health Board will wrile 1o inform the employee of lhe autcomna:
if ihe line manager is salisfied wiln_the employes's performance, no further
action will be taken;

1) if the line manager is nol selisfied, the matier may be progressed lo a_Stage 3
capablilily hearing; or
h) if the manager leels that lhere has been a subslaniftal bul insufficient

improvement, ihe review pariod may be exlended.
15. Stage 3 hearing

Follewing ¥e Siage 2 Hearing and subsequent review pariod, and where an
improvament {0 lhe degree required hes not bean achleved, lermination of
employment will be considered, This will lake accounl of all previous aclion
Ihat has been taken in an attempl Lo Improve 1he employee's perfonmance.
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netificatlon of appeal being received. At leasl 7 calendar days bafore lhe
Appeal Hearing the Appeal Oificer musl recelve the nature of the appeal and
all documantary evidance In supporl of il. Feilure to comply may resull in
either Ihe appeal being postponed or the appeal golng ahead without this
information.

There will be two levels ol conslilution of appeal hearings: -

For appeals against wamnings shorl of dismlssal, the appeal will normally be
heard by a manager one |evel above the manager who imposed Lhe penalty.

A Workforce reprasenlalive will be in aliendance in arder lo glve advice and fo
supperl the Appeal Officer in ensuring (hat all aspects of the appeal are fully
explored.

In cases of appeals agalnst dismissal, the appeal will nommally be heard by a
senlor officer nominaled {by Ihe Direcler of and Orgar
Development), in line with lhe 's schame of delegaled authority

The officers nominaled lo heer an appeal musl nel have been involved In the
process al any earliar poini.

The purpese of the appaal is to establish if Lhe decision laken al lhe hearing
was reasonable in lighl of lhe grounds raisad by the employee. The appeal is
nol a re-hearing of the original avidence.

The appaal hearing musl reslricl itself to fooking at the grounds of appeal
made by lhe employee and ensuring Ihal these grounds are adequalely
examined in order to reach a proper judgemenl on whether the appeal should
be uphali,

The appeal hearing will consider specifically whelher the aclion decided upon
was feir and reasenable al lhe time lhal the aclien was taken. The appeal
nearing may look al whelher the procedura was applied correcly whan
deciding on 1he aclion.

The appeal will {ake account of any subslantial new Tnformalion ciled in the
grounds for appeal.

The decision reached by any level ol appeal hearing is considered final. Ne
turther appeal mechanlsm wil! operale within the "NH'S Organisation "
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The decision maker al Ihls slage should nol have been invelved previcusly and
shouki have lhe aulhority to dismiss,
The Heallh Board may decide 10 hold a Slage 3 capabilily hearing i there is
reason lo believe;

8) tha employee's_perdfommance has ncl improved sufficentty wilhin the review
period sel out in g final wrilten waming;

b} lhe employae's performance s unsalsfaclary while a final written warmning Is
siill activa,

Wiitten nelificalion of the hearing will be sent as set out in paragraph 11.

Following lhe hearing, Il it is found hat the employee's performance Is
unsalisfaclory, a range of options will ba considered inclrding:

2) exlending an adlive final wrilten wamlag and selling a furlher review periad {in
excaplional cases where il |s believed that e substantial improvemenl is Iikely
wilhin Ui revisw peried);

b) giving a furiher final wrillen waming;
A final wriltan waming will normally remain activa for @ months from the ead of
the review period. Afler the aclive peried, lhe wamlng will remain permanently
on lhe employee's parsonal fliie bul will be disregarded in deciding the
oulcome of fulure capability proceedings.

c) redeployment {sublecl {o a {irial period of a duration 1o_be agreed bul a
mlaimum of 12 weeks) al tha end of which the sliuation will be reviewed and if
1he redeployment has baen successful for all parlies, a pamianen! variation f
sontracl will be pulin plage. If the redeployment has been unsuccessiul in the
view of any party. then a stage 3 hearing will be recenvened, and {he likely
oulcome will be dismissal.

d} dismissing the employee;

Dismissal will be with full nolice or payment in lieu of nolice.

16, Appeals against action for poor performance

6. Should the employee feel that a decislon abaut poor performance under
this precedure is wrong or unjusl the employee should appeal in writing,
stating the full grounds «f appeal, to the manager outlined In thelr tetter
wilhin 14 catendar days of receiving the writien notification.

Il appealing againsl dismissal, he date on which dismissal lakes effect will not be
delayed pending the outcome cf lhe appeal. However, if the appeal is
successful the employee will be reinstaled wilh no loss of conlinuily or pay.

ITan employee raises any new mallers in Iha appeal, the Heallh Beard may need
lo camry oul furdher investigalion. If any new information comes 1o light il will ke
provided fo the employee wilh a summary induding, where appropriale,
copies of addilional relavanl decumenls and wilness slalements. The
employae will have a reasonable opportunity to consigar Lhis infermalion
before |he hearing.

The adminislrative errangements will be pul In place wilhin 14 calendar days
and wheraver possible lhe appeal heard within 28 calendar days of lhe
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‘Where possible, ihe appeal hearing will be conducled by a [more senior] manager
who has not been praviously Involved In the case. [A member of the WROD
Daparimant AND/OR lhe manager whoe conducted the capakbilily hearing] will
also usually be present. The employee may bring an employee representative
te the appeal haaring
appeal hearing will be adjoumned if there is a need 1o galher any Rurlher
Information or give censideration to matlers discussed at the hearing. The
employee will ba given a reasonable opporlunity lo consider any new
information oblained before the hearing is raconvened,
Fellowing the appeal hearing 1he Heallh Board will;

>
=]

a) conlimn lhe originel decision: of
b) revoke the original decision; or

¢) subslilule with a diffarent sanclion,
The Heallh Board will infarm tha employee in wrting of ils final decisicr as soon ag

possible, usually within one week of the eppsal hearing. There will be no
further right of appeal.

17. Training andfor awareness ralsing

All sfalf will be mede aware of this policy upon commencement wilh ihe
Health Board. Coples can also be viewed on Hezllh Board's inlransl or
oblained vla the W&OD deparimant. Training will be provided as appropriate.

Equality

Hywel Dda University Heallh Board racognlses the diversity of its workforce.
QOur aim js therefore lo provide a sale environmenl where all employeas are
trealed fairly and equally and wilh dignity and respecl, Hywel Dda University
Heallh Board recognises thal the promolion of equalily and human righis is
cenlral to its work both as a provider of healliicare and as an employer. This
policy has been Impacl assessed to ensura that il promoles equality and
human righls. The assessment was underlaken using lhe loalkit of the NHS
Centre for Equality and Human Rlghls and compleled in September 2017,

General Data Proleclion Requlations 2013

All documents generaled under (his pelicy that relale 1o idenfiliable Individuals
ar2 lo be lrealed as confidential documenls, in accordance wilh the Health
Board's Dala Preteclion Policy.

Freedom of Information Act 2000

All Heallh Board records and documenls, apart from cerlain limited
exemplions, can be subject to disclosure under lhe Freedom of Information
Acl 2000. Records and documenls exempl Irom disclosure would, under
mosl circumstanceas, include those relaling 1o identifiable individuals arising in
a parscnnel or sfalf development contaxt. Detalls of lhe applicalion of lhe
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Freedom of Informeticn Act within Hywel Dda Univarsily Health Beard may be
found in the Heallh Board's publicalions scheme.

Records Management
All documenls generaled under this policy are ollical records of Hywel Dda
Universily Heallh Board and will be managed end stored and ufilised in
accordance with the Heallh Board's Records Managermenl Poltgy.

Review
This policy will be reviewed in 3 years’ Ime. Earlier review may be required in
response o excepfional circumstances, organisalional change or relevanl
changes in legislalion or guidance.

MonHaring

Details of all capabliity procadure oulcomas will be monitored and reporled as
deemed appropriate by lhe employing arganisation.

Approva
Signed on behalf of ihe Stafl Side:
Signed:

Name:

Tilie:

Date:

Signed on behall of the Management Side:

Signed.

Name:

Tille:

Date:
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Appendlx 1— Capabllily Hearings Flowchart

Capabiiity Issua
Wontified

[

Impryvemenl Nole
sued

Review Period of
1-3 Months Se1

Slage § Capability Hearing

Yea

Yes

Performance Reconsidered
al end of Revizw Perlod

e
[ Satisactory
Dismissal,
Redeployment, or
Extension of Final Writlen
Yaming
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NHS Wales Managing

Attendance at Work Policy

1.0 The Core Principles of NHS
Wales:

« We put patients and users of our
services first; We work with the
public and patients/seivice users
through co-production, dalng only
what is needed, no more, ho less and
trying to avoid harm. We are hanest,
open, empathetic and cormpassianate.
We ensure quality and safety above ali
else by providing the best care at all
times.

& We seek to Improve our care:

We: care for thoge with the greatest
health need first, making the most
effective use of all skllls and rescurces
and constantly seeking to £t the care
and services we provide to users’
needs. We Integrate Improvement into
everyday warking, by being open to
change in all that we do, which also
reduces harm and waste.

s We facus on welibeing and

prevention: We strive to improve

heaith and remove inequities by
warking together with the pesple

of Wales so as to ensure theair

wellbeing now and in future years and

generatlons.

We reflect on our experiences

and learn: We Invest In our learning

and development, We make decisions

that bepafit patients and users of our
services by appropriate use of the
taals, systems and environments which
enable us to wark competently, safely
and effectively. We actively innovate,
adapt and reduce Inapproprlate
variation whilst belng mindful of the
appropriate evidence base to gulde us,

* We work In partnership and as
a team: We work with indlviduals
including patlents, colleagues, and
other organisations; taking pride In
all that we do, valuing and respecting
each cther, balng honest and open ans
listening to the contribution aof athers,
We alm Lo resolve disagreements
effectively and promptly and we
have a zero tolerance of bullying or
victimization of any patient, service
user or member of employaes.

* We value all who work for the
NHS: We support all our colleagues
in daoing the jobs they hava agreed to
do. We willl regularly ask about what
they need to do their work hatter and
seek to provide the facllities they need
ta excel In the care they give, We wlli
listen to our colleagues and act on
their feedback and concerns.

They have been developed to help and
support employees working in NHS Wales,

NHS Wales is about people, working with
people, to care for people. Thesa Core
Principles describe haw we can work
together to make sure that what we do
and how we do it Is underpinned by a
strong common sense of purpose which
we all share and understand,

The NHS Is continualiy under pressure

to dellver mere services, with bettar
outcomes and malntain and increase
quallty against the backdrop of significant
firanclal challenge, high levels of public
expectation and with a population which
Is getting older and with Increasad [avals
of chronic conditions.

These principles have been developed
to halp address some of the pressuras
felt by employees In responding to these
demands. They will re-balance the way
we wark tagether so we are less reliant
on process nd are supported to do the
right thing by being guided by these
principles when applying policias and
procedures to the workforee,

As peaple warking within the health
service, we will all use them to suppart
us to carry out our work with continued
dedicated commitment to those using
aur services, during times of constant
change.

The Principles are part of an ongeing
commitment to strengthen the nabtional
and focal values and behavicur
framewarks already established acrass
Health Boards and Trusts.

They have been developed In partnership
with Trade Unions, employers and
employees.

The Principles will be used Lo creata

a simpler and consistent approach
when It comes ke managing workplace
employment issues.

This Pelicy and Its How to Procedures
must be applled equitably and with
sufficient flaxbllity to ansure that the
Care Principles of NHS Wales are not
compromised. Managers are expected fo
use thelr *dtscretion in thelr application
of this policy to promote and prioritise the
values and behavicurs ¢f;

[ywel Dda University Health Board ]

2.0 Policy Aims, Objectives and
Approach

2.1 Policy Alms

The alms ¢f the pollcy are to:

+ ensure that employees are treated
according to thelr clrcumnstances and
needs

= outline the requirements of emplayees
In respect of consistent and effective
attendance at work to ansure
cantinulty of service provision

+ cleariy set aut the responsibilitles of
the employees and managers

» ensure fair treatment of employees
with a disabllity and ensure that
obligations In respect of the Equality
Act 2018 are met

+ adhere to Agenda for Change and
Medlcat and Dental terms of service !n
the provisicn of managing attendance
at work

» acknowladge an employee’s right to
sickness absence and pay, within the
scope of the policy, when they are
unable to work due Lo lliness or Injury

* o ensure managers support
employaes when they are unable to
wark due to sickness.

2.2 Policy Objectives
The ebjectives of the palicy are to:

* support the health and welibeing of

employees In the workplace

support employees ta return to wark

following a perlod of sickness absence

safely and as quickly as possible

+ support employees to sustain their
attendance at work.,

2.3 Policy Approach — Supporting
the Health and Wellbeing of
Employees in the Workplace

A consistently gocd experience of work
is recagnised to be a positive health
outcome: good work can truly be gaod
for your health. However, a negative
overzll experience of wark [s considered
by experts te have a greater Impact

on health than belng unemployed. We
racognise that ovr employees are our
greatest asset and are essential to the
sustainability of cur organisation and our
alm is to provide the highest possible
clinical standards of care to the people of
Wales.,

Tha NHS Wales workforce is agelng and
there Is a recognised correlation between
the age of the workforce and sickness
absence. There wlll ba an increasing nead
to retaln alder workers and therefore, we
need an effective way ta manage sickness
absence whilst supporting the health and
wellbeing of aur employees, which Is a
national NHS priority.

Health and wellbelng incorporates a
number of factors, which (nclude physical,
psychologlcal, soclal, economic and
environmentz| factors. If any of these
are out of balance, then this can have a
negatlve [mpact on wellbeing.

Every job brings certain pressures,
demands and chalienges and these can
be mativating and satisfying. However,
individuals react to circumstances both
work related and personal In many
different ways. These pressures may
fead to a negative situation, which
affects wellbelng. The NHS in Wales

is committed to the Introduction of
strategies that support the maximlsation
of health and weflbetng in the workplace,
Including early Interventions that
support employees to maintain a heaithy
wellbeing.

The National Health and Wellbeing
Pragramme Board, working In
callabaration with Trade Unlon has
launched new health and wellbeing
products to support employees and
managers. These signpest to Information
and resources to enable them to make
cholees with regards to their own health
and wellbeing and that of athers:

Our Wellbging Matters

NHS Wales Is committed to improving
arrangements for returning staff to wark
after Niness [ncluding the considerztion
af rapld access and early referral of
staff to certaln key services; and work
is undarway to prograss this far mental
health and muscule-skeletal services.

2.3.1 Physical Wellbeing

A state of physical wellbelng is not

Jjust the absence of disease, It includes
lifestyle behaviour cholces ta ensura
health, avoid preventable diseases and
conditions, and to live In a balanced state
of body, mind, and splrit. Prometing good
physical health and wellbeing ameong
employees can reduce their lavels of
sickness, increase energy levals and
beost levels of concentration.

Managers should encourage employees
to undertake physical activity, take

rest breaks, eat meals regularly, keep
hydrated thraughout the shift, and have
apportunities ta de-stress thraugh talking
to peers,

2.3.2 Mental and Psychologlical
Wellbelng

In NHS Wales 27% of sickness absence
Is atiributable to stress, anxlety ang
psychologlcal conditions, managers need
Lo be aware of the following key aspects
of the work ervironment, to reduca
workplace stressors where possible and
ensure that appropriate supgorts ara [n
place:

= the quality of and falrness of
waorkplace relationships

s+ the Implementation of arganisational
poficies known to support haalth and
wellbeing

« the way in which jobs are daslgned
and work allocated

* the quallty and health of the team and
how it functiens

= the quality and avallabllity of soclal

support

the availability of Information about

the psychasaclal demands within the

warkplace, including the range of

common stressaors

» follaw recommendatlons an how L
support employees followlng unusually
challenging experlences and Incidents

» supporting employees wha experience
stress resulting from employee
relations process i.e. disciplinary,
capablilty, grievance, suspension

» access to specialist support such
as thase offered hy Workforce, the
Employes Welltelng Service and
Occupational Health,

Further detail of these aspects can be

found In the

tlijel Dida University I'Tealth Board
*Employee Health and Wellbelng Policy

2.3.3 Environmental and Socfal
Wellbelng

[Bywel Dda University Health Board |

recognlses that there may be times when
employess reguire additicnai support In
the workplace to malntaln a safe working
environment, Occupational Health/Health
and Safety can advise on managing
health related risks, ensuring compliance
with HSE guidellnes, concerring the
following:

Pregnancy

Computer/Display Screen Equipment
{DSE)

Manual Handling

Following dlagnasis of a work-related
injury and/or health condition

Employees may also requlre additional
support In the form of time away fram
the workplace ta respond ta other
Eressures e.g. those arising from caring
responstbilities where a few hours
absence may ba required whilst an issue
Is resolved. This s not sicknass absence
and both employees and managers
should ba honest in the categorisation of
absence which Isn‘t due to sickness.

A *Borowing Leave' protocal Is being
developed as an additional approach to
suppart employees when they are unable
to utilise other arrangaments such as
annual leave, purchase additional annual
leave, special [eave, flaxinle working etc.

AL ot enk Aaly “ ‘

2.3.4 Financial Wellbeing

k—lywel Dda University Health Board l
understands the Importance of how
financial concerns can affect employae
mental and physical healih, as well as a
recognltion that, as income providers, we
play a vital role in our employees financial
lives.

Stress caused by debt, pay levels, or
Tack of financial awareness can have
a detrimental impact an employee
performance,

Employers can play an Important role {n
addressing this challenge, Managers ¢an
slgnpost to financlal zdvice through one
of the following resources where they
exist In the organisation, If they become
aware af fnancial distress:

(add contact detalls)

Qur Wellbelng Matters

NWSSF Fayrell/Pensions department

Credit Unions

Cltizens Advice Bureaux
ice Servica - a free and

Impartlal money advice, set up by

government

Trade Unlons.

L

3.0 Policy Scope,
Responsibilities and Definitions

3.1 Scope

This policy and its How to Procedures
apply to all emplayess in NHS Wales
arganisations.

3.2 Responsibility

Sustaining health and wellbeing is
censidered te be a shared responsibility

between the employee and the
arganisation.
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3.2.1 Manager Responsibilities

a) The primary responsibllity for the
management of attendance rests with
managers. The raticnale for this approach
is that our managers should “know thelr
employees” and be familiar with the Issues
surrounding the attendance profile and
needs of thelr employees.

b) *The manager in “knowing their
employee”, has the discretion that when
reviewing their health and wellbelng
following an episode of slckness absence,
they will consider as to whather the
employee progresses through the
procedure. The decision will ke determined
and rationale recorded as part of the return
to work/informal/formal stage meetings,

c) Managers are responsible far ensuring
that employees are aware of the range
of health and wellbeing support that

is available to them In and out of the
workplace. In addition, managers should
make employees aware thal support ar
advice may be available through trade
unlon representatives if required.

d) Managers must consider the
opportunities to return employees ta work
safely and at the earliest opportunity
through the supportive mechanisms

such as and Temporary
Redeplovment / and Reasonable / Tallored
Adstments.

@) Managers are respoenslble for creating an
epvironment, which is conducive to health
and wellbeing, and In which a low slckness
absence record and regular attendance at
wark is expected.

f) The manager is rasponslble for
addressing employea sickness absence and
managing It in accerdance with this policy
and assoclated How to Procedures.

3.2.2 Employee Responsibllitles

a) Emplayaes are responsible for thelr own
nealth and wellbeing.

b) Employees should take up all reasonable
opportunities to maximise and protect their
own health and wellbeing.

¢) Employees should seek medical advice
and treatynent as socn as possible to pport
their own health and wellbeing.

d) Employees have a responsibility to
attend Occupational Health appeintments
and sickness absence maetings when
requested to do so.

@) Employees can self-refer to availabie
sarvices where they exlst, |.e. Occupational
Health, Physiotherapy, Employee
wellbelng, where this would be baneficial
to thelr own health and wellbélng.

) Employees have the responsibility
for keeping in touch regularly with thefr
manager when unwell.

¢} Employaes must conslder whether there
are any reasonable / tallored adjustments
that may help them to remain In work or
return to work at the earliest apportunity.

h) Employees have a responsibllity to
maximise attendance at worl in lina with
their awn contract of employment.

1) Employees have a duky to care for and
suppart colleagues In doing the jobs they
have agreed ta do.

3.2.3 Role of Trade Union
Representative

It is the role of trade union representatives
to:

a) Support the individual member and thelr
organisation In minimising absence from
work caused by sicknass.

) Provide thelr members with advice an
all aspects of the palicy.

¢) Ensure 2n apprapriate trade union
representative js available at ail levels of
the pracedure should their member wish
to be accompanied and to ensure that
meetings can accur in a timely manner

d} Work closely with managers and cther
groups to make the policy effective at
organlsatfonal level, including belng
aware of all relevant legislation.

&) Maintain thelr competence in the
apptication of the policy and in supporting
their member through absence due to
sickness.

) Work with thelr Individual member,
the manager and Qccupational Health
to facllitate a return to work as soon as
possible following a perlod of slckness.

The Mini n for Managing
Attendance at Work Policy outlines other
responsibllities.

4.0 Definltions and Paolicy
Framework

4.1 Short Term Sickness Absence
- Is regarded as any period lasting less
than 28 calendar days.

4.2 Long Term Sickness Absence -
Is regarded as any continuous pertod of
28 calendar days or longer,

4.3 Terminal Iiness or Conditlon

- Is a disease that cannot be cured

or adequately treated and there Is a
reasonable expectatien that the employee
wili die within a retatively short period of
time.

Support for employees with a terminak
illness shauld be given in line with the
Welsh TUC *Dyling te work’ charter.

Where an employee is diagnosed with
a terminal lliness or condition, they will
be cavered by Equallty legistation. The
absence figures for employees with
tarminal iliness or condition, whilst also
forming part of the overall slckness
figures wlll also be reported separately.

4.4 Planned Slckness Absence - is a
health condition that requires an operation
or treatmant programme which may have a
Tecognised period of expected recovery or
duration,

4.5 A Sickness Day - fs when an
employee becomes unwell and has bean
unable to undertake their dally hours

af work / shift. Where an employee has
carried cut mere than half thelr dally hours
of work / shift, but is znable to camgplete
the day / shift, this day will nat count

as a sickness day as far as sick pay Is
cancerned. It must, however, be recorded
as part of the Return to Work Meeting
and may be taken Into account when
considering any accumulated pattern of
sickness.

4.6 Rolling Year - If an episode of
sicknass oceurs the manager should review
tha twelve-month period preceding the first
day of that specific absence.

4.7 Tailored Adjustments - are
changes that can help support the health
and wellbelng of the employae to remain or
return ta work ak the earliest opportunity.
These could Include & phased return to
work, changes to werking start finlsh

Hmes for a shart period, changes to some
dulles, temporary redeployment. Further
details are avallble In the How te Procedure,
Reasonable / Tallored Adjustments.

4.8 Reasonable Adjustments
Employers are under a legal duty to make
reasonable adjustments to ensure workers
with disabllitles, or physical or mental
health Impairments, are not put at &
substantial disadvantaged when doing thelr
jobs.

This would alsa apply to job candidates at
the onset of the employment cycle. Further
detalls are availble in the How to Procedurs
Reas ilored Adju

4.9 Work Related Absence - when
ane or mare of the absences are related
ta:

+ an Industrial Injury, Incident or accident
at work {including psychological
harm), which has been reported to
the manager as close to the tme It
occurred as practicable and where an
incident report has been completed

= ora saerious condition acquired at work
and which has been notified ko the
manager

+ Dlarrhcea and Vomiting {D8&\) or
simtlar infection, which Is considered
by Infection Contrel or Occupational
Health to be assaclated with an
autireak In the warking environment.
Further information is avaliable from
the i i

These periods of absence should normally
e discountaed when cansldering further
actlon under the procedure for the
manzgement of frequent skart term
sickness absence.

Your local Injury allowance procedure may
be considered In conjunction with the
above.

4.10 Pregnancy Related Illness

Where an lliness Is attributable to
pragnancy, sickness absence will nat ba
counted towards the revlew prompt of the
management of sickness absence.

Hawever, any such sickness will be
managed in accardance with this policy
to facllitate a return to work as socon
as possible with any necessary support
or adjustment to duties during the
pregnancy.

As required, under the management of
Health and Safety at Wark Regulations
1999, written risk assessments should
be undertaken regulary throughout the
pregnancy.

Guidance can be obtained theough the
organisation’s maternity policy, and
through the HSE publizations on New and

, A referral to the
occupatlonal health service for medicai advice
and suppart may be required.

If an employee s off sick due to pregnancy
related lliness «n or after the fourth week
befare the expected week of confinement,
their ordinary maternity leave will commence
the day after thelr first completed day of
sickness absence.

Where a pregnant employea suffers from non-
pregnancy related sickness absence, these
absences will count towards the management
af slckness absence as usual.

4,11 Notlfication of Sickness Absence

On the frst day an employee Is unable

to attend work due to sickness It Is thelr
respansibllity te report their sickness absence
by telephane {or by text phone for employees
with a hearing Impairment) to thelr manager
or designated deputy (as per thelr local
procedure) as soon as they become aware
that they will not e able to attend work.
Early naotification Is particularly important
when alternative cover needs ta be arranged.
This will nrormally be no later than the nermal
time of commencement af duty. Further
infarmatlan Is avallable from the (How to
Procedure Motificatlon and Certification.

4,12 Communication and
Maintaining Contact

il{ywel 1>da University Heallh Board |
will ensure that:

» this pelicy is easlly accessible by @i
members of the organisation

« employeas are natified of all changes to
this policy.

The employee and thelr manager must
communlcate reqularly to discuss thelr
progress durlng the sickness absence,

in arder ko ensure that any necessary
addittanal support and / or expert advice
can be sought that may aid a return to
work. The frequency of contact wlill be
mutuaily agreed at the Teghning of the
absence perlod and depend on the likely
duratlon of the absence.

Employees must inform thelr manager on

the first day that they regard themselves

as belng fit for duty whether or not

they are due ta work that day. Further

infarmation is avallable from the How fo
I -

The following How toa Procedures provide
the detall en malntalning contact:-

W ro i ng Tar;

Sickness Absence_

Appendix How to Procedure Managing
Frequent Short Term Slckness Absence.

4.13 Entitlement to Sick Pay

Under the provisians of this policy

thera may be an entitlemant to
occupational sick pay. This Is set out In
the schedule of maln terms & conditions
of services Issued to all employees on
cammencement of their employment,
This daes not automatically allow
employees ko rematn In the employment
aof the arganisatlon untll the occupabional
slck pay is exhausted.

Sick pay Is not normally payatcle for

an absence raused by an accldent

due Lo active participation In sport as

a profession or where contributory
negllgenca Is proved, In accordance with
the NHS Terms and Conditions Handbook.

4,14 Medical Appointments

Ey’wel Dxda University Health Board 4'
recognises that employees will need to
make occasional visits to a dentlst, GP

or other heaith prafessional ar may be
raguired to attend a hospltal or ciinlc far
Tnvestigation and/er treatment. Wherever
Itis possible to do so, employees {both
full and part time) must endeavour to
arrange such appointments at a time that
they are not scheduled to work or, if this
Is not possible, as near to the beginning
or end of the warking period as possible
50 as to minimise the absence from work
and disruption to the service.

Employeas should not be rafused
permisslon to attend a pre-arranged
appalntment as leng as reasonable notice
has been glven.

The manager must keep a record of
any such appalntments and must ask
to sea documentary confirmatlon of the
appolntment where this Is avallable,

Where employees need to attend routine
appointments (with GPs, Dentlsts, bload
tests or hospital checkups) during wark
time, they will be required to make up
the time taken at the earllest opportunity.
Employees must discuss and agree with
their manager how this will be achieved.
The followling are options that can be
agreed

« arriving earller or leaving later an the
day of the appointment

a temporary increase In hours over a
short period

unpaid leave

annual leave

time In lleu

any other arrangement agreed with
the manager.

Where a medical appolntment invalves
traatment which resutts In an employee
being unft for work afterwards, the
perkd of absence will be recorded as sick.




Whara such appointments farm part of
an ongoing treatment programme for a
serlous health condition, or are related to
a disabillty or long term health cangltion,
or are for a work related disease or
injury, the manager must discuss such
appointments with the emplayae to plan
any necessary support to be offered.
Reasonable time off to attend such
appointments as part of their programme
of care and support will be given full
conslderation.

4.15 Occupational Health

In addition to the normal medica! care
provided by their dentist, GP or cther
health professionals an employee may be
required to atkend an assassment with
Qccupational Health when asked to do so.
Time taken to attend such appointments
will ot be required to be werked back.
Where employees are not currently in
work due to sickness absence every
reasonable effert must be made to attend
Occupatlonal Health appeintments. Other
sources of medical advice will be arranged
as necassary by Occupational Health,
Further Information Is avallable frem the
w I I h

4.16 Rights of Accompaniment

Employees requested L attend a formal
meating relating to their sickness

under this policy will have the right

to be accompanled by an afficial of a
recognised Trade Union or Employses
Grganisation or a work colleague, If they
50 wish,

In certain circumstances, employees will
be able ko request in advance a manager
/ supervisor of @ preferred gender to
carry out interviews under the pracedure
and this will be respected wherever It Is
practicable.

It Is not cansldered necessary for the
employee to be accompanied at infarmal
meetings.

However, If requests to be accompanied
by an officlal of a recognised trade

union or employees arganisatioh or by

a workplace calleague, are made, the
manager should not unreascnably refuse
this request.

5.0 Policy Framework and how
to use it - How to Procedures

This sectlon of the poTicy highlights the
procedures relating to the management
of sickness and slckness refated absence.
it is particulzrly Important that concerns
regarding attendance and health and
wellbelng are discussed and addressed at
an early stage. Managers should discuss
any cancerns with their employee and
fully consider everything that is relevant
and respond apprapriately.

Full details can ba found In the following
How to Procedures:

= Notification and Certification of
Sickness Absence

= Managing Frequent Shart Term

Sickness Absence

Managing Long Term Sickness Absence

Occupational Bealth

Return ko Work

Phased Return and Temporary

Redeployment

* Reasonable f Tailored Adjustments.

6.0 Premature Retirement on Il
Health Grounds

There are two tlers of ill health
retirement:

Tler 1 - This Is where an individual 15
unable to undertake their currant job due
to permanent Il health, In this case the
employee’s pension is based on accrued
meambership without reduction.

How to Procedure
Notification and
Certification

Tler 2 - This applies where an individual
Is unatle to carry out regular employment
due to permanent ill health. The
employee’s pension is based on accrued
membership withaut reductlon PLUS

an enhancement of twa-thirds af thair
prospective membership to normal
relirement age.

6.1 It may be possible to mova between
the tiers after ratirement where the
medical advisers Indicate a condition
may meet Tier 2 requirements within 3
years of retiring or If the condition is such
that It Is nat possible to determine at the
outset whethar the employee will recover
sufficlently to undertake any regular
work.

6.2 I is the employee’s responsibllity to
apply for ill health retireonent pensian
benefits,

6.2.1 In 2ll cases where the employee
may be eligible, vla appropriate
membership of the NHS pension scheme,
the potential for applicaticn for premature
retirement an the grounds of ill health
should be discussed with the employae.

6.2.2 Tha employee must be made
aware that the decision to terminate
employment is naot linked to of subject to
Il health retirament and the declsion on
such retirement lies with the NHS Pension
Agency and not:

lHywel Dda University Iealth Board |

6.2.3 The ending of emplayment will
not necessarily be delayed in order for

a penslan application to be made and
processad, It Is therefore Important

that empleyees do not delay making a
penslon application once appropriate
medicaf advice has been recelved and/or
the decision to terminate employment is
made,

6.2.4 The relevant section of Farm AW33
should normally be completed by the
empioyea’s general practitioner, or a
medical specialist.

7.0 Help and advice

Help and advice regarding the

detail relating to the application and
interpretation of this policy Is available
within the How to Procedures, Further
advice can be sought from Workfarce,
recognised Trade Unions and Employee
Organtsatiens.

8.0 Review of policy
This policy will ba subject ta regular

raview at a frequency determined by the
Welsh Partnershlp Forum.

How to Procedure -
Notification and Certification

How To Pracedure - Notification
and Certification (includes
workplace injury / illness and
annual leave during sickness
absence)

This How to Procedure provides the
necessary Information for both managers
and employees and must be followed

for reporting and natification af sickness
absence.

Wherevar there Is reference to the
number af days, this means calendar
days whether ar not the ermployes would
be expected to work on that day.

Initial day of absence and
within 48 hours

1t Is the responsibility of the employee

ta report thelr sickness absence

Dy telephane {or by text phone far
employees with a hearing impairment)

to their manager or designated deputy

as soon as they become aware that they
will not be able to attend work. Early
nobification Is particularly Important when
alternative caver needs ts ba arranged.
This will normally be no later than the
normal time of commencament of duty. If
an emplayee calls In lata and / or without
a satisfactory reason, their absence

may be counted as unauthorised and
considered as unpatd.

The employes must notify their managar
themselves as above when they are
unable to attend work due to sickness,
Where In exceptional circumnstances, this
Is not practicable a third party may notify
on their behalf.

However, it Is the employee’s
responsibility to ensure that this 1s

done appropriately In accordance with

the Departmental requirements for
notification. Where the manager s unabla
to take the call persenally he/she will

ring the employee back as scon as is
practicable.

During contact with the manager (or
designated depuly in the manager’s
absence), the employee will be expected
to advise themn of the fallowing:

« The first day of sicknass.

« The reason for the absence.

The likely duration of the illness and

antlcipated date / day of return or

when they will be able to advise of

the [ikely duratlon of the illness and

anticlpated date / day of return.

Any [ntention of the individual to visit /

contact their GP / Gccupational Health

and Wellbeing service,

« The next centack date if a date of
return cannot be given.

= Cenfirmation of thelr telephaone
number and contact detalls for the
duration of thelr perfod of sickness
absence.

During the discusston with the employee,
the manager should consider whether
sick leave Is the apprepriate category far
leave and whether in the circumstances
a different category of leave should be
applled i.e. special leave.

Where apprepriate the manager should
also consider any reagonable / tallored
adjustments that could be made that
would enable the employee to cantinue
to work rather than having ta take sick
leave, full details are avallable in the
sonab ilor:




Additionally the manager should alsa

cansider whether an appointment should

be made to any Dccupational Health or

Wellbeing services that are available

which may assfst the emplayee in their

recovery. Full details are avaiable in the
d

All sickness absences must be recorded
as saon as practicable via the agreed
organlsatlonal process.

Fit Note Certificates

For any perfod of sickness absence
batween 1-7 calendar days an employee
must comptete a self-certification farm
untess already certiffed by a Fit Note or
haspltal certificate.

Employees must submit doctors Fit Note
certificates for sickness absence frem
the 8th calendar day of sickness absence
onwards, Ongolng medical certificates
must be sent o the manager within 3
days, from the date of the expiry of the
previous Fit Note, I this is not passible,
the employee should telephone the
manager to inform them of the situation.
The organisation is not abliged to accept
backdated Fit Notes and any gaps may be
consldered as unauthorised absence and
therefore accupational sick pay will be
withheld.

Hospital Certificates

When an employee is hospltalised,

the haspital will provide certlficates
confirming that the employea Is expected
to be an Inpatient for a certain perlod

of time, Such certificates should be
submitted to the manager in the narmal
way.

Employees are not required to provide
additional self-certificates or Fit Notes
from their GP wien they are covared by a
hospital certifficate.

Planned Long Term Sickness
Absence

Sickness absence can be planned where
It Is known that the employee will be
undertaking a programme of clinical
wreatrnent that will be debilltating for a
recognlsed perlod of time, for example, to
undertake an operation or chematherapy.

The manager and employee will meet
prior Lo the absence and discuss the
following:

+ The likely period of time the emplayee
will be absent;

+ Agreed dates and times for
maintaining regular contact, te update
each other an work and pregress of
recovery;

= Agreed date and time for a formal
meeting to start to plan a return to
work;

= Any other Issue of concern for either

party;

» A mutually agreed plan must be drawn
up and a copy kept by both parties;

+ Support in the drawing up this plan
can be obtained frem the Occupational
Health Department,

Undertaking other worlk whilst
absent

Once reporied as absent due to sickness,
an employee should not undertake other
work Including, self-emplayment, without
the priar written consent of the manager.
Failure ta do so may be considered

as breach of contract and subject to
disciplinary action, which may result In
the Involvement of the caunter fraud
department and / or dismissal. Such
action will only be taken follawing advice
from WorkForce.

Medical exclusion following
infectious / notifiable disease

Where the absence Is the result of
diarrhoea and vomiting or other relevant
notifiable Infactious disease and whilst the
employee 15 suffering frem the effects of
the disease, the absence will be recorded
@5 a peniod of sickness in the usual way
and count towards review prampts,

The manager must obtain informatlon
regarding the nature of the iliness

and obtain advice, If necessary, from
Qccupational Health / Infectlon Contro} as
to whether a perlod of further exclusion

is required after the symptoms have
subsided and the period of sickness has
ended.

Whera tha advice requires the empioyee,
for purposes of infectfon contral to remain
off work, this subsequent period will he
regarded as medical exclusion with pay
and not be recorded as sickness absence
and will not count toward policy review
prompts.

Cccupational Health / Infection Centrol
may reguire the employee to provide a
specimean for microbiological examination
In line with the Infection Contral Policy.

Medical Suspension

When an employee Is deemed unfit to
work by the!r manager, due to reasons of
ill health, the manager has the right to
enfarce a short term perlod of absence
for na longer than 7 days In which time
an employee must seek advice from therr
GP regarding their fitness to work. This
aisence will be counted as suspenslon
from duty with pay for medical reasons.
A risk assessmeant needs to be completed
by the manager and advice sought from
Warkforce and Occupational Health,

ASndunca &
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can demonstrate that the employee has
refused a reasonable offer of alternative
emplayment as an aiternative to medical
suspenslon, the employee will not receive
pay for the perlod of medical suspenslan.

Where the employee’s GF advice conflicts
with that of Occupational Health
Hywel Dda Universlly 1Tealth Board |

will rely on its Occupatlonal Health
department’s advica followling discussions
bebween the GP and Occupational Health.

The flowchart outlines how Lhis process should flow:
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Accidents involving a third party

In cases where employees are absent
fram work as a rasult of an Injury
sustalned wholly or partly as a result

of the actions of a third party against
whom the employee has made a claim,
any payments made to the employee by
the crganlisation will be recoverable. The
employee must notify the fact that they
are making a clalm to thelr manager at
the commencement of the absence, or
as saon as practicable, The manager
should natify Payroll of this fact, Where
an emplayee Is unable to notify thair
manager personally because of, for
axample, serious Injury, notification
maybe undertaken by another party.

Sickness during period of
annual leave

When an employee falls sick during
annual leave they will be required to
repart that illness in line with normal
notlfication procedures and produce a Fit
Nate covering the perlod from the first
day of sickness.

Where an employee’s sickness absence
falts on a Bank Holiday (which wasnt a
rosterad work day and boaoked as leave),
there is no entitlement to an additlonal
day off,

1n order to allow annual leave ta be
ralnstated a satisfactory Fit Note must
be raceivad within 3 working days of
the beginning af the lilness (unless
abroad). In such cases the employee
will ke deemed to have been on sickness
absence rather than annual leave from
the date of the certlficate, (this includes
leave beoked that falls on a Bank
Haliday),

Only in exceptlonal cases will a foreign
medical certificate of more than ane
month be accepted for payment
purposes. A LLK. FIt Note should be
obtalned on return to the country.

Annual leave [ holidays during
a period of sickness absence

All employees are expected to take thelr
annual leave entitlement curing the
leave year and should not normally carry
aver annual leave, However, employees
on long term slckness absence must be
glvan the opportunity to take annual
leave during thelr sickness absence
period,

The employee does net need to be
slgned Rt to work during this period.
Their records will continue to show as &
continuous pertad of slckness absence
and wlll be treated as ane eplscde.
Managers must notify Payroll of an
employee’s tntentlon to take annual leave
during a perlod of sickness absence.,

Where employees are In receipt of a
reduced level of occupatlonal sick pay and
/ or Statutory Sick Pay, the salary will be
“topped up’ to the value of the contractual
occupational full pay.

An emplayee |5 likely to take pald annual
leave at the same time as stckness
absence if:

« the employee has been on sickness
absence far a conslderable periad and
slck pay has reduced

« the employee has been on long term
sick absence and sick pay has ceased.

AL no polnt, can any cambination of
annual leave pay, occupational skck pay
and statutory sick pay exceed the normal
full pay entitiement.

During a period of sickness absence
amployees are expected to be avallable ta
attend meetings fappointments in relation
ta their absenca and consequently if they
go away on holiday (elther abroad or in
the UK) they will be expected to obtaln
parmission from their manager, this will
be taken as annval leave.




Accrual / carry over of annual
leave .

All employees are expected to take thefr
annual leave entitlement during the leave
year and should not normally carry over
annual leave. Where staff are returning
from long term slckness absence

they should be expected to take any
outstanding leave within the current [eave
year. This should be managed carefully
taking accaunt of the needs of the service
and the practicalities of them being able
to use up all of their entitlement In that
leave year. Any annua! leave accrued

at the time aof the return to work may
also be taken, by agreement with the
manager to allow the employee a mare
gradual return te work.

During an employee’s sickness absence,
annual leave continues to accrue, Every
effort must be made to utilfse the annual
leave whilst absant as explained abova.
However, If the accrued annual leave
Spans over two or mare leave yaars

and the leave has not been utliised the
employee may carry over to the new
leave year, This annual [eave Is based

on the statutary entitiement and not
contractual. Therefare, the statutary
entitlement of annual l=ave per annum is
20 days If working full time, and pro rata
for part time staff.

How to Procedure Managing
Frequent Short Term Sickness
Absences

The key purpose of this How to Procedure
is to support the emplayee’s attendance
at work. Managers are required to
proactively manage absence where the
pattemn or frequency of absence gives
rise to concern, both for the health

and wellbeing of the employea and the
provision of service.

1. Management support for
frequent short term absence

1.1 Xnitlal day of absence and
within 48 hours

It is the responsitility of the employee

to report their sicknass absence

by telephone {or by text phone for
amployeas with a hearing impalrment) to
thelr manager or deslgnated deputy as
soon as they become aware that they will
not be abla to attend work.

Managers must make contact with the

emgployee to ascertaln the reason for

the absence In circumstances where the

employeel has reported sick ta socmecne

ather than them. Further information

Is available from the How o Pracadure
ificgLi i

1.2 Within first saven days of
ahsence

Evidence suggests that IF someone

Is off sick for mare than seven days,

the absence Is more likely to become
prolonged. Managers should maintain
contact with the employee during this
time and consider all the support that
may be appropriate ta offer; Including
options to available to assist with a return
to work,

Further information Is avallable from the
How to Pracedures:

+ Return fo Work

Redenloyment
. I

2. Managing frequent short term
sickness absences

2,1 Frequent short term Review
Prompts

Fallowing a period of sickness absence a
return to wark meeting will take place with
the manager and the employee where the
below reviews prompts will be considerad
and if met, when previous absences are
taken Inte account, further management
suppork may be required at the manager’s
*discretlon, Managers may want Yo consider
a number of facters e.g. the emplayee’s
previous slckness record, the nature of the
absence ste, Further information is avallable

from the How to Procedure Return to Work.

+ three episodes of sickness absence of
any length in any rolling 6-month period
= bwo or more absences totalling 10
colendar days ar more 'n a rolling
12-month perod
recagnisable patterns of absence,
including any in previous years, which
cause concern but may not mest other
review prompts.

These review prampls include any episades
of short or leng term slckness absence
which accur within the rolling perlod.

The definition of the ralling periad is the
6-month ar 12-month perlod counted back
from the first day of tha eplsode of sickness
being looked at.

i ATt oo 2

How to Procedure
Managing Frequent
Short Term Sickness

Absences

There are specific absences that should
be discounted for the purposes of review
promaks in relation to work related
absences and pregnancy related illness.
Further information is avallable fram

the How To Procedure Certification and_

3. Supporting attendance at
work

3.1 Stages

The following stages are ko be followed
when managing frequent absences:
infarmal discussion; first farmal stage;
second formal stage; and third / final
formal stage. At each stage a meeting Is
held with the manager and the employas.

Refer to Appendix 1.

*The manager 'n “knowlng thelr
emplayee”, has the discretlon that when
reviewing thelr health and wellbeing
fallowing a&n eplsode af sickness

absence, they will consfder as to whether
the employee progresses through

the precedure, The decisian will ba
determined and rafionaie recorded as part
of tha return to woric / informal / foraal
stage mestings.

3.2 Meetings
3.2.1 Employee attendance

Employees must attend informal
discusslan and formal sickness meetings
as requested by their manager.

There is na notice requirement of
attendance at return to work meetings or
informai discussions, and if appropriate
can be a combined meeting,

A minimum of seven calendar days’ notice
in writing will be given for attendance at
formal meetings.

If the employee [s not able to attend the
schaduled date, the manager will arrange
one further meeting taking into account
the reason far the nen-attendance.

Following this, If tha amployea fails ta
atiend the rearranged meeting without
good reason, the manager may hold

the meeting In thelr absence (taking

due conslderation to all circumstances)
and make a deciston about the situation
based on the evidence they have at hand,
which may result in further action being
Instigated under the policy.

The unavallability of an employee’s
preferred representative should not delay
slckness meetings taking place, as long
as 2 suitable alternative representative is
available.

3.2,2 Right to be accompanied

Employees requested te attend a formal
meeting relating to their sickness under
this policy will have the right ta be
accompanied by an officlal of a recagnisad
Trade Union or Employees Organisation or
a work colleague, If they sa wish.

In certaln ckcumstances, emplayees will
be able ko request in advance a manager/
supervisor of the preferred same gender to
carry out Interviews under the procedure
and this will be respected wherever It 1s
praciicable.

It is nat considered necessary for the
employee to be accompanied at Informal
meetings, howaver, if requasts to be
accampanied by an officlal of a recagnised
Trade Union or Emplayees Organisation or
by a workplace colleague, are made, the
manager should not unreascnably refuse
this request,

3.3 Purpose of meetings

The meetings, both informal and formal,
are an oppartunity for the manager and
employee to explare the circumstances of
the employea’s sickness absence record.
The discussions will be supportive, handled
with sensitivity and In confidence. It is an
impertant opportunity for the emptayee

te ralse any maltters which they feel may
be causing or exacerbating their sickness
whether this Is work related ar not.




The manager should consider the following
during the meetings:

« frequency and pattern of sickness
absence review prompts

» Lhe nature and cause of the slckness

absence

the attendance record of the employee

the content and outcome of the

informal discusston and previous formal

sickness meetings

« what opportuniky has baen given to
tmprove health and wellbeing and
attendance at work

+ Reasonable { Tailored Adjustments

that have been consldered and / ar

intraduced

referral to

all medical advice availakle

whether there Is a diagnosls ¢f an

undertying medical condition

» the likefihood af Improvement In the
foreseeable future

+ regeployment which could prevent
further absence as a short kerm
measlre

= Impact on service continuity and
dellvery Including sickness targets.

3.4 Setting levels of improvement —
Review Period

1t Js important that the employee
understands the level of Improvement
required and this must be explained at
tha meating. The definltion of the review
perlod Is 12 months running forward from
the last date of the mask recent episode of
slckness that occurred before the sickness
review meeting. It Is the bime perlad
wlthin which a further review prompt

Is met (which ¢an be established by
locking ak the roling pericd) may lead to
escalabion through the stages of the palicy.

Tha revlew pertad may ba paused if

an employee Is absent from wark for a
period In excess of 28 days, to cover the
period where slckness absence cannot
be manitored. The review prompts sat
out In Sectlon 2.1 are used to measure
Improvement.

Thus, where no raview prompt is mat
during the review period this will be
regarded as an appropriate level of
Improvement. However, where a review
prompt Is met this will be regarded as an
unacceptable level of Improvement and a
further meeting may ba held.

The manager should arrange for review
meetings to be undertaken every three
manths at each of the stagas.

3.5 Overtime / Bank Working

Where the manager feels that continulng
ta wark overtime or bank werking, in
addition to thelr contractual hours,

may be contributing to an employee's
sickness absence, managers can restrict
employees from undertaking additional
work / shifts followIng sickness.

To suppart an employee to regain their
full health capacity when returning to
work after a period of long term slckness,
the manager may feel that coatinuing

to work overtime or bank working, in
additicn o thelr contractual haurs, may
be impacting thelr recovery. The manager
may therefore suggest restricting the
employee from undertaking these
addltional shifts / hours for a set perlod
of time. En this situatlon and only where
the employee does not agree with the
marager's assessment, advice from
Occupational Heaith should be scught
regarding restricting employses from
undertaking additional wark / shifts for

a temparary perlod following slckness,
Should this ba included in the how ta long
term sickness.

3.6 Informal DIscussion

This meeting will be between an
appropriate manager and the employee
only and as It Is Informal there [s no
requirement for a member of Workforce
to be invalved.

If there are na further review prompts
mat within the 12-month review peried,
then there will be no escalation, a
meeting will take place, acknowledging
the Improvement and the emplayee

will na lenger be reviewed under the
procedure.

If they meet & further review prompt
within the review period the manager will
apply *discretion on whether ta maove to
the next stage. This discussion should

be documented and shared with the
empiayee, Tt may also be helpful to give
the employee a copy of Appendix 1 for
clarification.

3.7 Formal Sickness Meetings

If the empleyee's absence has met a
review prompt, the manager wlll consider
*dlscretion and make a decision whether
to holc a First Formal Sickness meeting,
it will be apprapriate for the employee

to he informed thak they are now on the
First Formal Stage of the procedure and

a 12-month review period will be set.
The employea must be informed that (f

a further revlew prompt is met during
this review perlod, the manager will
consider *discretion and make a declslon
regarding whether they should be asked
to attend a Second Formal Meeting-

Where the manager decides not ta

place the employee on the next stage

of tha procedure the employee will be
reminded of their personal respensibility
to malntaln attendance at work; thelr
Individual sickness record and sickness
review prompts. The manager must also
record on the personal fle the rationale
for applying discretion and their deciskin
not to mave through the procedure.

Exndance €

AL the farmal meetings, a member of
Workfarce may be In attendance, If
required, howaver, must be in attendance
at the Third / Final Formal Meeting.

The Infermation given at each of the
mestings must be cenfirmed in writing

to the employee and retained on the
personal file.

Where one or mare of the review prompts
are met whilst on the Second Formal
Stage, the manager will apply *dlscretion
and make a declsian whether to hold a
Third # Fina} Formal Sickness meeting.

3.8 Third / Final Formal Sickness
Meeting

If a further review prompt |s met then

it may be appropriate for the case ko be
referrad to a senior manager with the
authority to dismiss so they can make

a decisian on the employee’s continued
employment. In this circumstance it Is
essential that e following factors be
fully considered in reachlng this declslon:

» the averall attendance record of the
amployes
the appropriateness and fairness of the
previous stages applied
= any other meetings / ¢counselling
sessions undertaken
the medical advice (where avallable)
and whether any underlylng
conditian has been idenlified
» what opportunity has been given to
Imprave health and wellbeing and
attendance at work
the likelihaod of improvernent In the
foreseaable future
s the neads of the service and difficultles
caused by the absence
= any alternative action consldered
/ offered Including reasonable
adjustments / tallored adjustments,
parmanent or kemporary reduction
in haurs, redesign or modification
of duties, redeployment or #ll health
retirement,

An appropriate member of Workforce
must be In attendance at the Taird / Final
Formal Meeling.

A written summary of the position te date
must be given o the employee, seven
calendar days' in advance of the meeting,
setting oul the reasons why dismissal Is
being cansldered. Tt sheuld be clear that
much of this wlll have been addressed
much earller tn the process and if the
employee has reached this stage of

the procedure It ls only after a full and
thorough review of all these matters has
been undertaken.

Tereninatlon of empleyment cannot be
consldered unless the employee has been
infermed Ln writing that their absence
may lead ultimately to dismissal.

Employees must be advised of thelr right
to appeal.

A decision to terminate employment must
not be made without medical advice fram
Occupational Health or gther specialist,
unless the lack of such advice |s caused
by failure to attend Occupational Health
appointments or other speclalist medical
appointments.

The employee should, in these
clrcumstances, be advised that failure to
attend may result In limited information
belng available to the manager, which
may Influence the decislon made o the
detriment of the employea.

Where, foltowing full censlderation of
the circumnstances, the manager decides
that termination Is not appropriate, the
manager may decide to put In place a
further 12-month review period, dated
fram the last day of the last eplsode thak
prampted the meeting.

4, Appeals Process

Appeals agalnst dismissal under the
policy should be directed to the Directar
of Workforce and OD within 14 calendar
days of the confirmation of dismissal
being recelved. The notification of
Intention to appeal should set out the
grounds an which the appeal is based.

The appeal must be heard, whenever
possible, within 28 calendar days of
recelpt of the notification.

The Appeal Officer will be a senler
manager nominated by the Director

of Workfarce and 0D, in line with the
organisation’s scheme of delegated
autharity, and must not have bean
Involved In the sickness review procedure
at an eartler point.

A member of Workferce will be in
attendance to suppart and glve advice
the Appeal Officer.

The manager whe made the decision to
dismiss will be Tn attendance o present
thelr decisicn at the Appeal Hearing.

The Appeal Hearing wlif consider whether
the decision to dismiss was fair and
reasonable at the time that the action
was kaken.

The Appeal Hearing will:

= give ithe employee, or thelr
representative, an apportunity to
expand the detalls contalned within
their appeal letter

glve the Appeal Officer an opportunity
ta ask questions of those present to
clarify the nature of the appeat

« If present, give the manager who
made the decislon te dismiss, the
opportunity ta make a statement
about their decision and the process
adopted, and be questioned about it as
necessary

+ glve the employee, or their
representative, an opportunity to sum
up the grounds for the appeal.

wWhen a decisian is reached by the Appeal
Officar, the decislon must be confirmed
in writing withln 7 calendar days. This
exhausts all procedures within the
organisation,




Appendix 1

FREQUENT SHORT TERM SICKNESS ABSENCE FLOWCHART

SICKRESS ABSENCE HONITORING AS HORMAL

¥

REVIEW PROMPTS MET (with appropriate dlscretion applied):

Three episedes of sickness absence of any length In any rolling six month

periad

Twa ar more absences totaling 10 calendar days In 4 rolling 12 month peiod
Recognisahfe pratterns of absance, including any In pr

IMIFORMAL DISCUSSTON

ertael Set {12 manths)

Raview prampt miet within review
periog,

«  Second Formal Slekness Heating
= Furthareulew period set {12 manth)

Review promt mdat vithin review
period,

+  Third/Final Fornral Sickaess Me
«  Terminition considered

o review prompl met within review
period,

Back ta normal sickness abgence
menltaiing

eview pronml met within review
peried,

Back to normal sickness absence
monitaring

Mo review prompl met within revier
pertod.

Rack to normal sicky
maornftoring

s absence

flo review prompt met within raview
pericd.

Back to normal sickness absence
nenitoring

The review perlod is 12 months from the last day of the period of sickness

that prompted the meeting.

A rolllng period means that when an episode of sickness accurs the manager must
loak back from the first day of the absence for a period of 12 months to establish if

the empleyse has met a review prompt.

How to Procedure Managing Long Term
Sickness Absence

How to Procedure Managing
Long Term Sickness Absence

The key purpose of this how to procedure
Is to support employee’s attendance at
work and ensure any health conditions
are effectively managed. The manager
should look at options and practical ways
to suppart absent employees to return

to work, glving due consideraticn ta both
the wellbalng of the employee and the
provision of service,

Employees absent due to long term
sickness, will nead help and suppart
during their recovery and thelr return to
work. An understanding and sensitive
approach should be taken by the manager
in all cases.

Help and advice regarding the
procedure is available from Warkforce,
recognised Trade Unians and Employea
Organisations.

Managers should at the earllest
opportunity proactively and positively
manage long term sickness, with the
primary alm of supporiing the employee
and facilitating a retumn o work as soon
as possible.

*The manager in “knowing their
employee”, has tha discretion that when
revlewlng thelr health and wellbeing
following an episode of sickness

absence, they will conslder as to whether
the megployee progresses through

the procedure, The decislon will ba
determined and raticnale recorded as part
of the return to work / infarmal / formal
stage meetings.

“Throughout this pracess cansideration
needs to be glven to any reasonakle /-
tallored adjustments that may facllitate the
emplayee returning to work, Before any
management Intervantion, the manager
must consider whather the employee's
attendanca record is directly attributable to
a disabllity. Further infermation s available

in the How to Procegdure Aeasonable /o
Tajlared Adjustments,

1. Communication and
Maintaining Contact

Reguiar contact allows the marager to
keep track of the amployee’s recavery and
progress and will zlso provide an Impartant
connectlon far the employee back te the
world af work,

The alm of regular contact Is to support

the empleyee whilst they are absent and

to fadlitate the employee’s return to work,
Regular contact will also allow the manager
to manage the employee’s workload in thelr
absence.

Managers should keep In touch and agree
with the empleyee when and how frequant
telephone or face-to-face catch ups should
be and in what format. Arrangements far
such contact should be agreed whan the
sickness is first reported and kepk under
review.

Weekly contact is usual within the first 28
calendar days, thereafter this frequency
may change, i.e. when a Fit Note is
extended or when interventions have taken
place that could lead to improvement or a
return to wark.

It Is expected that this contact will be
two-way and that the employee will kesp
In touch to ensure that the manager Is
regularly updated on their condiflon /
progress.

How to Procedure
Managing Long
Term Sickness
Absence

it Is recognised that, for seme employees,
returning te work after a prolongecd
period of absence can be difficult. It is
expected that managers wilk proactively
and poslitivaly manage [ong term sickness
sa as to be able to offer appropriate help
and support.

It Is Important that the manager
malntalns a written recerd of the date
and content any communications.

There may be circumstances where it
may be detrimental and difficult for
the manager to attemmpt to cantact the
emplayee. In such cases advice should
be scught from the Workfarce and/ar
Qccupational Health.

2. Long Term Sickness Meetings

Durlng the employea’s long term sickness
absence, it will be necassary to arrange
leng term sickness meetings. Where
apprepriate, the meeating should ideally
be held na later than the 26th day of
absence.

This meeting is an oppartunity for the
manager and emplcyee to explare the
circumstances of the employae's sickness
absence recard. The discusslons will

be supportive, handled wita sensitivity
and In confidence. It Is an important
opportuntty for the employee te raise any
matters which they feel may be causing
or exacerbating their sickness whather
this 1s work related or not.

Timescales for holding each long

term sickness meeting will depend on
individual clrcumstances and some
sickness absence issues may be dealt
with over a longer or shorter perlod than
others,

Prior to holding, the employee should be
written to, giving seven calendar days’
notica, and invited to attend a long term
slckness meeting to dlscuss their angeing
slckness absence.

In this letter, they should be notifled of
their entitlement to accompaniment. A
Workfarce representative may attend this
meeting.

The employea should also be advised
that their continved absence may lead
vittmately to dismissal.

Permanent redeployment and ill health
retirement options should formally be
explored and agreed at a long term
slckness meeting, If a return to their role
ar previous full duties is nat pessible.

Termination ef employment may only be
considered and agreed at a third / final
jormal meeting.

The maln polnts discussed at the lang
term slckness meating, Inciuding any
further action to be taken, must be noted.

The manager should cenfirm to the
emulayee in writing tha sutcome and
maln points of the tong term sickness
meetings.

2.1 Employee attendance

Employees must attend long term
sickness meetings as requested by thelr
manager.

A minlmum of seven calendar days’ natice
In writing will be glven for attendance at
long term stckness meetings.

If the employee is not able to attend the
schaduled date, the manager will arrange
one further meeting taking Into account
the reason for the non-attendance.
Followlng this, If the employee fails to
attend the rearranged meeting without
good reasan the manager may hold the
meeting in thelr absence (taking due
consideration to ak circumstances) and
make a decisian about the situation
based on the evidence they hava at hand,
which may result In firther action belng
instigated under the policy.
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2.2 Right to be accompanied

Employeas requested to attend a long
term slckness meeting will have the
right to be accompanied by an afficial of
a recogaised Trade Unlon or Employees
Organisation or a work colleague, if they
50 wish.

In certain circumstances, employees will
be able ta request in advance a manager/
supervisor of a preferred gender to

cariy out meetings under the procedure
and this will be respected wherever it is
practicable.

2.3 Meeting content

The discusslon may cover the following
issues {as approprlate to the particular
case}:

« any relevant work updates that heve
occurred in the employee’s absence

« the nature and cause of the

emplayee’s sickness absence

progress towards thelr recovery

the prospect af a return to work in the

foreseeable future

« the gutcome of any previous slckness

meetings during this period of absence

any updated medical advice provided

to the employee (or need for further

advice)

» whether there Is a dlagnosis of an
underlying medical conditton

s the explry of the employee’s current /

tast Fit Note

refarral to Qccupational Health.

= any m:asad.temm._r.&a_mna_m_

and or

redegloym nt, that have been
consldered and / or could be
Introduced that may facilltate a reiurn
Lo work, incleding any barriers to
these

« if there is a need for any ather support
ar assistance

« cansideration to Premature Retirernent
on 1l Health Grounds (Qccupational
Health or Woskforce advice requlired)

. al

» impact on service continulty and
delivery including sickness targets

« the frequency and arrangements
for regular contact (including any
£oncerns)

« agree future lang term slckness
mezatings

+ the employee should alse be advised
that thelr continued absence may lead
uliimately to dismissal

= the employea must be made aware
that the manager's declsion ko
terminate employment is nat linked to
or subject to Ill health retirement.

The ending of employment will nct be
delayed in order for a penslon application
to be made and pracessed,

3. Occupational Health

The absent emplayae may benefit from

2 referral to Occupational Health for an
assessment of the effects of the illness
or conditian, the likely duration of the
absence and whether or not there are
any steps that the manager could take o
facilitate the employee's return to work.

An employee does not nead to be referred
to Occupational Health befare they

can return te work, However, for more
complex cases, you may wish to obtaln
advice to discuss the need for a phased
return to work, varled duties f haurs,
redeployment or any otner reasanable /
tailored adjustments.

An Qccupational Health referral must be
obkalned, before considering termination
of employment (unless the employes
has refused or failed to attend the
Qccupatlonal Health appointment).
Worlforce can support management with
advice on this.

Arrangements for Implementing a referral
to Occupational Health are covered n the
How to Procedure Occupational Health.

4, Therapeutic Return /
Reorientation

A therapautic return can be a helpful way
to enable emptayees that have been away
from work to re-cennact with celleagues
in advance of a formal return to work. It
may Involve attending wark for a meeting
with the manager f team n order to keep
up to date with what's been happening
and overceme any initial anxleties abaut
refurning to work.

The employee Is still consldered to be
off sick whilst completing a therapeutic
return. It Is important te ensure the
therapeutic return Is limited to a small
number af haurs. No undue pressure or
responsibility 1s applled to the employee
during thls period. It is expected that

a therapeutic return Is followed by a
structured phased return to work.

To support an employee to regain their
full health capacity when returning to
work after a perled of long term slckness,
the manager may feel that continuing

to warlk overtime or bank working, In
addition to their contractual hours, may
be Impacting thelr recovery. The manager
may therefare suggest restricting the
empleyee from undertaking these
additional shifts / haurs for a set period
of time. In this sltuation and only where
the employee daes nok agree with the
manager's assessment, advice from
Cccupatlonal Health should be sought
regarding restricting employees from
undertaking addltional work / shifts for a
temporary perfod followlng slckness.

5. Termination of Employment

Termination of Employment will only be
cansldered when ali apticns have been
explored:

» a return to wark In any capacity
is unlikely In light of the medical
evidence

+ @ return to work Is not forth-coming
desplte medical advice that a return is
possible
redeployment

= there are no reasonable / tallored
adjustments that would facllitate a
return to wark

= there Is no prospect of suitable
alternative worlc becoming available,

The case will be referred to a senior
manager with the authority to dismiss
sa they can make a decision on the
employee’s continued emplayment, In
this circumstance, [t Is essential that the
following factars be fully cansidered in
reaching khis decislon:

the overall attendance record

all communlicatien and contact with
and by the employee during thelr
absence

» the content and ouktcome of any formal
ar infarmal meetings

+ medical opinfon {unless this is nat
available due to the lack of co-
operation of the employee)

s the likelihood of returning to
work {with or without reascnatle
adjusiments)

« reasonable / tailored adjustments to
the origlnal post
redeployment to an alternatlve post
redesign or modIfcation of dutles
(where posslble)

« If the employee Is permznenty
Incapable of a return to this post,
Premature Retlrement on Ill Hezlth
Grounds
any cther relevant issues ralsed by the
employee and/or their represantative
the needs of the service and far the
wark to be done.

Where termination of employment Is
being cansidered at a third / final meating
an appropriate member of Workfarce
must be In attendance.

A written summary of the position to date
must be glven to the employee, seven
calendar days’ In advance of the meeting,
setting out the reasons why dismissal Is
being consldered. [t should ke clear that
much of thls will have been addressed
much earlier In the procedure and IF the
emplayee has reached this stage, Itis
only after 2 full 2ad thorough review of all
these matters have been undertaken.

Termination of employment cannot be
consldered unless the employee has been
informed In writing thatk thelr absence
may lead to termination of emplayment.

A decislon to terminate employment will
not be Laken without up to date medical
advice {within previous three months),
unless the lack of such advice Is caused
by fallure to attend appalatments or
fallure on the part of the employee

to allow access Lo relevant medical
reports. The employee should, In these
clrcumstances, have been advised that
failure to attend or allow access to

their megical records may be to thelr
detrimant, and result In less nformatlon
belng made avallable to the manager to
make their declsion.

Where following full consideraticn of the
clrcumstances, the manager decides
that bermination of emptoyment Is nat
appropriate, the manager may declde to
putin place a further 12-month review
period.

A decision Lo terminate employment will
be confirmed In writing and shall be on
the grounds of capabliity. This shall ba
tha respansibility of the manager with the
autherity to terminate the employment of
the employee concerned.

Any decision to terminate employment
shauld not be based on sick pay
entitlement and may occur prior to expiry
of such pay In appropriate circemstances,

Equally, where siclc pay entitlement has
expired, this will not automabcally lead
to termination of employment, as this
will depend on the circumstances of the
parilcular case.

Notice of termination of employment shall
be given in accardance wlth statutery

/ contractual provislons, pald notice or
payment in lieu of notice, whichever is
the mare approprlate.

If termination of employee Is on the
grounds of Il health, they must recelve
payment for accrued but untaken annual
leave for the current leave year plus any
previously accrued but unteken statutory
annual leave.

5.1 Authorlty to dismiss

The decislon to terminate will be made
by the manager with the autharity to
terminate the employea’s employment,
in accordance with the arganisations
scheme of delegation.

5.2 Appeals Process

Appeals agalnst dismlssal under the
palicy should be directed to the Birector
of Workforce and OD within 14 calendar
days of the canfirmatlen of dismissal
belng received. The notification of
Intenticn Lo appeal should set out the
grounds on which the appeal Is based.
The appeal must be heard, whenevar
possible, within 28 calendar days of
recelpt of the notification.

The Appeal Officer wlll be a senior
manager nominated by the Director

of Worlkforce and OD, In [ine with the
organisation’s scheme of delegated
autharity, and must not have been
Involved In the sickness revlew procedure
at an earlier polnt,

A member of Workforce wlif be In
attendance te support and glve advice o
the appeal Officer.

The manager who made the declslon ta
dismiss will be in attendance to present
thelr deciston at the Appeai Hearlng.

The Appeal Hearing wlill conslder whather
the decision to dismlss was fair and
reascnable at the time that the action
was taken.

The Appeal Hearing will:

+ glve the emplayee, or thelr
rapresentative, an apportunlty to
expand the details cantalned wlthin
thelr appeal letter

» give the Appeal Officer an opportunity
to ask questions of those present to
clarify the nature of the appeal

« If present, glve the manager who
made the declsion to dismiss the
opportunlty to make a statement
about thelr decislon and the process
adopted, and be questicned about it as
necessary

« glve the employee, or thelr
representative, an opportunity to sum
up the grounds far the appeal.

When a decislon is reached by the Appeal
Officer, the éecislon must be confirmed

In writing within seven calendar days.
This exhausts all procedures within the
organlsation,




Appendix A
Equality Act 2010

The Equality Act 2010 came Into force on
1st October 2010. The Act brings tegether
& number of exIsting anti discrimination
laws and Intreduces changes that give
individuals greater protection fram

urfair discrimination. It sels out the
characteristics thak are pratected by

law and the behaviour that is unfawful.
The protected characteristics are (In
alphaietical order):

Age

Disabllity

Gender reasslgnment
Marrlage and civil parinership
Pregnancy and maternity
Race

Religion and bellef

Sex
Sexual orientation

Under the Act people are not allowed Lo
discriminate, harass or victimise another
person becayse they have any of the
protected characteristics. There is also
protaction where someane is percelvad to
have ¢ne of the pratected characteristics
or where they are assoclated with
someone who has a protected
characteristlc. The Act changes and
extends certaln concepts and definitions
and recognises & forms of discrimination:
direct; Indirect; discrimination by
perceptlon; discrimination by asscciation;
harassment and victimisation.

The Equality Act 201G Statutory Cade

of Praciice an Employment provides a
detailed explanation of tha pravisions

of the Act refating to discrimination In
employment and work-refated activitias.
The Code may be downloaded from the
Equality and Human Rights Commission’s
websila

The following sections are taken fraom
the Statutory Code of Practice on
Employment (Chapters 2 and 6) and
provide Infermation on the protected
characteristic of Disablilty and the legal
duty to make reasonable adjustments.

Disahility

Oniy a persan who meats the Act’s
definition of disability hras the protected
characterlstic of disability. In most
circumnstances, a person will hava the
protected characteristic of disahility IF
they have had a disability in the past,
even if they no longer have the disability.

The Act says that a person has 2
disability:

‘If they have a physical or mental
Impairment which has a iong-term
and substantial adverse effect on
their ability to carry out normal day-
to-day activities’.

Physical or mental Impalrment Includes
sensory Impalrments such as those
alfecting sight ar hearing. Long-term
means that the impairment has lasted or
is likely to last for at least 12 months or
for the rest of the affected person’s lifa.
Substantizl means more than minor or

* trivial.

Where a person Is taking measuras to
treat or correct an Impalrment (other
than by using spectacles or contackt
lenses) and, but for those measures, the
impairment would be likely to have a
substantlal adverse effect an the abllity
1o canry out normal day to day activiiles,
T Is stlll te be treated as thaugh It does
have such an effect.
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This means that *hidden’ impalrments (far

example, mental illness or mental health
conditions, diabetes and epllepsy) may
count as disahilities where they meet the
definition of the Act.

Cancer, HIV infectlon and multile
sclerosis are deemed disabllities under
the Act from the peint of dlagnosis. Tn
some circumstances, people who have
a slght Impalrment are automatically
treated under the Act as being disabled.

Pragresslve conditions and those
wlth fluctuating or recurring effects
will amount to disabilities in certaln
clireumstances.

For more on the concept of disabiity,
see Appendix 1 of the Statutory Code
of Practice on Employment, Guldance
on matters te be taken inta account in
determining guestions relating to the
definition of disabllity |s also available
from the Office for Disability [ssues

How to Procedure
Occupational Health

How To Procedure Occupational
Health

The best source of support an employee
can get is from a manager who knaws
and cares about thelr Individual needs
and wha is aware of the range of
resaurces that are avallable to maintain
health and wellbeing.

Occupatianal Health Is ane such resource,
that when used appropriately, can provide
expert advice to both managers and
employees.

1.0 Referrals to Occupational
Health

1.1 Tn order to provide support ta
employeas and to ensura that managers
can seek the necessary advice, managers
can at any time request that an
employee attends Occupationa! Health.
Management referrals shavld atways be
discussad with the employee before the
referral sa tha amplayee is fully aware
of the reasons for the referral and the
importance of attending. A copy of the
completed referral form shauld be givan
to the employee by the manager making
the referral.

1.2 In very rare circumstances the
emplayee may not consent 10 the referral
to Occupational Health. In this case,

the manager should poiitely and clearly
sel out to the employee why a refarral

is required and glve the employee an
oppoitunity ta discuss the referral with
themn. If the emplayee refuses to discuss
the referral and continues to withheld
thelr consent, or continues to withhold
thelr consent after the discusslon, then
the manager can stll make the referral
without the employees consent.

Tf a referral Is made without the employee
consent the rationale for this mustk be set
out on the referral form

1.3 An employee can seif-refer to
Qccupatienal Health at any time.

A dlscusslon will be held with the emplayea
at the time of the consultation as to
whether It Is felt appropriate for a repart ta
be sent to thelr manager and whether they
glve thelr consent for this or unless legal
or professicnal / regulatory requirements
overrlde this-

2. When to refer

2.1 There Is no set Lima when ta refer to
Occupational Health. The optimum time to
refer will depend on the manager "knowing
their employee” and their individua!
clreumstances. A manager does not have
to walt until the employes goes off sick
befare making a referral to Occupatlonal
Health for advice and not every episode
of slckness wlll requira a referral. It Is,
however, essential kthat when termination
of employment Is being cansldered on
health grounds, up to date Occupational
Health advice has been obtalned.

2.2 A referral may also be consfdered in
the following circumstances:

+ where there are concerns that the
wark being undertaken may ba
Impacting on a health condltion {even
where the employee is not absent}
NB. this Includes scenarios such as
musculoskeletal issues / skin problems
within a clinical role, symptems of
stress being demonstrated but as yet no
sickness absence has occurred
where there are general concerns
regarding attendance
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after an employee has been, or is
likely to be, absent for 28 calendar
days where there is no ¢lear return fo
work date

where sensitive cases exist that are
likely to be off long term, early referral
shauld still be consldered ta access
appropriate suppert and advice e.g.
employees with cancer / long term
condltion

jF absence Is due to siress and f

ar musculoskeletal / violence and
aggression Issues, an automatic
refarral to Occupational Health may
not ba required if the employee is
able to access Wellbeing and / or
Physlctherapy Interventions and

the manager Is able te support the
employee in the workplace. The
manager may still make a referral

to Occupational Health If advice on
how to support the emplayee n the
workplace Is required

refecrals ko Occupational Health in
cases of short term absence are not
routinely required, however, should be
cansldered when guldance |s required
as to whether there Is an underlying
health condltton Impacting on frequent
shart term slckness absence

where advice |s required an reasenable
/ tallored adjustments not already

In place, that can be Implemented

to reduce f remove the risk of
aggravating an underlying health
conditlon

If health Issues are impacting
performance

If there are concerns following medical
suspension, Injury, violence and
aggression and abillty to undertake
elements of roje

In line with the Equatity Act 2010
routing, planned aperatlons do not
requlre an assessment unless there
are compticatlons or concerns abaut
the emplayee’s ability to return ta
work,

3.0 Referral process

3.1 Each NHS Wales Occupational Health
Service will have Its own referral pathway
with unlque forms and processes.
Managers should ensure that they are
aware of the Qccupational Health referral
process within their arganisation.

3.2 Please be aware that employees
have & legal rlght to request to see
all documentation in thelr personal
Dccupatlonal Health file including
managerial referral forms.

3.3 When completing the referral form [t
Is vital that the followlng Is Included:

= full name and date of birth

« correct telephone number fer the
employee

» Infarmation about the job and

job tasks that are required to be

undertaken

factual background Infarmation

regarding the sttuation. The

QOccupational Health professtonat

assesses a case by taking Inte account

the Information from the manager,

ehe Information from the employee

and the medical elements of the case.

Information pravided by the manager

will ensure that the Occupatlonal

Health professional has sufficient

Information to undertake a full

balanced assessment and to provide

an effective report

« ask relevant questlons, the referral
regort will address these to help the
manager In managlng the case.

3.4 This Information fs necessary to
ensure time spent with Occunational
Health is maximised, and that the
assessment provided during the
appoinbment can be used effectively by
both the emplayee and the department.
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3.5 Once an appropriately completed
referral has been recelved by
Occupational Health, It will be triaged by
Occupaticnal Health and an appaintment
will be arranged with the most
approprlate professional / method.

3.6 The assessment will take olace and
a report will be generated responding
to the questlons raised In the referral.
The Occupatienal Health professfonal will
decide if further Information Is required
from the employee’s docter, hospltal
specialist or other health professional
to provide further guldance. In these
cases the report may be delayed, but
Oceupational Haalth witl always Inform
the manager if this applies.

3,7 The Occupational Heaith professiona!
will confirm with the employee their
consent, at the ime of the assessment
for the release of the report to the line
manager. Under the General Medlcai
Council {GMC) guldance, the employes
has & right to view the report befera It
is sent fo the manager. In these cases
tha repart may be delayed, however,
QOceupatlonal Health will always inform
the manager if this apnlles.

3.8 The employee can request factual
changes but the Occupational Health
oplinicn will not be changed, Tf consent
is not provided, Occupational Health will
write to the manager explaining that
consent has not been provided.,

3.9 If the employee does not wish to
see the repart prior to Its release ta the
manager, then they will receive a copy at
the same time,

3.10 In some circumstances, the
Occupatlenal Health prefessional may
arrange Lo review the employea, The
manager may be reguested to provide a
written update on the situatfon In arder
to ensuse that the Qccupational Health
professtonal has up to date informatlon
during this consuitation.

4.0 Failure to attend
Occupational Health

4,1 If tha employee [s unable to

attend thelr allocated appointment

they must notify the Oceupational

Health immediately so that anather
appointment can be arranged and the
ariglnal appointment ailocated to another
employee,

4.2 Failure to attend without priar
notice will be classified as a Did Not
Attend {DNA) and the manager wlll be
natified. According to NHS data each
DNA can Incur slgnificant costs to the
organlsatlon. Therefore, it is essential
that Occupaticnal Health resources are
utilised appropriately and the manager
highlights the Importance of attending the
Occupational Health appeintment when
the referral 's being made.

4.3 Fallure to attend twe consecutlve
appointments without notification wlll
result In the refesral process belng
stopped and the manager will be advised
to seek Workforce advice and to manage
the case without Occupational Health
advice.

4.4 Failure to attend may resultin
limited Information being avallable to the
manager which may Influence declslons
and management ¢f the absence to the
detriment of the employee.
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How to Procedure Return to
Work

The return to work meeting is the
single most impertant element In the
management of stckness absence and

it Is Important that It Is undertaken
conslstently and appropriately after every
periad of absence. Tt Is important that
the return to work meeting is conducted
on the first day af return ar If that Is not
possible, as early as possible after thelr
return. The form needs ko be completed
In full and dated. The return to work
meeting is an excellent opportunity

to review the employees’ health and
wellbeing and attendance recard, offer
any appropriate suppart and establish a
plan to maxlmise future attendance.

The return to werk meeting should be

In the form af a supportive meeting

and should not ferm part of any formal
pracedures. It should be carried out In a
sensitive and conslderate manner where
the primary focus Is ensuring that the
employee s fit and well to carry out their
duties required.

Return to work meetings should:

= be conducted in private, with

sensitivity, and any Issues should be

explored In a caring and concerned

manner

be approached with an open mind, and

glve the employee the opportunity to

discuss reason behtnd their absence

s not be judgmental and assumptions
about the absence should not be made

« an apportunity fer signposting to
relevant support services

« conslder whether any review prompt
discussion Is required

1, Notification of fitness for
work

Employees must Inform thelr manager on
the first day thak they regard themselves
as belng fit for duty whether or not

they are due to wark that day. This Is
important and will ensure that both their
sickness recerds and thelr remaining
entlitlement to slck pay provision are
accurate. To ensure overall sickness
rates are accurate managers must alsa
ensure that employees are recorded as
fit for work on the first day the emplayee
reports as being fit for work, even If the
emnloyea Is not due to work that day l.e.
waekends or non-roskered day.

2. Preparing for the return to
work meeting

The manager must ensure they have
all the relevant facts and information
In advance af the meeting. This may
Include:

* E-Rosker / ESR record

« absence calendar / menitoring record
the Managling Attendance at Wark
Policy review prompts

s The appropriate "How to Procedure’ o
support the employees return ko work

« medical advice
previous absence related paperwork
including reasonable / tailored
adjustments agreements




3. When to hold the return to
work meeting

The return to wark meeting with the
employee shouid take place en the

first day back or as soon as possible
following return, If this presents practical
difficulties, It may be appropriate ta
conduct the meeting over the phone or
for the manager to arrange to delegate
the meeting to a nominated deputy.
Regardless of the method, the return ta
work meeting should be completed no
later than one week following return.

4. At the return to work meeting
4.1 Welcome

At the outset of the meating, the
manager should welcome the employee
back to wark and explaln that it is routina
to hold such a meeting and that It (s In
line with the Managing Attendance at
Wark Polfcy.

4.2 Discuss the Absence:

+ ansure the employee is ft to work

+ discuss the reasons for the absence
and any relevant Issues arising from
It a.g. identifying any contributing
factors (underlying health conditions
/ work related issues / domaestic/
personal matters / pregnancy /
menopause / breastfeeding efc.)
and affering help, advice and/or
slgnposting ko relevant resources /
services where apprapriate

* assess the need for any reasonable /

ajlored gdjustments to suppart thelr

return to work

consider whether the attendance

record is directly attributable to a

disahility. Further Infarmaticon Is

avetlable from the How To Pracedure
Reasonble / Tailored Adfustments.

Tai

= make the employee aware of thelr
attendance recerd and whether tha
absence will necessitate a review
prompt meeting, explaining the
consequences and next steps in the
process In line with the Managing
Attendance at Work Policy
consider If any further support Is
required, including Occupational
Health, Empioyee Well Being Services,
Qur Wellbeing Matters / Manager
Wellbelng Matters, Physiotherapy
{where available).

ensuring that they are proactively

managing their health and wellbeing,

4.3 Documentation

The meating shoulg be documented on a
Return to Work Form, along with a self-
certificatlon. If the episode of sickness
results In a reguireament for a review
prompt meating, the manager must
apply *discretion regarding whether to
Instigate an informal / formal meeting
as appropriate. The ratlonale with
regards to escalation shauld be clearly
documented. The form shauld be agreed
with the employee and signed off by
both partles 2s a fair record of what has
been discussed, The form should be kept
for future reference in the employess”
personal file ang a copy should be shared
with them, )

cnter the link to your organisations return
to wark farm befow:

hllp:.’.’vnvw.wn{c nhs.uksilesplus/8 '|{_u'm|nﬂn|¥#

Pleasa copy and paste this link into
your web browser to access your
form.
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4.4 Other policies

There may be cccaslons when
consideraticn should be given to
other Health Board / Trust policies
and additlonal support offered to the
employee. For example:-

= All Wales Dignity At Work Pollcy

« All Wales Specizl Leava Folicy

= Alcohot and Drug/Substance Misuse
Palicy

» Flexible Working Poticy

5. Returning from a long term
sickness absence

Where an employee Is returning from
long term slckness absence any support
needs or workplace adjustiments are likely
ta have bean Identified and should have
been addressed prior to this meeting.
Hawever, the manager will have the
opportunity to welcome the employee
back, give any relevant workplace
updates and confirm any arrangements
or modified wark schedules. It Is alsa an
appartunity to facllitate their return back
Into the warkplace,

How to Procedure Phased
Return and Temporary Redeployment

How to Pracedure Phased
Return and Temporary
Redeployment

A phased return te work is now one af the
standard options on & Fit Note, GPs and
Medical Advisors often recammend that
managers Implement a phased return to
support an employae’s return to work.
A phased return to work Is an effective
means of assisting employees who have
been on long term sickness (more than
28 calendar days}, back to work. Tt is
based on the principle that the employee
Is well enough to carry out scme aspects
of their wark, and Is llkely, given time,
to recover sufficientty to continue In
thelr substantive rele - with or withaut
reasonable / tallored adjustments (further
Infarmatian Is avallable from the How

il

Adjustments, A phased return to wark
will nat be suitable In every situation and
would nct narmally be recommended
after short term illness.

What is a Phased Return?

A phased return Is a pariod of time
following long term sickness absence
where an emplayee works fewer than
thelr full contracted hours and / or
undertakes partlal dutles, in ardar to have
a maderate relntroduction to work.

Arrangements for a phased return to wark
will, by definltion, invalve 2 change from
the empleyee's narmal work hours and /
or restricted duties. A phased return can
alter working hours in several ways. For
exampie, a reduced number of days /
shifts per week; shortening of the working
day, Including working only mornings or
afternoons or by working shorter haurs
autslde peak cammuting Lime;

by altering working hours to ensure
that support / supervision 1s avallable
thraughaut the shift.

Constdaration should be glven to whether
wark could feasibly be undertaken in a
differeat Ipcation, for example at the
employee's home or ancther NHS office
cioser to home by agreement. Further
canslderation should be glven to whether
the duties to be undertaken could be
adjusted to reduce physical and / or
mental effort during the period of phased
return. The employee’s health condition
will determine what type of phased
return to work plan could help achleve a
successiul retum to work,

Length of a Phased Return

The length of a phased return should be
agreed In discusston with the employee.
Managers are advised to consider all
relevant factars, Including medical advice
(where available}, on a case by case
basis (sea ™ i rn*).
The average length of & phased return

[s four weelks but can be shortened or
lengthened as required. A phased return
would be expected (o last a minimum of
twa weeks and a maximum of slx weeks,

Hours worked during a phased
return

This should be agreed batween the
emplayee and thelr manager. Hawever, It
Is anticipated that the employee will work
at least 30% of thelr contracted hours
during the first week, increasing to 100%
over the agreed perlod of the phased
return. Annual leave and Bank Hollgays
which fail during the neriod of phased
return should not ba counted as part of
the period.
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When should a phased return
be considered?

A phased return will usually be
recammended In a Fit Note from the
employee’s GP, or In the medical opinion
from Occupational Health, In adgitlon

to ticking the “phased return to work”
optlon, GPs are requlred to advise on any
restrictions / limitatlons, Where a2 medical
opinlon has peen provided, consideration
should be given ta all additional guidance
provided. Whilst phased returns will
usually occur In the zhove way, managers
are advised not to unreasonatly refuse

a reasonable request for a phased

raturn from the employee or thelr
rapresentative. Alternatively, managers
may conslder that a phased retura Is
appropriate In the clrcumstances. The
absence of medical opinlon should not
prevent a reasenable phased return to
wark plan being agreed,

NB. Employees should not be referred
to Occupalional Health solely for
advice regarding a phased return,
particedarly if this will delay the
empioyee from returning to work.

Discussing a phased return

Whera an employee advlses that they
are considering returning from long
term slckness absence, a face o face
discusslon would usually take place as
part of a keng term sickness meeting. At
these meetings, employees ray arrange
ta be accompanled by a Trade Unlon
official or calleague. It may become
necessary far a separate meeting to be
arranged, to finallse the arrangements of
the return ta worle plan.

As a gulde the phased return to work
meeting should consider the following
paints, along with any suggestlons from
the employes:

« when the phased return to work will
commence

» the hours the amployee will work
during the phased return

» tallored adjustments that may be
requlred during the phased return,
further Information is avallable in
the R
klls]

any further reascnable adjustments

that might need to be made {for

instance, 2 special chalr ar computer
equipment to help counter the effects
of any disability) and whether Access

To Wark might be able to assist,

further informatian is available In

the How ta Procedurg Reasonable /

Tallored Adjustments

» ak what location the employee will
start the phased retwrn {for example,
at hame or In the affice)

« whether temporary redeplayment
needs to be considered and If so,
whether It can be accommodated
haw long the phased return to worlc is
expected to last

= what arrangements will be put In place
to manltar the employae’s pragress
and any difficuldes encountered

= to whom the employee should report
iF they have any difficulties with the
arrangements.

The manager should keep an open

mind about what may be possible when
discussing a phased return to work

with the emplayee, It Is important to
conslder suggestions from the employea.
Where the employee’s suggestions are
not practicable, It ts good practice for
managers to recommend aiternative
practical proposals, rather than simply
respanding negatively.

If It is not possible to agree arrangements
at the first meeting, due ta more
Infarmation belng needed or further
canskderation of requests, a further
meating should be arranged. A record

of the meeting(s) should be kept, along
with agreed arrangements for the phased
return.

Recording arrangements for a
phased return

Phased return ta work plans should he

recarded an Appendlx 1 Phased Return
i i rm.

The employee and manager should sign
the Farm to agree the return to work
plan. A copy shauld be retalned by

the emplaoyee as well as placed an the
employae's personzl file. If the agreement
is reached during a lang term sickness
maeling, a long term sickness outcome
letter may replace the farm.

Monitoring the phased return

It Is Important that employee and
manager monitor the phased retum te
ensure It Is appropriate and suppartive
for the employee. In arder to evaluate
its success, targets should be set at the
beginning of the phased retum perfod and
monitored at regular review meetings.
The frequency of the reviews should

ba agreed prior to the commencement
of the phased return, weeldy meetings
ara advisable, If any problems are
encountered the return to work plan may
be adjusted accorgingly and updated on
the farm.

Pay during phased return

Employees will be paid at thelr full
contractval pay during an agreed

period of phased return, including any
cantractual enhancements. Where an
employee wishes to extend thelr phased
return, beyend that agreed In the retum
te work plan this may be considered with
ulifisation of annual feave.

What happens if the phased
return does not work?

if, despite all efforts, the phased return is
unsuccessful, a further period of absence
rmay be required.

A referrai to Occupaticnal Health shouTd
be considered with a view to obtalning
further guidance on the likelthood of a
successful retun in future with or without
reasonable / tallored adjustments and / ar
consideration to permanent or temporary
redeployment, Further Information

is avallable In the How tq Procedure
Occupatlonal Health,

Temporary Redeployment (up to
3 months)

If the employee Is fit to attend work

but not to thelr substantive post, or &
phased return Is attempted but Is not
successful, the manager may also consider
whether or not thera are any other posts
that the employee can undertake In the
organlisation they are employed by or
another NHS employer that is within thelr
capabilltles, if supported by Occupationat
Health advice.

1n the first Instance, temporary
redeployment should be looked for

within the employee’s own organlisation,
however, in recognifion of the varylng
slzes of NHS employers, gecgraphlcal
canstraints, sultabllity of the redeployment
and the nature of absence from worlk it
should also be looked for in other relevant
NHS organisations to see if temporary
redeployment oppartunities exist.

Every NHS employer within Wates

should assign a named palnt of contact

In Warkforce whe will be able to share
the current list of vacancies that exist
within the organlsation. If a post s
Identified as suitable by Workforce the
emplayee’s line manager will be made
awara and discusslons will take place
with tha employee. If a suitable post 5
identiAed for a ternparary period (up to 3
menths) payroll will ensure that there Is
a transfer of salary and this should not be
an Impediment ta a temporary relocation.
When the redaployment is to a lower
banded past the employee will not suffer
a detriment In normal take home pay (in
lina with the phased return section of this
pollcy).

The redeployment should be regarded

as tamporary, however, the time

scales should be agreed between the
emplayee (taking account of their specific
circumstances), the substantive employer
and the employer accepting the employes
on a tempaorary basls for up to a period of
3 months. All aspects of the temporary
redeployment should be discussed with
the emplayee.

Temporary redeployment to another
NHS organisation will be consldered In
conjuncticn with local redeployment
protocels, nat In conjunctlon with the All
Wales Qrganisaticnal Change Poficy.

Steps In process:

1. Confirm if temporary redeployment
|s an option which the employee can
agree to, In line with occupatianal
health advice.

2. Are there sultable temporary
redeployment opportunlties with the
employer (check with named contact
In Workforce),

3. If the answer to 2. Is no, establish
what other NHS employers are suitable
from a logfstical point of view and
abtain a list of opportunitles from the
named person In Workforce at these
grganisations.

4, If oppartunities exist, the line manager
and Workforce will Inltlate discussions
to establish if the temporary
redeployment can ke agreed by the
accepting employer and the employee
in question.

5. Payroll wili be Informed and the
necessary financial arrangaments
made.

Therapeutic Return /
Recrientation

A therapeutlc return can ba a helpful way
to enable employeeas that have been away
from work to re-cennect with colleagues
In advance of a formal return to work.

It may Involve attending wark for a
meating with the manager/team In order
to keep up to date with what's been
happening and ovarcame any inlkial
anxleties about returning to work.

The employee is still considered to be

off sick whlist completing a therapeutic
return. It Is Important to ensure the
therapeutic return is limited te a small
number of haurs. No undue prassure or
raspensibllity Is applied ta the emplayee
during this perlod. It is expected that

a therapeutic return is fallowed by a
structured phased return ta work.
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Appendix 1

PHASED RETURN

Name of Employee:

Venue: |

IN ATTENDANCE

u

2:*

3|

4:|—

INTRODUCTION

Advise the employee that the meeling has been convened in accardance with the All

Wales Managing Attendance at Work Policy.

NOTES OF DISCUSSION

Briefly review relevant documentation (fit notes/medical reports) and note

discusslon

Discuss advice regarding phased / therapeutic return




Ensure employea is aware of technlcal aspects of phased / therapeutic return, e.g.
duration, pay

Discuss any adaptatlons needed to hours of work / work ta ba undertaken

Discuss whether therapeutic return might be helpful and how that could be
accommodated

Agree any factors which need further canslderation before phased / therapeutic
return can be agreed

AGREEMENT

Outline the agreed phased return, ensuring that factors Including timing, duration,
hours of work each week, location, wark to be undertaken f not undertaken, any
agreed adjustments to be put In place, whether any therapeutic return Is to take
place, timing of regular reviews eic,

Identify any support / (eascnable / tallored adjustments which may be required to

enabla the employee to undertake the phased return as set out above.,

Employee and manager to sign below to agree above notes are a true record/and
that the phased return has been agreed. Signed copy to be kept on tha employee’s

personne| file and ESR updated.

Employee's signature Date

Date

Managar's signature

PHASED RETURN REVIEW (use as required)

Review 1

Note how the phased / therapeutic raview has gone and note any changes which
need te be made.

Employee’s signature Date

Date

Manager's slgnature

Review 2

Note how the phased / therapeutlc review has gone and nate any changes which
need to be made.

Employee's signature Date

Manager's signature Date

ALY =

Review 3

Note how the phased / therapeutic review has gone and note any changes which
need to ba made.

Employee's slgnature Date

Manager’s signature Date

Review 4

Note how the phased / therapeutic review has gone and note any changes which
need to be made.

Employee's signature Data

Manager’s signature Date

56 anat




Review 5

Nate how the phased / therapeutic review has gone and note any changes which

need to be made.

Employee’s signature

Date

Manager's slgnature

Date

Review 6

Note how the phased / therapeutlc review h
need to be made.

as gene and note any changes which

Employee’s slgnature

Date

Manager’s slgnature

Date

How to Procedure
Reasonable / Tailored Adjustments

How to Procedure Reasonable /
Tailored Adjustments

Reasonable Adjustments

Employers are under a legal duty to
make reasonable adjustments to ensure
workers with dlsabllities, or physfcal

or mental health impairments, are not
disadvantaged when dalng their jobs. This
also apply to job candidates at the onset
of the employment cycle.

The Equatity Act 2010 defines a disability
as an impairment that has a long term
and substantial adverse effect on a
person’s abllity o undertake normal day
1o day activities. Long term means that It
must be expected to last for 12 months or
more,

People with progressive conditlons can
be ¢lassed as disabled, A progresslve
conditlon Is one that gats warse over
Lime. You zutomaticzlly meat the
disabllity definition under the Equality
Act 2010 from the day you're dlagnosed
with HIV Infection, Cancer ar Multiple
Sclerosis.

Tailored Adjustments

Not all llinesses are disabllities, however,
If an employee Is asking for support with
a health and wellbeing condition, It Is best
to pravide suppert accordingly, assuming
it is praportionate to do so. There are
many benefits of this including supparting
the employee back into work and ta
ramain In wark.

Tallored adjustments are short ta medium
term changes that can help support the
fiealth and wellbeing of the employee.
Tallered adjustments should be
consldered and whare possitle
Implemented at the earliest oppertunity
ta help an employee.

This can be arranged Ehrough discussion
between a marager and an employee
that Is having difficulty with a known
heaith and wellbeing condition. Tailared
adiustments could Include changes to
working hours for a shart period, changes
to dutfes etc.

Why should manapgers make
work based adjustments?

Beyond legal requirements for disabled
emplayees, evidence has shawn that
good work Is beneficial for health and
wellbelng and that wark can ald recovery
for employees with physical and mental
health conditians.

The proactive management of employees’
menta? and physlcal health can produce
a range of benefits Including greater
employea engagement and praductlvity,
reduction of sickness absence and
reduced employge turnover.

Making small adjustments (reasonable

f tailored adjustments) to enable an
employee to remaln in work during
personal difficulttes or when experlencing
mild-moderate conditions thet Impact
upon health and weltbeing in work.

Tailored adjustments are charges which
can be agreed for varying reasons and
periads of time based on Individual needs
that can be agreed through discussion
between the manager and employee.

S Aezastiees &t
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How to Procedure
Reasonable / Tailored
Adjustments

We recognlse that managers should
have a goed understanding, and be
famlilar with the individual needs of thelr
employeas and any associated health
and wellbeing conditions or disabllities
that may affect their work. To support
employees, reasonable / tailored
adjustments should be considered and
where possible implemented at the
earfiest opportunity to help an employee
remain in wark ar reduce the need for
sickness absence / ald an earlier return
to werk after a period of absence.
Managers sheuld consider such eptions
when assessing an employee’s health and
wellbeing In situations where there Is a
reasgnable expectation of Imprevement
or where reasonable / taitared
adjustments may prevent g deterioration.
This proactlve approach should enable
an employee to maintain wellness at
work and reduce tha need for sickness
absence.

2,0 Examples of reasonable/
tailored adjustments

In many cases, simple and cost-effective
workgplace adjustments can make 2 blg
difference and enable people with health
conditions and disabilities to remain in
wark and llive healthy and productive
lives. The adjustment needed could

be a change in practice or workload.
Some examples of reasonable / tailored
adjustments might Inciude:

+ aliowing additional breaks for an
emplayea with a musculoskeletal
difficutty to undertake self-
management exarcises

= temporarily reduced duties to enable
an employea with anxiety to manage
their working day effeciively

» changing an employee’s equipment,
for instance providing an adapted
keyboard if they have arthritis or
providing a specialist chalr because of
back problems.

The aim of the adjustment is to minimise
ar reduce the Impact of the heaith
condition for the employee and enable
them to carry out thelr job / duties.
Contacting Warkforce or Occupational
Health may be required to discuss any
conditions and a referral to Occupational
Health should be censicered If a specialist
oplaion 1s required, further Information

Is available in the How To Procedura.
Occupational Health,

2.1 General approach

Wherever possible, the organisation will
support employees that have a known
health and wellbeing canditian or disabllity.
This support may be a legal requirement
under the Equalitfes Act 2010, or good
practice In supporting employees with mild-
moderate health conditlons. An employee
with a health and weltbetng canditien /
disability can expect:

» a discussian with their manager

= for the matter to be dealt with

confidentially angd sensitively

everything that ’s relevant to be

considered

all posslble aptions and gutcomes to be

considered

» implementation of the identified and
appropriate options, where they are
reasonable and propartionate

s regular ieviews.

2.2 Declaration of a Health and
Wellbeing Condition / Disability

2.2.1 Where an emplayee with a health
and wellbelng condition / disabillty

reports that they are experiencing health
difficultles It Is important to respact thelr
right to confidentfality and ensure an-going
dlscussion.




2.2.2 The manager should meet with

the employee in order to dlscuss their
condltion(s). The manager should seek to
put In place any short term reasorable /
tailered adjustments to ensure that the
employee Is not placing themselves at
risk.

This may include conducting a risk
assessment in order to Tdentify any
potential short-term adjustments.
Completlon of the Reasonable / Tallored
Adjustment Aareemant should be.

(= hi ndix 1),

2.2.3 If following the implementation

of reasenable / taflored adjustment
agreement, ar where specific advice is
required, the manager may consider
making a referral to Qccupational Health.
The referra? shauld include details of the
discussion with tha employee and a copy
of the tatlored adjustment agreement
that has been put In place. A copy of the
referral to i should
be discussed with the employea pHar

to submisslen, Further information Is
avallable from the How To Procedure
Qccupational Hagith,

2.2.4 On completion of the Occupational
Health referral, the manager will receive
a report advlsing In respect of any further
suggested restrictlons or adjustments
that need to ba considered. The manager
should then meet with the employee

in arder ta discuss and cansider the
Cceupatianal Health repart to enable

a more Informed discusslen to be
undertaken,

2.2.5 The purpose of the giscusslon is
to consider the advice and what further
reasonable f tailored adjustments could
be put in place ko enable the employee
to continue undertaking the duties and
responslbilities of their role and whether
the adjustmants are deesmed reasonable.

2.2.6 Where there are barrlers to
progress, all parties have a duty {a
consider how these may be overcome;
support from Werkforce, Trade Union
representatives, Equality Advisars

and QOccupational Health may be
required. Ultimately it is the decision
of the manager to determine whether
any proposed reasonable / tailored
adjustment can be accemmodated.

3.0 Disability / Health and
Wellbeing Condition Leave

Disabllity / Health and Wellbeling
Candition leave Is reasonable pald time
off for a reasan refated to somegne’s
known health and wellbelng condition
and for disabiiity as part of a programme
of care. Disabiiity / Health and wellbelng
condition leave Is not disability related
slckness absence. Effectively, itis a

farm of special leave and will usually

be requested by the employee and
approved by the manager in advance.
Disabllity/ Health and wellbeing conditian
leave shouid be recarded on ESR.

Typical examples of Disabllity / Heaith
and wellbeing conditicn leave may
include regular hosplta! and medical
appointments f treatments / fallow

Up assessments In respect of a known
disability / health and wellbeing condltion.
Disability leave will typically apply to part,
or the whaole, of one werking day.

4.0 Reasonable / Tailored
Adjustment Agreement

4.1 The Reasonable / Tallored Adjustment
Agreement is an on-gaing record of
tailored adjustments agreed hetween an
employee with a disabllity / haakth and
wellbelng condition and thelr manager.

In the case of reasonable adjustments It
Is anticipated these will continue to apply
if the emplayee changes roles wherever
possible.

The purpose af this agreement Is ta:

+ Ensure that the employee and the
manager, have an accurate record of
what has been agreed.

Minimise the need to re-negetiate
reasonable adjustments every time the
employee changes jobs, is re-located
or asslgned a new manager.

Provide the employee and their
manager with a basis for discusslon
about tallored adjustments at future
meelings.

4.2 This Is a live document and should be
revlewed regularly by bath the employae
and manager and updated as appropriate.
Specialist advlce from third parties,

such as Occupational Health and other
practitioners may be needed. Managers
wha need help In declding whether ar not
an adjustment Is reasonable can contact
Worldforce for advice.

4.3 New managers of employees with
agreed reasonable / tailored adjustments
should accept the adjustments outlined In
the agreement as reasonabla and ensure
that they continue to be implemented
unless this causes significant aperational
difficulties, fn which case further
discusslan will be necessary,

4.4 Reasanable / Tallered Adjustment
Agreement will need ta be reviawed and
amended when changes occur. Where
employees are maving to new rales /
departments, thay shauld make thelr new
manager aware of any agreament In place
and be prepared to discuss ft.

4.5 The agreement allows the emplayee
to:

= explain the Impact of the disability
/ health and wellbeing condition on
thern at work

+ suggest adjustments that will make It
easler ko do their job

« explain any change in thelr
clrcumstances.

4,6 The agreement allows the manager
ta:

= understand how an employee’s
disability / health and welloeing affects
them at werk

» explain the needs of the Organisation

» review the effectiveness cof the
adjustments already agreed

+ explain any change in the employer's
circumslkances,

Advice on Reasonable / Tailored
Adjustrment Agreements are avzilable
from Workforce.

NHS Wales Managing Attendance at Work Policy
Reasonable / Tailored Adjustments Agreement

Employee’s Nama

Joh Title

Department

Manager's Name

Reasonable / Tallored Adjustments

perlod of absence,

The purpose of this agreement Is to:

absence;

what has been agreed;

within the organlsation; and

of both parties:

« at any regular one-to-one meeting;

technology or ways of warking; or

Requests far reasanable adjustmeants must be cansidered for staff who have
conditions which could potentially be defined as a disability under the Equality Act
2010, Taltored adjustments should be considerad to support employeas with a
health and wellbeing candltion which may not be a disabllity as described abave,
Wherever possible, agreed adjustments should be Implemanted at the earllest
opportunity to help the employee maintain wellness, remain in work and reduce
the need for slckness absence. They may also ald an eariier return to work after a

« help an employee maintain wellness, remain in work, raduce the nead for
slcknass absence and may ald an earlier return to werk after a periad of
+ ensure that both the employes and the employer have an accurate record of

= minimise the need to renegotlate reasanable / tallored adjustments evary
time the employee changes Jab, is relocated or Is assigned & new manager

« provide the employee and thelr manager with the basis for discussians about
reasanable / [ailored adjustments at future meetings.

This agreament may be reviewed and amended as necessary with the agreemeant

= ata return to work meeting following a period of sickness absence;
« at 6-monthly and / or annual FADR's;
= befare a change of job, dutles ar wark location, or the introduction aof new

« befare or after any change In ¢frcumnstances far either party.

Employee

My health and wellheing condition and / or disabilliy* In the workplace is:

*you are not obliged to give details of your disability, Impairment or health and
wellbalng condition, only how this affects you in your warking life.

at work:

My disabllity and / or health and wellbeing cendition has the following Impact on me

1 requira tha following
agreed reasonable/
tallored adjustments;

« Detail what
adiustments are
required:

Date Manager agreed /implemented:

Where reasonable / tailored adjustments requested cannot be agreed and
Implemented, the reasons shauld be recorded below:

Reasonable/tailored
adjustment requested

Reason if cannot be accommodated

g Ao ot verk




1 will let you know If there are changes to my disability / health and wellbeing
condition that have an effect on my work and / ar If the agreed reasonable /
tallored adjustments are not warking. We will then meet confidentially to discuss
any further reasanable / tallored adjustments or changes that shoukf he made.

If you nctice a change in my performance, behaviour or attendance at work ar feel
that these reasonable/tallored adjustments are not warking, I wauld be happy to
meet you confidentially to dlscuss what needs to be done.

Employee’s slpnature

Date

Employer's slgnature

Date

@ What does a manager do If they
cannot support speclfic reasonable
adjustments that have been
suggested?

Answer: There Is a legal cuty to conslder
requests for reasonable adjustments

from employees whaose disabiliby/health
and wellbelng cendition may be cavered
by the Eguallty Act 2010, Every attempt
should be made to accommodate thesa
adjustments, furthar advice should be
saught fram Workforce.

Q What happens if an employee is no
longer able to do their current job
because of their health and wellbeing
conditlon/ disability?

Answer: If an employee Is no longer
able to do thelr Job aven with ahl possible
reasonable / tallored adjustments In
place, please cantact Warkforce for
advice.

FREQUENTLY ASKED
QUESTIONS

Q What is the reasonableness of a
Reasonable Adjustment?

Answer: This Is difficult ta define and
is apen to Interpretation, managears
must ensure they consider a range

of aspects Lo determine whether or

not an adjustment Is reasenable and
propartionate, these cauld include:

the cost of the adjustment and the
organisation's resources, the practicality
of the adjustment, the effictency of

the adjustment in preventing the
disadvantage, the disruption to the
arganlsation and effects on athers caused
by the adjustment, health and safety
consideratlons, the length of service of
an employee, the amount of help and
support already provided. This is not an
exheustive list but could be part of the
considerations.

Q What is the difference between
Tallored Adjustments and Reasonable
adjustments?

Answar: Tailored Adjusiments are

an optlon Managers can conslder and
if reasonable Implement to support

an employee with a known hezlth and
wellbeing condiion/disability te remaln
In work during a perlad of difficulty.
Reascnahle Adjustraents are a legal
obligation on an Organisation.

Q- Do employees neead to tell their
employer that they have a health and
wellbeing condltion / disabllity?

Answer: There {5 no abligation en an
employee or a job applicant to disclose
their disabllity to their employer.
However, when supporting employaes
with their absence or a health and
wellbeing condition a manager shouid
make reasanable enquirles to find out if
an employee has a disabllity.

Eandance

A manager could do thls through
discusslon with the employee and if
required with support fram Occupational
Health, Even if an employee isn't classed
as having a disability, considering and
implementing tallored agjustments will
help employeaes te maintain wellness and
remain in work.

Q. Does the reasonable / tailored
adjustment agreement apply to
employees who do not have a heaith
and wellbeing condltion that is
cansldered as a disabllity?

Answert The manager can consider

and Impiement appropriate tafllored
adjustments to employees to help support
their health and wellbeing.

Q What does a manager do if they
canhat suppaort specific tailored
adjustments that have been
suggested?

Answer: Where possible these
ad)ustments should be supported

and full conslderaticn glven ko thelr
Implementation, howevaer, If It Js
cansldered by the manager not to be
reasonable, then further discussion with
the employee iIs necessary to conslder

If there are any alternative adjustments
that could be put in place as an option

to ald the employee, the decisions why
the adjustment cannot be accommodated
shoukd be documented and where this 1s
net possible please cantact Workforce for
further advice.
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Minimuim Standards

af Managers In the Management of Attendance at Work

Keep In touch regularly with Ihe emplayce
wha [5 upwell, keeping accuate recards.

Aglively promole and encatrage the

heallh and wellbelng of ali emplayees. Ensure [t nales are re

sences are recorded on ESR. (Haw o
Procedure - felifications and Certificallon)

Canslder and discuss any reasanable

Signpost employees to wellbelng

support services. Cliek hefe lo access
“Qur Wellbeing Malters",

Refer o Qccupalional Heallh where
appropriate and revie advice.

{Hallared adjustments ta suppart
anemployee's [elurn Lo work [ How
lo Pracedure Reasonzble f Tailored
Adjustiment}.

MMaximise the Impacl on NHS services

by supporling employees in dalng
Ihe jobs they have agreed lo do and

7 \' Ikrough the Managing Allendance al
\riork Policy, using a proactive and
preventative approac!

Minimunm Standards

of Employees In Lhe Management of Attendance at Work

To be responsible for your own heallh
and welloelng,

Seek medical advice and lreatment as
s00n a5 possible lo support your health
and wellbeing.

Aflend accupalional health
appolnimenls and sickness absence
meetings when requesled Lo do so.

Miniimum Standards

of Occupatlonal Health in the Management of Altendance at Work

Pravlde conlidential suppart and
guldance to employees regarding thelr
heallh and wellbeing and signposl
employees o Lhe full range ol services
availabte for support and assislance.

Provide advlee on rehabililation and
how employment may be matched to
employee capability lollowing illness.
Thls may includ= assessment of lhe
workplace.

Wark with 1he employea and manager

g\

and where relevanl the trade unlen
representative, Lo facilitale a relurn to
work as soon as possible fallowing a
peried of sickness.

BT

VWhen you are unwell keep In Llouch
regularly willi your manager, {Click on
lhe “Meep In Touch™ icon La access Lhe
How to Proceduras Notifications and
Cerlification,)

Consider any reasonable ! lailored
adjustmenls [hal may help you rem:un
or relurn o work. {Chiok Rere to acc
How o Procedure Reasonable { T:nh:lrcd
Adjustmenls).

We support all aur cofleagues in dolng
the jobs they hava agreed (o do, and la
altend wark In fine wilh Iheir conlracl at
employmeal.

Provide written advlce to managers regarding
the Impactof the amplayee's iiness on their
fitness Lo wark and advise of any reasonable
Laflored adjustmenis lhnt my supportthemin
atlending work regularly and f of reluming to
work afler a perlod ol sickness.

Access advice and support (ar lhe
employee [fem other prolcssionals, as
the need arlses and with the agreemenl
of the employee.

Provide and support mulll-disclplinary
Qacupalianal HealthiWellbelng educalion




Minlmum Standards &5

ol Trade Unlons in the Management of Atlendance at Wari

Supporl the employes "member” and
organisaiion in minimising absence of
volk eaused by sickness.

\J

Provide the member wilh advice on all
aspecls of the pellcy and ensure knowledge
and underslanding of the equality act,
speeifically in relation to disability and
reasonable / tllored adjusimenls, and vy
Whls |s applied In practical terms.

To aclively encourage Ihe membar lo
parlicipale in intervenlion In a limely
manner, e.g. allendance al oceupalional
health appeiniments, and ¢ngaging with
services avalfable and sell-help aclion.

colteagues fram Yorklforce, Orga

b
Y O

This palicy was developed In partnarship with Trade Unian representatives and

Ensure hade unlon represenlalicn is
avallable al all levels ol the procedure
should the member wish te be
aecompanied and ensure Lhal this s

achievable in a imely mannar,

To easure thal the member understands
the wider impacl of lhelr absence an NHS
services.

To aclively participale in a muili
disclplinary appreach to lhe del

the Heallh BoardfTrust sickness absenca
training.

t

lienal Development, upallonal Health and

staff Health and ¥lellbeing from across HHS

#WellbeingCymiris

Minimum Standards

of Workforce and OD In the Management of Attendance at Wark

To fosler good warking relationships
and hlgh levets of Interpersanal trusl,
supporting managers through caaching

and development activilie

support on managing slekness absence,
e.g. reasonable / lallored adjustments
{How 1o Praccdure - Reasonable/
Tajlored Adjusiments.

Bupporl lhe manzgemenl of sickness
through the collation of informaifen
and provision of dala lo enhancs

on making and workfotce
planning.

EAdancy ¥

Develop a positive working envitonment
and fosler a cullire of supporl fer slaff.

Warking wilh managers and lrade unlon
representalivas to achieve consislanl
applicatlon al the policy and fair and
acceptable nulcomes.

Undertake pericdic audils to monltes
Ihe implemeniatinn and effectiveness of
1he palicy and procedure and to provide
infarmation as necessary,
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Polloy Statemsnt

1.1 The Core Principles of NHS Wales are:

We put patients and users of our serviess first: We work with the public and

palienls/service users through co-produciion, doing onfy whal is needed, no

mere, no less and Urylng lo avoid harm. We are honesl, open, empalhalic and
compassionale. We ensure quality and safety above ell slse by providing the best
care ai all imes.

We seek lo Improve our care: We care [or those wilh (he greatest heallh need

firsf, making Ihe most effective use of all skills and resources and conslanlly

seeking to (it the care apd services we provide to usars' needs. We inlegrale
improvement Inle everyday working, by being open Lo change in all that we do,
which also reduces harm and waste.

« We focus on wellbelng and prevention: Wa stive 10 Improve health and
ramove ingqulities by woiking togelher with Lhe people of Walas se as lo ensure
{heir wellbeing now and in fulure years and generalions.

» We refleat on our experiences and feamn: We invesl in our Jeaming and
developmeni. We make decisions thal benaefit patienls and users of our services
by approprate use of the leols, syslems and environmenis which enable us o
work competenily, safely and elfeclively. We aclively innovalte, adapt and reduca
inappropriale varation whiist being mindful of the app<cpriale evidence base to
guide us.

+ We work in partnershlp and as a teamn: We work wilh Individvals including
palianls, colleagues, and olher crganisations; taking pride in all thal we do,
valuing and respecling each cther, being honesl and open and lislening 1o the
cenkibution of others. We alm to resolve disagreements sffeclively and prompliy
and we have a zero olerance of bullying or viclimizalion of any palient, service
user or member of staff.

s We value all who wark for the NHS: We supporl all cur colleagues in doing the

jobs lhey have agreed to do. We will regularly ask about what they need lo do

their work betler and seek lo provide the facllilles they need lo excel In the care

Ihey give. We will listen o our calleagues and acl en lhewr leedback and

concams,

They hava been develeped ta help and supporl slaff working in NHS Wales.

NHS Wales is aboul people, werking wilh peaple, to care for pecple. These Cera
Principles describe how we can work 1ogethar 1o make sure that whet we do and how
we do Il is underpinned by & sirong common sense of purpose which we all shara
and understand,

The NHS is conlinually under pressure lo deliver more services, wilth batter
cuicomes and maintain and increase quality against the backdrop of significant
financial challenge, high levels of public expaciation and wilh a population which Is
getling older and with increased levels of chroaic condilions.

These principles have been developed lo help address same of Lhe pressures fell by
slaff In respending to these demands, Thay will re-balance the way we work tagether

Dalabase No: 201 Page 6 of 28 Varsion 5

Disclplinary Palicy and Procedure

organisation will be subject Lo the “NHS Omanisalion” standards of conduct
and behaviour at work bul will be deall with under the scope ol their cwn
employer's Disclplinary Palloy.

3.3, Where disciplinary action is being conlemplaled egainst a Trade Union
Official, the appropriale lull ime cfficer or senicr lay official will be nolified,
prier lo any aclion being taken,

3.4.  Tha policy dees nol apply In cases of sbsence atiribuled Lo sickness which will
be addressed fhrough the rolevani Sickness Pelicy or in cases of poor
performanca which can be alldbuled to capability and which will be addressed
through differenl mechanisms, except where ihere Is evidence of a wilful
breach of the relavanl procaduras

3.5,  In eccordance with the princples of clinical governance, disciplinary action
would not nomally resull from reporling incidants, mislakes or near misses,
bul other procedurss may apply. However, Issues which may lead fo
discplinary actien weuld include ciminal or malidous activities {Incheding
malicious raporting), acls of gross misconduet or gross negligence, and
tepeated unreporled errors or viofations of procedure.

3.6 All discplinary matiers relating to lhe proteclion of vulnerable aduils (POVA)
and lhe proleclion of children (POCA} are covered by Ihis policy, bul will be
dealt wilh in eccordance with inter-agency prolocols and any relevant extemal
and/or regutatery bodias as appropriale.

3.7 This policy should be supported by the ACAS Gulds (¢ Conducting Workplace
Invesligations {Ocl 15),

4. Goeneral Principles

The following principles will be laken inlo account in the applicalion of this
policy:

« The right of ali amploysas subject lo this policy lo be treated falry and wilh
dignity and respect.

+ The process is based on a series of escalafing and linked responses lo
disciplinary mallers. The appropriate levels of response wil! be determined
by the circumstances of the case and lhe sencusness of the allaged
offence(s). Itis a fundamenlal principle that ell cases are examined on
their merils and nec prejudgement is made al any slage of the procass
Equally ihe principle of tha pelicy and the manner in which it is applied
mus! be consistent and shew na differential for grade/ band or position.

» No disciplinary aclion will be taken againsi an employee unlil lhe case has
bean approprately Investigated.

« Each slep of the disdplinary process will be taken as quickly as possibla
on lhe parl of Lhe "NHS Organisalion”

s The {iming and Tocation of meetings will be reascnable and accessible.

Dalabase Na* 201 Paga7 ot 30 Verslon 5

Disclplinary Pelley and Procedure

s0 we are less relianl on procass and are supporled % do lhe right (hing by being
gulded by these principles when applying policies and procedures to lha workforce.

As pecple working within the heallh service, we will all use them lo support us fo
carry oul our work wilh conlinued dedicaled commilmenl lo those using our services,
during mes of constanl change.

The Principles are part of an engoing commitmenl o slrenglhen (he naticnal and
local values and behaviour frameworks already eslablished across Haallh Beards
and Tiusls,

They have been developed in parinership wilh representalives from employers and
slaff side.

The Principles will be used to creale a simpler and consistenl approach whan il
comes lo managing workplace employment Issues.

Aims and Oblaclives
The principal aims of lhls pollcy are la:

2.1 Imprava and pralecl slandards of care by providing an orderly means ol
correcling inadequete standards of conduct, allendance or behaviour at
work.

2.2 Provide a mechanism for dealing with any disciplinary issues thal arise In a
way thal Is fair, censislenl, wilnout discriminalion and as quickly as possible.

2.3 Ensure that manegers, employaas and their representalives are eware of their
righis, responsibilities and obligallons within the disciplinary process.

24 Maintaln the relaiionship between the employee and Ihelr manager.

25 Ensure that no djsciplinary acfion agalnst an employee is laken unlil the case
has baen approprialely Investgated.

28 Ensure (hat all cases of suspecled fraud or comrupllon are reporied at the
earliest opportunity to lha “NMHS Omanisalion” Local Counler Fraud
Spedalist (LCFS) or to lhe NHS Counler Fraud Service Team {CFS Wales).

27 Ensure fhat where an issue is idenlified thal relales lo the proleclion of
vulnerabla adulls (POVA) or Ine proleciion of chiléren {POCA) il will be dealt
with in accordance wilh inler-agency protocols and any relevanl extemal
andior regulalory bodies as appropriale.

Scope

1. This Is the disciplinary policy and procedure lo be used for all employees
wilkin NHS Wales unless specific allernalive conlraclual arrangemenls are In
place.

3.2, All staff, studenls, ralnees, volunieers end olher employees who work on
"NHS Omeanisalion” premises bul are nol direclly employed by tha
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« All parlies will be given 1he oppartunlly lo explain their position during
meetings aranged as par? of the invesligalion process.

» Thereis a commitmeni o implemeniling lhe policy in a way which
promoles iha fair and equal ireaiment of al' employees and eliminales
discrimination on ihe grounds of race, disability, gender, gender
reassignmenl, age, sexual orientalion, pregnancy and malemily religion
ang belief, lenguage, human rights, lrade unlon membership and
whistieblowing. Itis lhe responsibility of managers and employees lo
ensure lhal they implernent {his policy/procadure in a manner that
recognises and raspecis tha diversily of the workforce and e differenl
noeds of all employeas.

» When a disabled employea Is involved In this process, the "WHS
Organisation” and the employee will work fogelher to Identify any
reasenable adjustmenls thal may be pul in place 1o ensure lhe employas
15 nol disedveniaged in any way.

« Olher accass issues, such as the need fer linguislic support will be
addrassed lo ensure that all employses are abla lo fully particlpale In the
process.

= Al every slage in lhe procass the employee will be advised of lha nature of
the allegations made againsl them and will be given the opporlunily lo
stale lhelr case belore any decision is made

+ Nc employeg will be dismlssed for a first breach of discipline except in the
case of gross miscanducl, where tha penally could be dismissal without
nolice or payment in lieu of nolice.

Disciplinary wamings cennot ba issued 1o an employee sutside of Lhis
policy and procedure.

« Staff should achere to slrict standards of confidenlialily al all limes and
should nol discuss Ihe investigation or its nalure wilh anyone olher than
the Investigaling Officer, lheir Trade Union representalive or the Workforce
and OD Deparimenl. Thls applles {o all parlies including any party fhat
has made a complain, eny parly Ikat is the subject of an investigalion and
any wilness.

s An employee may respond in Welsh le any allagafions made agalnsl them
and 1hey should be advised of this at the baginning cf any proceedings.

Awareness

Employees will be made aware of the disciplinary nles and of the expected
slandards of conduct and behaviour whan they joln the arganlsalion. They will be
made aware of how they may access Infermalion on any subsequent changes. Every
employas is encouraged to familiarise themsalves wilh the delalled conleni of the
policy and le ensure Lhat they understand their responsitililtes under il.

Riaht to he Accompanled
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6.3

6.4

This policy allows all employees {o be accompanied et formal Investigation
meelings. Howaver, as long as a suiteble allemnative rapresenlalive Is
available, unavaltability of a preferred representafive or workplace colleague
should not delay the investigation meeling taking place.

All amployees have lhe right le be accompanled by a Trade Unien
rep ive ar a NHS Org ion workpl col , at all formal
hearing slages of lhe procadure. However, as long as a suilable allemative
representative is availagle, unavailability of a prefered representalive or
workplace collzague should nol delay Ihe hearing taking place.

Where reference is made in this pelicy fo the employsa's “representative”, this
will refer to Lhe Trade Union represenlative or work plece colleague.

Al an invesligalion meeling 1he reprasentalive will be allowed to:

« confer wilh lhe employsa
= request an adjeurnmenl
« seek clanficalion of e queslions

The repregenlative does not, however, have lhe sighl lo:

« answer queslions on behalf of the employes,
« address the meeling Il lhe employee does not wish 1, or
« pravent lhe employee from explaining thelr case

Al the disciplinary or appeal hearing the representativa will be allowed lo:

address lhe hearing

put or sum up the employea's case

respond on behalf of the employee to any views expressed at the meeling
confer wilh the employee during the hearing

guesllon witnasses

request an adjaumment

seek cladlicalien of the panel

The repraseniative does nol, however, have lhe right le:

s answer queslions on behalf of lhe employes,
« address ihe hearing if the employee does nel wish it, or
» prevent ine employes frem explalning Lheir case.

Informal Disoussions

7.4 The immediate manager should deal wilh minor conduclstandards of
hehaviour Issues on en Infermal basis as appropriate. This may involva
advising ihe employee as to expected slandards of behaviour or conduct.

7.2 This is nol pad of lhe dlsciplinary process, bul may ba used lo Improve
performance and prevenl [he need for fulure disclplinary aclion. It shoutd be a
two-way discusslon, underlaken In a construclive manner, darifying the
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8.51 The relevance of lhe offance io the job larwhich Lhe employee ia
employed, whather or not Il impinges upon lne contract of employment,
8.5.2 Whelher lhere is the poiential of risk lo patients, public, and other
employees or lo Ihe employee themselves.
8.5.3 The risk of sarious damage ¢ Lhe reputsticn offor public confid in
Lha organisalicn.
8.5.4 Whalher lne allaged offance will be required to be reporled to a
professional and/or ragulatery body.
8.6 Following the oulcome of any criminal Investigati and pr tions, and

subsequent aiminal pr an amployee, suk ity feund nal guilty,
has no further righl of appaal in respecl of any inlemal disciplinary acllon.
However, in very exceplional circumslences, a formar employee may wish to
make represeniation la the NHS OCrganisation If they have evidence that the
oulcome of the ciminal case has a material impacl on the original decislon.
There |s no automaiic fight Lo reinstalemnent but the NHS Crganisation will give
fuli censlderation to 1he representalion made.

Pracedure for Deallng with Alleqed Misconduct

91

8.2

Where the manager bacomes aware that an incidenl or misconducl has
apparenlly cccurred, |he following procedure should be followed. It is
expecled thal the employee will be afforded due courtesy and sensilivily at all
slages, and thal the procedura will be lollowed with appropriale prompiness.

Initial Asseasment

The purpose of Lhe inilial assessment is for the manager lo delerming, on lha
infarmalion available at Ihat time, whal the next appropriale coursa of aclion
might be. This fact finding assessment will lnvelve discussing the alleged
incident/misconduct with the emgployee as well as obtaining other preliminary
pieces of information as necessary. A request for represeniaticn will ncl
normally be refused, Follewing Lhe assessmen, lhe manager may decide that:

« No furlher aclion is necessary becausa there is no evidence fo support
tne allagation lhal an Incident or misconduct occumed.

« Given lhe minor nature of lhe misconduct, informal discussion Is a
mora appropriale measure than formal disciplinary acllon. {Paras 7.1 to
7.5 refer).

« The fasl lrack Disciplinary process may be appropriate because Lhe
employas has admiited misconduct or whare prima facie evidence
exisls. Fasl fracking can only occur in incidents where il appears that
the nature of the misconduct would enly wamranl a verbal or first written
waming as a maximum. A leller will be issued Lo advisa the employze
of lhls decision and oulline the allagalicn.
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8.

73

7.4

7.5

Endance A

standard of fulure conducibehaviour expected of fhe smployes, logelher with
{he way in which Improvament will be monilored.

The employas should be advised that feilure Lo Improva may lead to action
being laken under the Disclplinary Policy. A nofe of lhe discussion may be
placed on an emplayea’s personal file and a cepy should ba given lo the
employea for their records. Such a ncle should only be used as confirmation
of the discussion andfor oulcome and managers shoutd ensure lhal such
notes are net raulinely ralained on an employee’s personal fila. They should
be removed following noled improvernent which should not be lengar than 12
months. Where there is no such Improvernent, then the nole may form part of
a discussion regarding the mailer being escalated fo the formal process.

Where mare serous or conlinued concems arise on cenduct/standards of
behavlour the appropriale managar musl consider, having laken advica from
{WEOD/HR), whethar ihe Disciplinary Policy should be Invoked.

il, at any slege during the infermal discusslon process, addilional informalicn
comes lo light and lhe manager delieves it is no longer appropriale lo deal
with the malter by Informal discussicn, the mesling must be adjcumed and the
Tormal disciplinary process mus! be insligated.

Palentlal Criminal Offences including Fraud, Corruption and Bribery

a1

8.2

83

&84

8.8

Where there is a reasonable suspicion lhat fraud or coruplion may have
occured, ihe Local Counter Frawd Specialist (LCFS) or the NHS Counter
Fraud Service Team {CFS Wales} musl be notified immediately.

Where Ihe inilial assessment indicales that other criminal offences may have
been commilted, thase matters should be discussed with the appropriale
senior manager and raported lo the Police.

In such drcumstances, lhe *NHS Organisation” shall not be precluded from
taking disciplinary aciicn in accordance with this palicy so long as il is nol
prejudicial to any polentlal criminal invesligation.

The "NHS Organisation” is nol required to wail unlil aRer a criminal tial to

d wilh Ils own invesligation, though on occasion it may ba prudent lo do
so. Where & ciiminal offance has baen allegedly commilied by an employee
inside or oulside work, an Invesligation of the facls and circumslances
surrounding lhe case as il releles 1o thelr employment will be conducled, unless
a requast from the Police or LCFSICFS VWales has bean made Ihat lo do so
may be defrimantal fo & ciimina invesligation. The invesligation will seek lo
establish whelher, on tha balance of probability, the incidenl/misconduct
occurred. There is a need lor close co-operalion wilh the person laking forward
the parallel ceiminal invastigation.

Where an inveslgalion appears lo indicale that an incideat or misconduct has

cecuned, 1he suitabllity of the employse for continued employment musi be

consldered. Disciplinary aclon may be appropriate, but wil depend on a
number of faclors. These include:
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» A formel investigation will ba required, wilh due conslderalion given fo
the naed to suspend the emgployee without prejudice or deploy himher
whilst the invesiigation Is ongeing. A letler will ba issued to atvise the
employee of 1nls dacision and oulline the allegations (sea appendix 3).

« Application of a different policy may ba more appropriale, e.g.
cagability.

Fast Track Disciplinary Process

9,31 The fast {rack disciplinary process allows for cases lo ba deall with in
a limaly manner, wilhin one month of tha initial assessment, unless
there are exceptional clicurnstances. There will nol be ety need for a
formal Investigalion report aithough a thorough examinalion of the
known facts will lake place. An invesligaling eficer will aol, therefore
need o be appointed.

9.3,2 Those slluations where fas! lrack may be suilable are as follows:-
+ Incidents thal are regarded as ‘Misconduct’ which would nommally
resull in 2iiher a varbal or firsl written waming.
» The employee agalnst whom ihe allegalions are made has admilted
to lhem in full,

9.3,

W

if the manager fasls thal the lasl track approach is appropriele, liey
mus, in the firsl inslanes, discuss this with an (W&OD/HR) advisor. A
yeview of the Infarmalion will be underlaken n conjunctlon with the
manager, the employee and histher rep and a declsien
taken as 1o whelher {he [ast irack process should be adopled. This
must be agread by all parties in writing.

9.3.4 If the decision has been made to fas1 track lhen the following procass
should be lollowed:

« The Disclplining Cfficer will ensure (if nol done already} that there Is
a wrillen stalemenl Irom the individual who reported Lhe Incident and
also from Ve employes involved, legelher with ny supporiing
informalion galhered.

+

The Disciplining Officer wilt wrile {o the employee involved asking
{hem to allend the fast track disciplinary hearing, and will provide a
copy of all informalion gathered plus lhe dats, lime and venue of the
hearing (this sheuld be senl no less than 7 calendar days before he
hearing}). The employae will be glven the righl lo be accompanied if
they sa wish.

The Distiplining Officer will be supporied by a (W&OD/HR) Advisor
and profassional advlsor, where appropriale (The Hearing Panel}.
The employee and their represeniallve will also be presenl. No
wilnesses will be called.
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9.5

The procedure for lhe fast frack hearing is as follows:

+ Introduglions are made.

“The Disciplining Officer ouliines the nalure of Ihe allegalion(s) and advises
that it {they) may resull in disciplinary aclion up le and Including a wrillen
warning.

The Disciplining Ofifcer confirms with the employee Lhat ihey admil 1o the
allegations praviously staled or confirms the evidence available.

The employee or their representative will have tha right 1o put forward any
commenis or statsments relaling lo the incidenl {incluging any miligafion).
The Hearing Panel may wish lo queslion Lhe employee.

The Hearing Panel will edjoum briefly ta give full consideration to the
case.

Altar reaching a dedslon lhe Hearing Panel will reconvane,

The Disciglining Officer will ihen communicale their declsion to the
employea and their representalive. The penally, il any, will not exceed a
verbal or first wrillen waming

The Disciplining Officar will send a letler confirming 1he decisicn of tha
Hearing to 1ha employee, advising them of thelr righl of appeal, The
record of any waming will be kepi on the employee’s persanal file.

*

II' en |ssue anses as parl ¢f ihe fasi lrack process, which warranis a full
igation, a full i {igation will be Insligaled.

10. Formal lovestigation {see flowohas at appendix 3}

11.

101

10.2

10.3

104

Where lhe case is nol suitable for a fasl frack hearing, an Invesligaling Officar
should be eppointed to underake a full investigalion,

The Manager must ensure Lhat fhe Invesllgaling Officer is provided wilh
sufficlent support in terms of time, administrative facllllles and
reallocation of their work reapansibilities, and adefjuately trained to be
able to demonstrate the necessary competencies to be able Lo carry out
a careful and thorough Investigation in a Limely manner.

Regular verbal or written updales on progress will be provided by the
Investigating Officer le lhe manager and the employee and thair
represenlative.

The I Iyation is

employee’s manager.

ioned by and duclad on behalf of the

Itis naol tha role of he Invesligaling Officer to make any judgemant aboul lhe
case but onty lo produce a faciual reporl. The investigalion should limit ilsalf
1o evidence in respeci of the charges being placad herore lhe Discplining
Officer and should net include lop i ralated to
ihese allegations or olherwise.

The raporl will be considered by lhe Disciplining Officer who will make a
decislon about the appropriate course of aclion. Once the repor Is acceptad
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» lo proceed via informa’ discussion as oullinedin 7.9to 7.5
« o proceed fo a disciplinary hearing
+ o procaed lhrough an allemative procedure {e.g. capability)

LI, on recaipl of the repor, the Disciplining Officer decldes furher work is
needed, the Invesligaling Officer will ba asked lo revisit the reper, eq.
refaranca an addllional policy, and resubmit.

Where a decision is made lo proceed to a disciplinary hearing, this should
take place as soon as possible after the declsion is made.

19.10 The Investigating Officer will attend the disciplinary hearing lo present an

10.11

ovarview of their repert and to answer any points of clarificalion required.

Where ihe allegalion is of a polentially serious nalurs, in Ihe Inieresls of
minimising upnecessary delay i may be advanlageous fo amange, a
provisional dale for a disciplinary hearing a! the oulset of an investigation. This
ls a praciical measure thai doas nol, In any way, allempt to prejudge whethar
such a disciplinary hearing will be deemed neceasary

10.12 Wilnesses

10.12.1 All empleyeas of the "NHS Organisafion” hava a duly to co-operale wilh
managemant in disclplinary proceedings, Wilnesses who have provided
slatemenls should be advised of the lacl that a hearing may lake place
and of their being required (o allend, that their statement will form parl
of the Invesligation reporl, and that if a heering Is necessary, the panel
and lhe employee will have sight of them.

10.12.2 The employee or their representative musl make the Disclplming

Officar aware of lhose slafi Ihey wish lo call as wilnesses.

10.12.3  The Bisciplining Officer will arrange 1o call all wilnesses raquired aller

1

1

having discussed and agraad 1hese wilh lhe employee and hisier
represenialive

0.12.4 Wilnesses who are employees of “NHS Omganisalion” are obliged to
allend if requested 1o do 8o by lhe Disclplining Officer.

0.12.5 Arrangements will be made lor wilnessas to be released from their
dulies Lo enable them to atlend the hearing. They may bring a
representative or workplace colleague wilh them for personal support if
desired.

10,12,8 People net direclly employed by "NHS Ornganisalier™ may be called lo

atiend the haaring as a wilness bul cannot be compelled to do so

Alternatives to Suspenslen / Temperary Deployment During Period of
Investiqallon

111

In sore circumslances it may be appropriate 1o suspend the employse or 1o
deploy the employsa 1o anolher peslivork pallern or to another work placa on
a lemporary basls. Where altemalives o suspension are belng consldered,
lhis would enly be done following a discussion wilh the amployee and their
Reprasentaliva and would lake info account its reasonableness in all the
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105

10,8

107

108

10,9

by the Diselplining Officer this decision will be made within 10 days. Any delay
shouki be communicaled to lhe employee wilh raasons,

The Invesligaiing Officer should normelly be appoinied from a different
departmenl to that in which the emplocyee works. The Invesligaling Cificar
should have \he specialist skills and/or knowledge relevant 1o the case being
invesligated. in excaplional clrumslances, this may be an Indlvidual from
anclher NHS Crganisallon, or where appropriate an Tndependenl exlemal
invesligator may be commissioned, who will be expecled lo familiarize
ihemselves wilh lhe conlenl of the policy.

The employse musi be made aware of all the allagalions made against lhem
and be inlerviewed as part of the nveslgalion process. They may ba
accampanied by their represenlalive el {his meseling, the aim of which is lo
esteblish, impartially, all the key peinls pertirenl lo lhe Invesligalion that can be
provided by lhe employee. The employee should be allowed fo offer any
Information that they fael is relevant during this interview as it may affect the
decision about whelher lo proceed wilh a disciplinary hearing. A written record
of the interview should be made and signed by the employae as an accurale
record.

The invesligatien will also make enquifies of relevant witnesses and collect
documentary evidence as necassary. Such evidence musi be copied io Ihe

plkyyee and their rep , as part of the investigalion reporl

Should ihe Invesligating Officer esiablish evidance which would suggest that the
terms of reference for investigation andfor the allegalions against the employee
need lo be widaned, they should draw this lo the altention of the Disciplining
Officer. [f the Disciplining Officer concludas Ihal furher allegations need ta ba
invasligaled, the terms of raference issued lo lhe Investigating Officer will be re-
issued and the employee wit be formally notified thal addilonal/amended
allagatiens are Lo be considered.

If an employee becomas unwell during the disciplinary procass, Ihe investigalion
may conlinue, albell in @ sensilive and censiderale manner. Advice lrom the
occupalional heallh departmant may be sought, i appropriate.

The Invesllgaling Officer will be given advice on Lhe process by a (W&OD/HR)
Advisor who would not then be parl of a disdplinary panel. Where Lhe
Invesligating Officer requires secrelarial support, lhen ihe Manager must take
this into accounl when instigating the investigation.

On¢e [he invesligation 1s complele the Investigaling Officer will prepare a
report of Iheir findings, providing decumentary evidence of the facts, and all
witness slalemenls.

On recelving lhe Investigaling Officer’s reporl and if setisfiad with 1he conlent,
lhe Disclplining Officar will detemmine, within 10 calendar days whal furher
aclion should be taken. L.e.

« N0 case lo answer
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cicumstances. LCES / CFS Wales should always be advised of any demsmn

lo suspend or deploy an employee when Ihe employee is undar ir
by the LCFS/ CFS Wales.

Ir an emplayee, as an allemalive te suspansion, is deployed to another pnslf
work patlem or la anulher workplace thare should be no less of eamings i.e.
night al ce, l ce and regular overlime. Excess traval and
parking fees wil! apply where addillona’ mileage is incured as a resull of a
change n base,

If suilable temporary deployment is offered, the employee will be expecled lo
accepl.

12. Suspension from the Workplace

124

12.2

123

Suspension is nol a disciplinary penally and is withoul prejudice. Suspension
fram the workplace will be wilh pey, in accordance wilh Paragraph 12.3.2 of
this Pofley. Suspensicn may be consldered appropriale where keeping the
employee in lhe workplace afler the Incident/ misconduct may:

+ Cempound lhe offencs.
« Interfere with or prejudice the investigailon.
« Jeopardise lhe salely or well belng of petients and / or employees.

If the decislen lo suspend Is taken by the manager {in consultation with a
senlor (W& OD/HR) Advisor or, where not availeble, anolher manager of
equivalent senierity) the employee should be told of this declslon immediately
The employge should be asked about any other organisation that they are
engaged by, paid or veluntary, and lhese organisations will be advised of Lhe
suspension accordingly. Where possible the employee should be given the
opporiunlty lo be accompanied al the meeting when lhey are infarmed of thelr
suspension il they so wish.

12.2.1 Unavailawility of a preferred representalive or workplace coileague will
nol, however, delay the meeling from laking placa.

12,22 The emptoyee should be given informalion regarding the supporl
available lo them &.g, Occupalional Health.

During suspenston lhe employae musl nol (unless as a palient or lo access
sources of help a.g. to meel wilh Iheir Representalive) enler "NHS
Organisation” premises or their nammal place of work without the express
permission of thair manager. Delails of lhe suspension will be confirmed in
writing giving e reason(s) for ihis course of aclion by lhe manager.

12.3.1 An employee who Is suspended from duty should nol undertake any
olher work, wilhin or cutside the NHS, wilhcut consulling thair line
manager beforahand and receiving authorisalion to do so. Il 13 lhe
responsibility of NHS erganisalions to edvise other employers (where
known) of lhe suspension.

12.3.2 Pay during suspension will be calculaled according le lhe normel duty
rosler worked by ihe employea and during 1his period the employae will
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124

125

126

127

be recorded as on authonsed pald leave in order to mainlain
confidenliality.

12.3.3 Employees who are suspended musl make ihemselves available lo
atlend meelings and interviews as part of the disciplinary process.

If an incldenl oceurs, or is reported oul of hours and an employas’s manager or
an appropriate member of lhe (W&OD/MR) Daperiment is nol avallable, an
appropriata senjor member of slaff can make a decision lo send an employee
home on Lhe basls Lhat thera is a risk lo themselves and/or othars if lhey were to
stay in work. The employee will be asked to reperl fo lheir manager an a
specilied day. This decision will nol constilute suspansion but is required in
order thal the facls of lhe case are reviewed as soon as reasonably possible
The amployse will be recerded as on authorisad paid leave and paid as per
{heir norma shift.

The manager musi ensure that lhe pericd of suspension is kept to & minimum
and that the Investigalion takes place as swillly as possible. The manager
should review the suspension regularly bul ai least monthly, thls should be
recorded and any cases that conlinue beyond lour monihs shou'd be reporied
lo fhe Board of the “NHS Organisaifon”, togelher with information on the
expecled complelion of the ion. Regular y reporls shoulkl be
made lo Board meetings or an appropriate Board commiltee detalling the
number of currenl suspenstons and their duralion. Informatian idenlifying
Individual empioyees should nol, however, be presenisd in open Beard
meelings.

Il en employes wishes 1o book annual leave during the period of iheir
suspension lhey musl apply 1o the manager giving due nolice, Such
applications will be considered sympathetically but may reasonably be relused
il the leave would delay the resclulion of lhe disciplinary metler. Annual leave
booked prior 16 the suspansion will be honoured and will be daducted from the
employess lolal annual leave entillemant.

If the employee is on sick leave Lhis does not preclude the [nvestigaling
Officer from continuing wilh the Investigation. However, edvice may need lo be
sought fram Qccupalional Health if there are concems aboul tha employee's
ability to conlinug to parlicipata in the process.

13. Procedure for Reparling te Disclosure and Barring Service {DBS)

16.

131

All organisations have a legal duty la refer any infermallon about
employaes whe could pose a sisk of harm 1o children and vulnerable adults to
the DBS who will assess Ihe informalion and make a baning decision,

A referral should not be made when en ellegalion Is firsl made. An
Investigation and evidence galhering should be first underiaken by the person
or erganisation that would narmally refer o the DBS. This is in order to
tablish if the all lon has foundation, for example as parl of an internal
disciplinary process. Wilhout evidence or subslance lo the claims many

13.2

133

14.1

151

15.2

15.3

Endance 4

allegalions will quickly be ideniified as unjust as lhere will be no foundalion on
which tha DBS can proceed.

‘Harm' is stated as belng physical, sexual, emoticnel, neglect or financial.
Negleet could includae & failure te acl or an omlsslon.

VWhere a person / crganisalion has a legal duly to refer, Ihera are two main
condilions which should be mel for 2 referral to be made, ese are;

1) They heve permanently removed a persan from ‘regulated aclivity'
thraugh dismissal or permanent fransfer from ‘regulated activity' (or
would have if the person had not lefl, resigned, refired or been made
redundantl); and
They balieve the persen has
a. Engaged in ‘relavant conduct’, or
b, Salisfied lhe ‘harm lest’ {i.e. no aclion or inaclion occusred but tha
present risk that il could was slanificent), or
<. Received a caulion or conviclion for a ‘relevanl offanca’ {a list of
these offences is available on lha DBS website, or from calling the
helpline for advice).

2

. ' Procedure for Reporting to Prefesstonal Regulatory Bodies

[ will be the responsibility of the Head of Professlon to conlact the appropriate
professtonal regulatory body al the point at whieh it is decided thel Lhere 1s
svidence of a concem relaling to filness to praciice. The declslon on when this
oceurs should be taken in discussion with Lhe appropriate bedy.

Arrangements for the Disciplinary Hearing

Once the investigation has been completed and the reporl wilh all lhe
appendices |s submittad, the Disciplining Cfiicer will lhen decide if the
invastigalion has established lhal there is sufficienl evidence lo support the
allegations

The Disciplining Officer will delermine within 10 days of accepling tha report
whal further aclion should be 1aken. Where a headng is baing convened the
amployee musl be Infermed in writing confirming the allegalions and thal they
have the righ! lo be accompanled al the hearing and will have the right lo state
1heir case; where Lhe allagalion{s) are consldered gross miscanduct the leiler
mus! also aulline that disclplinary aclion may include dismissal.

The Disciplining OHicer conducts the hearing and makes lhe decision as to
whethar the aliegalions are praven. All members of lhe disciplinary panel will
act wilh neulrality and objeclivity at all imes. In he evant that the employee
has any concems over lhe composition of the panel, Ihey should maka their
concems known, wilh evidence, to Ihe W&AODIHR adviser. The Disciplinary
Panel will comprise:

15.2.1 The Disciplining Officar
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it is important Ihat the Disciplining Officer is of sufficienl seniority to
make Ihe decision on lhe appropriale penalty. This is crilical in hose
cases where dismissal is a possible oulcome.

15,3.2 WBOD (HR} Advisor
An appropriate member of the (W8ODMR) Deparimenl, (with ro

previous invelvement in the case), who advises lhe hearing an
procedure and employment issues and can asslst ihe Disciplining
Officar in establishing the facls of lhe case,

15.3.3 Panel Member
‘When appropriale, lhe Disciplining Officer may also be supported by a
senior managar from culside lhe line managament chain of ihe
emplayee who |s able lo provide speciallst, professional or technical
expertise

Praclical arrangemenls for holding iha Disciplinary Hearing will be made as
s00n as possible. Noles musl be laken al all hearings. Electronlc recordings
should only be made wilh the prior consent of all parlicipanis. Also, anyane
allending he hearing including anyone accompanying the employes
{including wilnesses) must nol make covert electronic recordings of any
mesfiings or hearings conducted under the procedure.

The employee must allend a disciplinary hearing when requested Lo do s¢.
Whare ha/she is unable lo altend for any reason fhey must notify Ihe manager
in order thal the maeling can be rearranged.

Where an employee hes a Juslifiable reasen for failing lo atlend a disciplinary
hearing, such as an accident or persenal smergency, the hearing should be
adjoumed in the first Instance and reamanged as soon as possible. The
employee must be wamed if ihey fall to atlend for a second lime, lhe hearing
will be held in their ab and a may therefore be made on the
informalion available 1o lhe panel at that time.

All documentalion supporling the allegalien/s will be passed to Ihe employse
as soon as possible bul no fater than 21 calendar days prior o a disciplinary
hearing. This willinclude the investigalion repari which will cenlaln inlerview
notes, any witness statements and all other decumantary evidence that is 1o
be considered. Any addilional infermation which lhe employaa wishes lo rely
upon should be submitied ie ihe Disclplinlng Officer as saon as possible but no
later than 10 calendar days prior to the hearing. In exceptional circurnstances,
Ihe employae may request 1o maka a submission which has not been made
available wilhin tha abave limescale.

Al lhe sama fime, 1he list of agreed witnesses will be provided no later than 14
calendar days befera the hearing dale.

The Disciplining Officar will make arrangements for the altendance of all
appropriale wilnesses required al lhe hearing.

The Disciplinary Hearing
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The Hearing is an opporlunily lo examine lhe evidence and allows lhe
employee concemed the proper opporiunily lo comment on the evidence and
maka any representalions or offer their views conceming lhe allegations. The
Hearing mysl consider all lhe evidence and give lhe employee a falr
apperlunily to maXe fheir views known wiilsl al the same lime ensuring thal all
evidence Is examined lhoroughly so thet an appropriale decision can be
reached, No new written evidence may be produced by either party after the
exchange cof case papers withoul lhe agreement of all padies

The Disciplinary Hearing itself should normally follow 1he sequence described
balow, requiring the deslgnaled Disciplining Officer to.

16.2.1 Iniroduce those present

16.2,2 Explain the purpose of lhe Hearing, i.e. indicate lhal iL is a disciplinary
hearing convened in accordance wilh tha “NHS Organisation’s*
Disciplinary Policy lo address the allegation(s} as detalled and (where
applicable and appropriale) o cons/der a report conceming lhe
issue(s), togelner with all other documentalion lo be relied upon as
evidence.

18.2.3 Oulline the nature of the Hearing, i.e. that the zllegallon(s) isfare
viewed most seriously and may result in disciplinary aclion, including
dismissal, where appropriale.

18.2.4 Refer to the principles which govem lhe heanng.

» Inat [ull and fair considerallon will be given lo all issues perlinent
1o lhe case

= lhal all evidance will be considered, and

« that the employee or their represeniative will have the
opporlunily lo dany, or to defend themselves/ihe employee
againsl the
allegation(s).

16.2.5 Describe the p dura ta be fall | al the Hearing {end ensure Lhis
is underslood by the employee).

16.2.6 A (W&OLYHR) Advisor is available to ettend the disciplinary hearing to
support and advise the invesiigaling officer but will not answer
queslions direclly on their behalf.

16.3 Order of procesdings

+ inthe first inslance, the Invastigaling Officer will present an ovarview of
their report and clarify any poinls raisad.
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17.

+ Wilnesses shall be asked by the panef to clarify any Issues as
appropriale. The wilness(es) will lhen answer questions from 1he
employee or his representalive.

= The employae or their representalive will lhen be inviled lo make
slalemenis and present evidence, whether oral and/or wrillen, lo
explain, dany, and offer millgaling circumstances or otherwise
comment upon Ihe allegalions made against them,

« The employaa will then answer queslions from members of the
discipllnary panel.

« Wilnasses called by the employee or his represeniative shall lirsl be
queslloned by lhe employee or their rapresentative and lhereafter may
ke queslioned by members of lhe disaplinary panel.

¢ An epporlunify will lhen be given 1o the Invesligaling Officer fo restala
the key points il the panel deems il necessary, and the employae or
their represeniative o sum up their case and make any linal commenis
or ask any final questiens. The employee andfor their representative
will speak last. No new information may be inlroduced at this staga.

16.4 Generzl Principles

+ The Disciplinary Panel members shall have the right lc ask questions ol
anyone presenl, al any Lme during the proceedings.

+ The employea or lhair represenlative shall have the right lo ask
questions of any wilness.

» The Invesligaling Officer shall remain in attandance thraughout lhe
hearing. Their rale will be to preseni an overvew ¢f Ihelr reporl and lo
clarify poinls as required by the Disciplining Officer, the employee, or
their represaniative. They will ol have the right lo ask questions.

= No witnesses called eilher by the Diaciglining Officer or the employes
may be prasent at the hearing belore giving evidence. After giving
avidence wilnesses may be asked lo remain avallable lor ciarificalion
purposes, bul shall nol remain in allendance.

16.5 Once the haaring has examined all the evidence provided for in the reperl or
prasenled al lhe hearing the panel will adjoumn, to give full consideralion to the
case.

16.6 Al this stage, further information may be requested if appropriate, in which
casa Lhe hearing will reconvene cnce the additicnal investigallons have been
compleled.

18.7 The Disciplining CHicer wilth Lhe advice of the panel then reaches a conclusion
as lo whelher the evidence supperts lhe allegation based on lhe balance of
prebabilities.  They must be satisfied thal the Invesligation and hearing have
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same disciplinary aclion. The employee must have been Infermed of this in
the original latier confirming the disciplinary hearing dale.

16.13 Where lhe incident that leads to disciplinary aclion belng laken cccurs during a
period whan a waming Is already in operalion, this waming may ba laken inlo
consideralion In deciding the appropriate aclion, so long as lhe most recent
incldent Is ol a similar nalure 1o thal for which the waming was Impased.

16.14 Where appiopriale, lhe Disdplining Officer ahall, in discussion wilh the
Professional Advisor on the Panel inform lhe employee's professional bady
and/or the DBE of the oulcome of the heasing.

Notification of Disciplinary Agllon

Below is a summary of Ihe possible penallles resulting from a disciplinary hearing.
They are nol necessarily sequential and their application will depend on Ihe
particular ciraumsiances of the case.

Formal Disciplinary Process Begins

erbal Waming Minor Misconguot

First Wriltan Waming Misconduct or furlher offance

Final Wrilten Waming Sarious miscanduct or furlher offence

Dismissal Gross misconduct or further offence

been conducted in accordance with this policy, Ihal the disciplinary rules have
been appropriately considerad and applied and thal the penally is reascnable,
and reflects ihe sericusness of the offence.

16.8  Afler reaching a declsion lhe Hearning will reconvens and ihe employee will be
advised of the Disciplining Officer's decision as lo whether lhe allegations
have been proven, on 1he balance cf probabiiity, and e nature of the penalty
impased, If any.

16.9 The decision should be conveyed lo the emplcyee varbally on the same day;
or, if a decislon cannol be made on the day of the hearing, 1the employse
should be informed of lhe decision wilhin 7 calendar days. IT the declslon is
likely ta {ake longer for soma reason, then lhe employee must be contacted by
ihe Disciplining CHicer and informed of this fec, aleng wilh the reasans for lha
delay.

16.10 The leller to ihe employee confirming the oulcome of lhe case and any
disciplinary action should be sent lo lhe employee no laler then 7 calendar
days alter lhe nollficalion of the outcome of tha hearing. Tha leller should
conficn the date, {ime, and place of the disdplinary meeting ang of those
present. If tha employee declined o be accompanied this should be nolad in tha
letter.

18,11 The lefer should also:

= Confirm the allegallons lhal were considered and specify those found
unpraven and, on the balance of probakility, Ihese lhat were feund proven.

e Slale dearly the nature of misconducl o faliure lo reach the required
slandards.

e Siale ihe ralionale for iha decision

s Specify the disciplinary action being laken and, ¥ a waming is being
imposed, slale hew leng the waming will remain "liva®,

s QGulline any recommendalions, iraining or supper lhat must pe aclioned,
wilhin a reasonable timeframe, 1o improve condircl or behaviours in future or
any management recommendallons as appropriate.

« Where a wamning is imposed, confirm thal commilling any furlher relaled
ofiences or, failing 1o improve performance, could result in mecre serious
disciplinary action, up lo and including dismissal.

» Remind the employee ihat they hava the right cf appeal wilhin 14 calendar
days of recaipt of wrillan natificalion of Ihe disclplinary aclion and slale lo
whom |he agpeal should be made.

» Relerence that the eppeel should be directad lo the manager one level
above the manager laking 1he dlsciplinary aclon.

All such letters should be sent oul by a recorded method of delivery.
16.12 Where the invesligalion arises from a recenl senes of cifferent incidenls or a

recent serles of minor incidents of the same nalure, they may be accumulaled
and taken into accouni at tha same disciplinary hearing and dealt with by the
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Otlher formal acllon, shorl of dismissal | There may be a siluafion where
dismissal is justified, but where the
disciplinlng officer believes the
circumslances are such that ha/she
vishes to offer allernative employment,
In canjunclion wilh a final wrillen waming,
as an allernative 1o dismiasal. This may
be to a lowar pay band (o Ihe top of the
band provided thls does nol lead 1o an
Increase in salary) and/or lo another araa
ard would not atlract protection of salary
or excess lravel The employese woukl
have Ihe oppariunily te consider this
oplion end respond in wriling within 7
calendar days accepling Lhis varialion in
their terms and conditions as an
allernaliva to dismissal.

Accopling allemalive amployment does
nal remove the employes's right of
appeal against the original dacision 1o
dismiss,
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17.1  Verbal Warning

17.1.1If conduct or periormance does not meel accaptable standards, the
employee can be issved wilh a verbal warning. The employee will be
teld of lhe reason For the waming and thal il is the first siage of the
formal procedure.

17.1.2 Where, a verbal waming s considered necessary, lhis will be aclive far
6 months. Tha racord of Ihe haaring {as provided to lhe employee) will
be placed on Ihe employee’s personal file, and confirmation that a
warning has been issued will be forwarded to the employae {and lhel
rapresaniative if requasted by the employes).

17.1.3 Provided thal no furlher verbal warnings have been issued during lhe
spocified period, the varbal waming is considered (o be spent and
cannol be used in arder lo warranl an escalalion in the penalty, Al
subsequent cifences whather or nat they ara identical Lo the "spenl’
offenca are considered enlrely on lheir own merils and the process
sfarts from Ihe beglnning again.

17.2  Flrst Written Waming

17.2.1 11 the offence is of a more senous nalure, or if canduct has nol
improved as a result of a varbal waming, the Disciplinring Gflicer may
decide thal a formal wrillen warning Is appropriale.

17.2,2 The wiitten warning will be aclive for a perod of 12 monlhs. The record
of Ine heaning (as provided tc the employee) will be placed on lhe
empleyee's persenal file, and confirmation 1hal 2 wamlng has been
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17.3

17.4

issuad will be lorwarded lo the empleyee (and Iheir represenlalive i
requested by the employee).

17.2.3 Provided thal no furlher wrilten warnings have bean issued during lhe
waming pariad, the wrillen waming will Then be consldered to be spent
and cannol be used in order lo warranl an escalation in the penalty. Al
subsequeni offences whether or nol Lhey are identical lo the ‘spent’
cffence are considered enlirely on their own merils and lhe process
starls Irom the beginning again.

Final Written Warning

17.3.1 A final writlen warning will be issued whare:

« There Is a failure 1o reach the required slandards, which nemmally will
have been sel oul In pravicus warnings.

+  Serious misconduct has teken place.

17.3.2 Wrilten nolilicalion will be as oullined abgove, bul in addition, the leller
fo lhe employee confirming the final wrillen waming sheuld else
indicale:

« Reference o previous relevant disciplinary acllon, where
appropriale.

+ Confimalion Ihat further misconduct of a similar nalure will [ead 1o
dismissal. The wrillen waming is cansidered acliva for 24 months.

17.3.3 If ihe misconduct or failure to meel standards is of a serious nalure then
a final written waming may be implemenled withoul previous wamings
having been issued.

17.3.4 The record of lhe hearing (as provided lo lhe employee) will be placed
on ihe employee's personal file, and confirmallon Lhal a final wrilien
warming has besn issued will be forwarded to the employee {and their
represenialive il requesled),

Dismissal
17.4.1 Dismissal is nommnally considered io be lhe appropriate action:-

» Following an acl of gross misconduct or a sarious conlinued failure to
mesi raquired standards,

» Where Lhere is a failure 1o reach Lha required standards which have been
spacified |n previous waming(s}.

17.4.2 Whare an employee is dismissed for continued fallure lo reach the
required standard the eppsopniate perdcd of notice or pay in lieu of nolice
along wilh other enlilemeants should be made. In cases of gross
miscenduct, the employee will be summarily dismissed withoul paymenl
in lisu of notice and without nolice (ight of appaal and relnslatemant if
feund to be justified sull apply).
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20. Employment Menfloring

An accurale record of all disclplinary evenis should be mainlained on lhe
Elactronic Siafl Record (ESR), 1o enable lha organisalicn lo considar whether
there ame any issues lhal may be conlibuling lo unintended discimination.
This Informalon musl be capable of being disaggregaled by eech of he
protacled characterislics and routinely collected, apalysed and reported on lo
ensure thel disclplinary pr are falr and itable for all employ and
groups, and to demonslale lhal the “NHS Onganisafion” is meellng ils
employment equallty monitoring duties.

21. Appeais

214

21.2

2.3

214

2.5

All employees have the right Lo appeal against disciplinary action or dismissal.

The person le whom an appeal Is made must be specified Tn ihe leller
inferming the employee of the oulcome af e disciplinary hearing andfor the
discplinary action to be laken.

21,21 An employes who wishes to appeal (appellanl) againsi disciplinary
action or dismissal must lodge their intention 1o appeal within 14
calendar days of receiving writlen nolificallon of 1he disciplinary action
laken. ’

21,2.2 This nalification of inlenticn Lo appeal should indicale the grounds on
which this appeal |s based. The employae should be explicit as to
whelher his is an appeal against the judgement of the disciplining
officer, agalnst the disciplinary penally imposed, or against the
process of lhe dlsciplinary invesligation and hearing ilsell.

An Appeal Officer will be appainted and the administrative amragemeats pul in
place within 14 calendar and wharaver possible lhe appeal heard wilhin 28
calendar days of lhe netificalion ol appeal being recelved. The appeal panel
will consist of an Appeal Officer and (W & OD/HR) Advisor and where
appropriate a furlher panel membar, In exceplional circumslances it may ba
necessary lo extend 1his deadline wilh the agreement of bolh parties but every
effor! should be made lo hear the appeel prompty.

Al laast 7 calendar days before the Appeal Hearing the Appeal Officer must
recelve he nalure of the appeal and all documentary evidence in support of if.
Failure to comply may result in ellher the appeal belng posiponed or lhe
appeal going ahiead withoul this informalion.

There will be two fevels of conslilulion of appeal hearings.

21.5.1 For appeals againsi disciplinary warnings shorl of dismissal, the appeal
will normally be haard by a manager one lavet above lhe manager who
imposad the penally. If organisational sluclures allow, Lhe Appeal
Officer should be from & separate directoraleflacality in line wilh best
practice.
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18.

18.

Endance &

17.4.3 A lsfler musl be given lo Ine employee in person or senl by a method of
recorded delivery wilin 7 calendar days confirming the dismlssal and
should alsc stale:

Dale, ime, placa of disciplinary meeling and ihose presenl

The reason{s) for dismissal and efleclive date of feminalion

The appropriale period of nelice of pay in lieu of nolice or in cases ol
summary dismissal, ihal no nolice will ba paid. Any other rghls, for
oxample, annual leave due should be includad in Ihe final pay
arrangements

Where appropriale, Ihat tha relevant professionat body andicr ihe DBS
will be Informed

The right of appeal, including Ume limits, and {hat the appeal should be
made to lhe manager cne level above the manager lzking the
disciplinary aclion.

Dismissal where Ihere has been no previous warning regarding conduct is a
penally only spplicable in cases of gross misconducl or braach of conlract as
ouliined In the Disciplinary Rules. No employee will be dismissed for a first
offence oulside 1hose categerised as gross misconduct or breach of conlract.,

Enplry of Waminps

18,1 The waming becames “spent’ follewing tha spacified period of he warmning.
The NHS Organisalion will pui in place a system lo ensure the enployee s
informed when 1he warning is *spenl”. There may be accasions, however,
when an employee’s canduct is sali y Ikroughout the period the waming
Is in force only to lapse scon Whereafter. Tn Ihese circumslances, where a
paltem ol behaviour emerges, the Disciplining Officer can lake the amployee's
full disciplinary record into zccounl when deciding the lenglh of any new
waming that is to be imposed.

18.2 Perods far which wamings will be aclive may be extended if an employee s
absenl Wom work for an exlended pericd, whereby performance/cenduct
cannot be monilored, to cover the length of lhe absenca.

Debrief/Lessons Learnt

191 Fcllowing the complalion of the intemal disciplinary process, a formal
debriefing session may be convenad by the Disciplining Officer to review the
case, any lessons leamnt and any furiher agreed aclion required, 2.9. tralning
naeds, policy or procedural issuss emerging, relaienships have been atected
and mediatien or redeploymenl may be necessary. Present at the discussion
shouk be lhe Investigaling Cfficer, olher panel members as appropriale and
staff side represenlallves.
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21.5.2 The (W & OIYHR) Advisor will be in attendanee in crder 1o give advice
and 1o supporl lhe Appeal Officer in ensuring that all aspects of Ihe
appeal ara fully explored. The Appeal Officer must ansure they have
access lo appropriate professional advice, where necessary.

21.5.3 In cases of appezls agalnsl dismissal, the Appeal Officer will ba a
senior officer nominated {by Ilne Diractor of Workiorce and
OrganisaWional Developmenl), in line willh he organisation’s scheme af
delegaled authority. Where appropdate, the Appeals Officer may be
supporled by & second senior manager who will provide any necassary
professional advice,

21.6 The officers neminaled s haar an appeal must nol have been involved In the
disclplinary process al any eariler point.

21.7 The pumpose of the appeal is lo esieblish Il lhe decision laken ai the
disdplinary hearing was reasonable in light of the grounds raised by the
employes. The appeal is not a re-hearing of the original evidence.

21,8 The appeat hearing must restacl ilsell to locking al the grounds of appeal
made by ihe employee and ensuring thal these grounds ere adequalely
exarmined in order fo reach a proper judgemenl on whelher the appeal should
be upheld.

24.9 The appeal hearing will consider specliically whether lhe disclplinary action
decided upon by lhe disciplining officer was [air and reasonatle al he lims
that the action was laken. The appeal hearing may lock al whether the
precedure was applied coaclly when deciding on the disciplinary action

21.10 The appeal will 1ake account of any substaniial new information ciled in the
greunds for appeal.

21.11 The decision reached by any lavel of appeal hearing is considered final. No
{uriher appeal machanism will operale within ihe “NHS Organisafion.”

21,12 Conduct of the appeal

The Appeal Officer will act as Chair of lhe appeal hearing and will introduce
those presenlt and stale the order ol procesdings which is as follows:

21424 Both 1ihe disciplining officer end the appellanl and hisfher
representalive will remain present thioughoul the procaadings uniil the
pane? adjourn %o deliberate in private

21.42.2 The appellant or hisher represenlalive shall confim their grounds of
appeal and provide infermation supporling thair case.

21.12.3 The disciplining officer wiil have 1the opporlunily to ask queslions of the
appellant.

21.12.4 The members of the appeal panel shall have the opporlunily to ask
queslions of the appellani.
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22,

23.

24,

21.12.5 The disciplining officer will present the juslificalion for tha decision Lhat
lhey tock at the disciplinary hearing.

21.12.6 The appellanl or represeptalive shall have the opporlunity o ask
queslions of the disciplining cfficer.

21.12.7 The members of 1he appeals panel shall have the opportunity to ask
quastions of the disciplining officar,

21.12.8 Tha disciplining officer will have the opportunily lo sum up. New
infermalion must nol be infroduced at this stage.

21.12.% The appelianl or representaliva will have opperiunily to sum up. New
informalion musi not be inlreduced al this stage.

21.12.10 The appeal panel may, al its discretion, adjourn the appeal hearing in
arder lhal further Informalion may be scught and reviewad,

21.12.11 The appeal panel shall delibarala in private only, recalling bolh parties
1o clarify any peints of uncerlainty on evidance already given. If a
racall is necassary both parlies ghall relum.

21.12.12 When a decision Is reached by the Appeal Qfficer they should inform
lhe appelianl and disciplining ofiicer of the oulcoms immediately or
wilhin 7 calendar days. In ¢/lher case, the decision will be nolified to
all pariies in wriling wilhin 7 calendar days of the appeal.

The decision of fhe Appeal Officer is finas.

Authaority te Dismlss

The level af manager with the authorily la dismlss will be dafermined by [he “NHS
Organisation®in its schema of delegalion. -

Equality

The NHS Organisalion recognlses e diversity of ils woikforce. Our aim is to
provide a sale envirenmenl where all employees are lreated fairy and equally and
wilh dignily and respect. Tha NHS Organisallon recognisas thal lhe promotion of
equality and huran righls is cenlral 1o ils work both as a provider of heallhcare and
as an employer. This policy has been impaci assessed to ensure that it promotes
equality and human rights.

Polioy Revlew

All policies are subjact to ongolng review to ensure they are enlirely compliant with
all aspacts of aqualites and human rights legislallon, best praclice and the ACAS
Code. This policy will be subject to full review al Intervals to be determined by the
Welsh Partnarship Forum.
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Appendlx 1 - Disciplinary Rules

Introduction

The alm of the “WHS Ormganisation” is la provide first class haaltheare 10 the general
public. In order io maintain high slandards il s essenlial ihat all amployees coaform
to the slendards set by the “NHS Ormanisation® to ensura an efficlenl and safe
envirenmant for slafl, pallents and visitors and le mainlaln good refations within the
workplace.

Whilst il is acknowledged hal the ves! majority of stafi conform lo lhese requlred
slandards, it Is Important that all employeas are made aware of the standards
expecled of lhem and the consequence of lalling lo achere to them and clearly
understand iheir rights and obligalions.

The Disclplinary Policy is wrilten in accordance wilh the principlas sel cut In the
policy which include:

s The employee is trealed conslstently and fairy
s The organlsalion, olher employees, patfienis and members of the public are
prolecled

+ The employee underslands the slandards/behavicur expecled of lhem

The lisls provided below should not be regarded as exheustive or comprehensive and
can only serve as a gulde as il is impossible 1o caver evary evenluality. In addition
many deparimenls /directorates have spacific niles and fallure lo observa theaa could
resultin disciplinary action.

Every case will be considered on ils own meril, including the parllcular crcumstances
of lhe case and its sericusness but will also have lull regard for the principle of
conslslent reatment of every employee. Due consideralion wil! therefore be given to
any mitigating creumslances In each case.

Repealed minor misconduct or misconducl offences can accumulale and employees
mey ba dismissed Il it is clear lhal wamings hava had no effect on the employea's
behavlour. In these casas, it is not the nalure of lhe offences thal is held to be of
primary concem, rather Ihat the employee has shown themselves to be incapable of
responding appropriately lo the wamings and le have failed to improve thelr behaviour
accordingly.

Examples of Mlaconducl

Misconduct (ineluding sinor miscenduct)

This lisl is not exhausiive, bul examplas of offences which mipht fead to recorded
verbal or first writtan wamlag warnings, would include:

1. Laleness for duty wilhout reasonable explanation.
2. Failure lo reporl for duty withoul reasonable explanation.
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286,

. Help and Advice

Help and advice cn the applicalion of this policy and procedura can be oblained from
1he (WEBOD/HR) Daparimenl.

Agreement

The policy end procedure has bean agreed in parinership and has been ralified by
lhe Welsh Parinership Forum
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3. Minor instances of discourlesy/rudeness to patients, visilors or alher

members of slalt.

4. Failure l¢ wear carrecl unifern or protective clothing where provided or
unsatisfaclory condifion or appearance related le personal hygiens

Poor allendance record/capabiliies, but only where lhe use of the NHS
Qrganisaticn’s stalf parformance policy is inappropriale,

&

=1

. Failure lo meet required slandards of performance and behaviour as
expecled within the amplayae'’s rale and responsibililiss.

-~

. Minorinsubordination and /or fallure Lo cany cul a reasonabla instruciion.

Failure to comply wilh local or departmenl rules relaling ta performanca,
saflely or conducl.

9. Smoking in ereas designated as 'No Smoking'.

10.Cutslde employment- employeos engaging in employmenl in off duty
hours musl ensure that such employment dees not adversely affect thelr
work in the “NHS Orgamisatior”. The disciplinary procadure may be used ¥
the *NHS Qrganisation” faels that the amplayee's perfermancs is 1heraby
affaciad,

o

Serious Misgonduct

Failure lo respond to previcus wamings ¢oukd result in & final waming, bul addiionally
cerlain fypes of conduct could [zad direclly to Lhis form of disciplinary aclion. Included
in this catagory might be:
1. Faliure la respond to minor misconduct wamings.
2, Uy b wilhoul r ble cause whilsl purporling lo be on
duty.
3. Failure to comply wilh condillons of service orworking procadures.
4. Relusalto camy oul reasonable inslructions given by an authorised person.
vy profasslenal body.

5. Failure to mai 1T on wilh i

o

Serious inslances of professional misconducl.

~

. Personal behaviour conducied sither Tnside or oulside of work or working
hours ihal, resulls in bringing lhe NHS Organisation or any of ils
employaes Into disrepute.

. Serious failure lo meel required standerds of performance and behaviour
as expecled wilhin the employee’s rale and responsibilites.

w

Gross Miscandust

It is miscondud that slrkes al Lhe rocl of tha employment relalionship with “NHS
Organisafion” and confidence that musl exist for the conlrast of employmant 1o ba
effeclive. In most cases the resull will normally be summary dismissal without nolice or
payment in lieu of notice.

An employee who commits such an offencs will lherefere be regarded as having

Databasa No! 201 Pege 32 of 38 Version 5

Discipllnary Pollcy and Proeedure




fundamentally breached his or her contrac! of empioyment and can expedl lo be
summarily dismissed In accardanca with the “NHS Organisalior” Disciplinary pelicy.
Summary dismissal, will be the narmal aclion taken egains! an employee on the first
occaslon on which any of lhase offences Is commilted,

The aclion taken will reflact ihe sertousness of tha offence. The seriousness of the
offence (and lherefore lhe culpabilily of Ihe employes) will depend on lhe individual
eircumstancas and consequences of each case, but particular considaretien wili be
given to ihe implicaticns or resuilan consequences of the offence; whelher the
offence |s persislent; or whether a previous waming has been issued for lhe same or
related offence(s), for example negligent perfermance in respact of safely as a Nrst
offence may result in a final wrillen warning but where Ihls Jeopardises patienl care
or places clhers al risk, dismissal may resull.

Examples of whai might leed o summary dismissal fer gross misconduct are as
follows:

1. Disclosure Of Confidential Informatton - lo unauinorised  persens
particularly 'n relation $o a membar of siaff or patienl.

bl

Assault — any assaull, fighling or threalening behaviour direclad at a patienl,
member of lhe public or fellow employee.

w

Thelt — unaulhorised or unlawful possession of properly of °“NHS
Organisalion® (induding pafiem relaled documenls), lelfow amployees or
members of the public.

A

. Fraud — any deliberate altampl to defraud Lhe employar, fellow employees or
members of the public.

@

. Gorrupllon — this refers lo any recaip? of money, goods, lavours In respect of
services rendered.

Wilful Or Maliclous Damage — ihe inlenlonal causing of damage lo lhe
“NHS Omanisatiens” property or property of fellow employees, pafisnis or
members of the public.

=~

Unfit For Duty — this could result from belng under the influerce of alcohol or
drugs which have been self inflicted and not prescribed by a person qualified
lodo so.

[

Gross Negllgence — any aciion or failure 10 acl which could resull in serious
damege to property or equipment, cr endanger lhe heallh and salely of
others. Failure lo give appropriale care and proteclion lo patients wilhin tha
*NHS Organisalions” care.

9. Gross Insubordination - including wilful refusal to camy out a reasonable
inslruction or behavicur or olher display of allilude which seriously
undermines managament's aulhorily.
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22, Breach of Gonlract of Employment - Any fundamantal breach of lhe
Contract of Employrment which makes conlinuation of employment impossible.
This ¢category may include:

« Failure to meel statules conceming Professional Reglstration.

« it may also apply lo the removal of a driving licence from stalf for whom
diiving Is an essenlial part of their work, or willul failure lo obtain a DBS
check, or work permit

« Withholding informallon which has a serious bearing on lhe effer of or
conlinuation of employmenl, e.g. a convicien or dismissal from a
pravious employer thal he empleyee fails lo disclose

» Conviclion for a criminal offence commitied in or oul of work which
renders he employes inappropriale or unavailable for continued
employment

s Where information comes lo lghl lhat would render lhe emplnyaa
inapprapnate for lhe post hey occupy

Gnoente A

10. Misrapresentation - falsificalion or failure to declare ralevanl informalion on
medical quesliennaires, application or snrolmenl forms that is fundamental 1o
the conlract, This may alsa conslilule a criminal offence.

11.8exual, Raclal Or Other Fonns Of Harassment - sericus cases of racial or
sexual harassmenl or bullying againsl other employeas, palienls or visitors
either as an offender, or manager failing to 1ake appropriale action afier an
incident is brought 1o histher aliention. N.B. Issues of this nalure will be dealt
with in accerdance with the “NHS Organisation's”™ Dignily al Work polizy.

12.Unaccaptable Behavlour - towards, stafl, palients, visitors or public in the
coursa of work or on “"NHS Organisation” premises.

13.Misuse Of Information Technology - unauthorised and improper use “NHS
Organisation” informalion technology syslems.

14.Deslroying/Concealing Evidence QFf Malpractice — lhe intenlional
destruction or concealmenl of evidence of malpraclice.

15. Victimisation Of Whistleblowers - where amploy raising ¢oncems undar
iha WhISllE blowing Poltcy (Pubhc Interest Disclosure Act 1998) are subjecl lo
0 ion by m g or othar "NHS Organisafion” slaff,

16.Mon Compliance WIilh The Declaration OF Interest - Unaulhorised
possession of properly belonglng lo the NHS Orgenisation {or ils conlractors),
pafients, members of lhe public or slafl.

17. Unautherised Use or Misuse of NHS Organisallon Facllities or Properly-

Use of NHS Crganisalion vehicles, plant machinery, 1oals faclitias, or property.
Misuse of lelephonas orinternal ! extenal posi.

18. Senous Acts Of Insubordination Or Parsonal Behaviour That Results In

ging The "NHS Org Into Diarepute - Wilful acls which
sercusly undemine the "MHS Organisation’s” professional standing or thal of
ils employees.

1. Failure to Meet Requlred Standards - Gross fafiure lo meet required
slandards of perfermance and behaviour as expected within the employee's
role and responsibilities, -

20. Gross Arcas of Profesalonal Misconducl

21. Withdrawal of DBS registratlon — withdrawal of an individual's DBS
regisiration can be considered gross misconduct
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Appendix 2 — Equality Act 2010

The Equality Act 2010 came inlto forea on 1 Oclober 2010. The Acl brings togeiher a
number of existing anli discriminalicn laws and inlroduces changes thal give

mploy grealer prolection from unfair di It sets oul the
characterisiics ihat are prolecled by law and Ihe behaviour Lhal is unlawful. The
protecied characlaristics under the Acl are (in alphabalical order):

Age

Disabllity

Gender reassignment
Maniaga and <ivil parinership
Pregnancy and malemity
Raca

Religion and belief

Sex

Sexual orienlaltion

Under tha Act people are nol allowed {o discriminate, harass or viclimise anolher
persan becauss lhey hava any ol 1he prolecled characleristics. There is also

leciion against discri ion witere someone is parceived lo have ore of the
pmtamed characlersllcs or where ihey are associaled with someons whe has a
protecied characterislic. The Acl recegnises 6 forms of discriminalion: direct;
indirect, discriminatien by perceplicn; discriminalion by association; harassment and
victimisation. The Acl changes and exiends cerlain concepls and definifions and
Inlroduces new ferms of unlawlul diserimination including:

Assoclation Discrimination

Thia means thel employers cannot directly discriminale againsl someone hac.ause
they are associated with anolher persen whe pe a protecled char i
Employers need lo be mindful of this extenslun lo lhe law whan dealing wilh
employess who are carers of elderly relatives or disabled children as they will be
protecled against discriminallon or harassment in relalion 1o lhe parson they care for.
Consliderallon is particulary relevanl when daaling with flexible working applications
from carers, or when subjacting an employee lo a disciplinary procedure because of
lhelr persistenl laleness where lhe employes may have a canng responsibility,

The Equality and Hurtan Righls Commission has prepared Codes of Praclice on
employmenl, servicas, public functions and associations and equal pay. The
purpose of ihese Codes is to explain the new stalulory provisions of the Ad. The
Codes wera laid before Padlament en 12 October 2010 and will remair in drafl forn
unlil the Govemment makes the Crder bringlng theminto force. The Codes will be
available lo download frem {ive Equalily and Human Rights Commission at
www.equalilyhumanrighls com
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The Duty to Make Reasonable Adjustments

Equelity law recognises hal bringlng about equality for disabled peaple may mean
changing Lhe way in which employmenl is siruchired; lhe removal of physical barers
and/or providing additional suppor for a disabled employes. This is lhe duly lo make
reasonable adjusiments. The duly alms lo make sure thal a disabled person has the
same access to everylhing Lhal Is Involved in gelling and doing a Job as a non-
disablad person, as far as is reesonable.

When the duty arises, employers are under a posilive and proactive duly 1o lake
staps (o remove or reduce or prevani the obslacles a disabled worker or job
applicant faces. In particular lhe need lo make reasonable adjustments lor an
individual employee or ob applican] must:

+ nol be a reason not to appoinl someone 1o a job or promole lhem il they
are ihe besl person for lhe job with the adjusknents In place

+ ba considered in relation lo every aspect of & person's job

= ot be a reasan 1o dismiss an employee.

Less fi able Irealmenl of a person for a reason relaled Lo their disability
cannol be Juslified where the reason for tha frealmenl can be removed or made less
than subslenlial by a reasonable adjusimenl.

Where a disabled employes is subjec! to the disclplinary pelicy, advice on the duly to
conslder reasonable adjusiments may be soughi at any slage of the pracess from a
human resources advisor, the QOccupalional Health Dapariment or from lrade union
or professional organisalion represenialives.

The Disability Advisory Service (Access 1o Work) can advise on woik place
adjusiments and where necessary pessible altemative employment aptions and in
cerlaln cases will contribule 1o the purchase of specific equipment or other workplace
adjusiments, which will enable lhe persen fo conlinue in employmenl. The employee
will be involved In all of Ihe above processes,

Only equality law is refarenced above. There are ather laws which you need to
comply with to ensure that the disciplinary precess |s falr, You ¢an find cut
mare from Lhe AGAS Gode of Practice on Disclplinary Procedures at

wvwnw.acas.org.uk
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Appendix 3 — Disciplinary and Appeals Process Flowchart
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HYWEL DDA UNIVERSITY HEALTH BOARD

The National Healih Service (NHS) in Wales is commitiad lo promoling geod employment relations
belwaen ils employers and ils employees, which includes the appropriale management ol employee
grievancas.

Scope

2.t The NHS in Wales encourages grievances 1o be resolved informally by the  employee
through discusslon wilh their line manager, or ihrough a process of mediation. Howaver, where
anissue cannot be resalved infermaliy the following procedures are establishad wilh the
Intenlion of ensuring thal grievances are deall with promplly, fairly and conslslenlly.

2.2 Agrievance exisls when an employee feals that they need o ralse and tesolve an issue,
concerm or complaint. This weuld include an Issue regarding some aspact of their employmenl;
for examgle concemns regarding thelr dulies, an interpretation of Iheir condilions ol service,
working conditions, working proceduras, or other mallers direclly affecting their abflily to
perform lhelr dulies.

2.

E

Issuas where specilic pravision }s mada under anolher policy will net be deall with under this
procedure; Lhis would include grievances invalving alleged unfajr traatmanl thal amount lo
discrimination, viclimisallon, or harassment, which will be dezll wilh under ihe All-Wales
Dignity a1 Work process.

2.4 Where lhe employes has concems (hal the Inlerests of others, or their organisation may be al
risk, and parlicularly where concems relale to potential unlawiul condict, malpraciice, or
dangers 1o the public or environment, the employee should raise these concerns through lhe
organisalion’s procedure for NHS saff lo raise concerns.

2,5 This poficy will be followed in respect of bolh individual and collactive griavances. A colleclive
grievance s where more lhan one employee feels that they have reason lo complain about the
58MO jssue,

2.6 The Slalus Quo will nermally conlinue uniil Lhe grievance hes been resolved or the grievance
procedura haa been exhausled. There may very rarsly be exceptlonal circumslances such as
a breach of legal requirements or clinical aafety issues which may impact upon the Stalus Quo.
In such exceptionel circumstances early dialogue wilh the employee/s and/or represenlalivels
must lake place

2.7 This policy may ba involted by any NHS employee and those who work lor Ihe organisalien’s
staff bank,

Purpose

‘The purpose cf this policy is 10 ensura;
s Thial individuals have lhe right to have their grievance heard. However, any individual found

lo be making malicious or vexatious grisvances may be deall with lhrough the Disciplinary
Policy and Procedure,
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Slage 1 inlial Infermal Grievance Within 7 Calendar days
Discussion
Slage 2 Formal Grievance Hearing Within a furthar 14 Calendar
days
Slage 3 Grgvance Appeal Within a furher 21 Calendar
days
There sheuld be ne unreasonable delays in holding grievance meelings/earings and fore lhe

timescales above should be adhered lo unless the parlies mulually agree an alternalive limescale.

Sel oul below are |he slages of the Grievance Procadure, It may be helphul 1o consider mediation !
al any point in procedure, particularly in the early slages.

5.1 Stage One - Initial Infoermal Grievance Discussion
An employee should, where reasonable and practicabls, raise Iheir grievance infermally wilh
lhelr manager, where lhey balieve that tha malter can be deall wilh and resolved using this
mechanism.

Al thls stage of lhe procedure, the grievanca wili be managed via a process of informal
discussion bebwean the manager and the employee and Ihis should lake placa wilhin 7 calendar
cays af iha matler balng ralsed, Where the employee's manager is the subject of the grievance,
lhe maller should be discussed at the next appropriata lavel of managemenl. A written record
should be made on the suggesled form al appencix 1.

The employee may omit Lhis slage of the procedure, should they wish Iheir grievance to be desll
with [ormally.

5.2 Slage two - Formal Grievance Hearing
Where an employee wishes lo preceed diracily to the formal slage of ihe procedura or they
have allampled o raise Ihe matlec wilh lheir manager (nformelly, without success, they should
ralse lhelr grievance, formally In wriling by compleling he griavance registralion form at
Appendix 2, and enclosing eny wrilten evidence available at the time.

The employee is required lo set oul the basis of iheir grievance and send a copy of the
grievance reglstralion farm le their manager. I their manager is the subject of the grievance,
or has unsuccassfully allernptad lo resolve tha matter informally, the form should be sent to
iha nexl appropriale lsvel of management.

5.2.1 Invitation to a Formal Grevanoe Hearing
The manager recelving Lhe grievance form should writa ta the employae acknewledging
receipt and inviling lhem 1o attend a grievance hearing. This comespondencs should
alsa confim the employes’s right to be reprasented by a local trade unien
represenlalive / trade union officlal or by a workplaca collaague

! Mediallon Is a voluntary struclured, non-judgemental process, in which an imparilal third party
works with parties in dispute to help them explore and undersland lhelr differences and (whera
possibla}, find solutions lo sellle them. Mediation Is nol a sclution in itself, bul a melhodology
for achieving resolullen by avoiding the radilional win-lose approach 1a resolving conflict_ It
seeks lo enable all parlies 1o find their own meaningful soluliens to conllict by emphasising lhe
imporiance of communicalion, undersianding and promoling shared interest.
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Thal lhe grievance procedures comply Nully with the Empleyment Righls Ast (2008) and the
ACAS Cade of Praclice, ‘Discipline and Grievances at Work';

Thal employees can raise & grievance without fear of viclimisalicn by managemenl or
colleagues,

That where possible afl potenllal confiicis are resolved informally by the employee and Lheir
manager through discussion, which may lake mere than one meeting;

All grievances are deall with promplly, fairly and conslslently, using the fallowing procedure;

There are no unreasonable delays In respecl of holding grievance meetings or hearings
and communlealing verbal and writlen decisions;

That managers acl lc resolve grevancas, wilhoul unreasconable delay;

The liming and location of meelings is reasonable and accessibla;

.

When a disabled employee is involved in this process, the “Hywel Dda Universily Health
Board” and Ihe Individuel will work together to idenlify any reasonable adjusiments 1o
ensure tha employee Is nol disadvanlaged in any way;

Other access issues, including tha nead for linguislic support will be addressed lo ensure
Ihal all employeas ara able 1o fully parliclpale in the process;

Employees are given the opporiunily lo lodge an appeal against any decision made
fellowing a fermal grievance hearing.

Riahts to be Accompanied

Initlal Infermal Grievance Discuselen

The purpose of ihe initial Informal grievance discussion is to enable Ihe employee and manager ta
explore and resolve informally the reasons behlnd the grievance. As such il is nol considered
necessary for lhe individual 10 ba accompanlad by a Irade unlon representalive or, allernalively, by
a workplace colleagua. If, however, the Individual wishes lo be accompanied, this should nol be
upreasenabiy refusad.

Farmal Grlevance Hearing and Appeal

Empleyaes altanding a formal grigvance hearing will have the right to be accompanied by a trade
union represenlalive or accompanied by a workplace colleague, if lhey so wish. Hewever, as long
as a sullable allemalive represemative is available, unavailability of a prelemred represenlalive or
workplace colleagus should nol delay Ihe hearing laking place.

Grievance and Procedure

The following 3 slage procedure will usuelly be appliad; however slage one may be amilled by lhe
employae,
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A grevance hearing should nomally be held within 14 calendar days of receipt of tha
writlen griavancs, unless all parlies have agreed an ellernaliva fmescale.

5,22 The Grievance Hearing
The employee will be enlitfed lo be represented by a irede union representafive or
accomy | by & e coll

Any documentation relating Lo the formal grievance hearing should be sant oul at leasl 7
calandar days bafore lhe hearing.

Al this slage of the procedure, the grievance will be managed via a process of formal
discussion balween lhe senlor manager neminated lo hear the grievance and the -
employes.

The hearing will

+  Give the person with the grievance, or their representative, an opporiunity lo expand
ihe details conlained on the grievance reglsiration lorn.

+  Give lhe manager hearng the grievance an opportunily lo ask those queslions
necessary to defermine exaclly the cause of the grievance. Tha manager may wish
lo be supported by a HR and/or professional advisor as appropriale.

«  Allow lhe employee lo make a slalemanl, present avidence or call wilness {es), who
in wmn can be questicned by 1the manager hearing lhe grievance.

. Allow for ihe manager who heard lhe grievance al the pravious slage, {where lhe
malter has been discussed at Stage 1) to make a stalemanl, presenl evidence and
be questioned as necessary, by the manager hearing the grievance.

. Give the person raising he grievance, or Iheir representalive, an opporlunity lc sum
up lheir grievance and lhe resolukon lhey are seeking.

5.2.3 Winesses
Due consideration should be given Lo the planning of lhe gnevance fo allow far 1the
attendance of wilnesses. Where lhe employee or manager who heard the grievance al
lhe previous stage wishes to call wilnesses to the haaring, lhey will be requesled lo notify
lhe manager nominated 1o hear lhe grievance 7 calendar days in edvance, and be
rasponsible for ensuring thal lhey are in atlendance.

Wilnesses who have provided stalemanls should be advised of lhe facl lhat a hearing
may laka place and of thair being obliged to altend.

Every efforl will be mede to rosler wilnesses so that they may be in work when required
1o altend the hearing. Mo wilness should lose pay as a consequence of being reguired 1o
altend a hearing.
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5.2.4 Writlen Grievance Decision
Where possible 1ha manager nominaled to hear the grisvance should lry and reach a
dacision on the day. However, hefshe may reguesl clarification, er further information 1o
Inform the decision, belore & decision can be reached and communicated.
The manager nominaled to hear Ihe grievance is required to communicale the decision
1o lhe employee Tnwriting, withoul unreasonable delay. The wrillen grievance decision
wifl nermally be provided wilhin 7 calendar days of the grievance hearing. This
limescale may ba exiended by mutual agresment between ihe nominated manager and
Iha employee, should additicnal time be requesled by the manager lo reflect on and
conslder the facis.

The wrillen grievance decision should be in wriling (suggested form allached al
appendix 3), whether o not Ihe emplayee’s gnievance has bean upheld, the reasans for
Ihe decislon, and their right ol appeal, and e whom they should appeal should they be
dissalisfied wilh lhe ouicoma.

Where a grievance is upheld, Ihe writlen decision should confirm whal aclion will be
taken Lo resolve he matter.

5,3 Stage 3 - Formal Grievance Appeal
Should an employes bo dissatisfied wilh lhe outcoma of the Slage 2 Hearing, they have a right
of appeal. The employee mus! submil (helr written appeal on the form at Appendix 4, 1o the
manager as soon as passible but within 14 calendar days of receipt of the wrillen grisvance
hearing decisionr. The grounds for the appeal should be clearly sel oul.

A prievance appeal hearing will ba arranged, which wifl be heard by an appropriale senjor
manager, nol previously involved in the grievance and nominaled by Lhe Direcicr of Worklorce
& OD. Tha senior manager may wish lo be supperted by an HR and/er professlonal advisor as
appropriale. The employee shauld be advised of their ighl lo be accompanied by a Trada
Union represenlallve or a workplace colleague

The appeal hearing wilt normally be held within 21 calendar days of rcaipt of the letier of
appaal, unfess all parlies have agreed an allernalive imescale

The appe&al heading will:

«  Give the employee, or thelr representalive, an opportunity lo expand ihe delails
contained on ke grievance appeal form (Appendix 4)

s Give the manager hearing lha appeal an opporunily 1o ask those guesilons
necessary o determine exaclly lhe nalure of the appeal.

s Allowthe employee lo make a slalement, present evidence or call wilness {es), who,
in tum, can ba questioned by the manager hearing the appeal.

«  Allow for the manager who heard lhe grievance al the previous slage lo make a
slatement, preseni evidence, call wilnesses and 10 be queslioned as necessary.

«  Give the person making the appeal, or Iheir representative, an opportunily to sum
up the grounds for thelr appaal and the oulcome lhey are seaking.

531 The Appeal Declslon
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Where an employee has cammenced lhe grievance process pricr lo leaving employment, the usual
grievance precadure will be foliowed

Employment Menitoring

An accurate record of all grievance events should be malnlained on the Eleclionic Slaff Racord
(ESRY), to ensure thal any necessery follow up action is taken, and lo enabla the organisallon o
delecl any potential rends or pallerns of behaviour. This information musl be disaggragaled by
equality strand and routinely collected, analysed and reporled on to ensure ihal grievance
procassas are fair and equitable for all Individuals and groups, and to demoensirate thal the Hywel
Dda University Heallh Board is meating ils employment equalily monitoring dulies

All NHS orpanisalions should monitor grievancas against [he protected characlerislles oullined in
the Equality Ac1 2010 {see appendix 6).
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Where 1he sonior manager nominated fo hear the appeal communicates their decision
verbally, lhey are still required lo provide a detailed wrilten appeal decislon, on the form,
allached al Appendix 5.

5.3,

L]

Writlen Appeal Decision

The writlen appeal decision, which will ke final, should be senl lo the employae within 7
calendar days of lhe appeal hearing. This lmescale may be extended by mulual
agreament Lo allow the manager additional ime for furlher refleclion and consideralion of
the facls.

The wrillen appezl decision should dearly sal oul whether or nol lhe employee’s appeal
has been upheld and ensure thal lhe reasens For this decision are fully explained.

Whera a gievance is upheld, the wailten appeal detisien should confimm whal actier will
be laken 1o resclve the matler. Thls decision will be copied lo Ihe appropriale
manager, to ensure lhal Ihe agread aclions are Impl d, monitored and revi d
by lhem, as appropriate, lo ensure the maller(s) raised are deall wilh effeclively and to
the salisfaclon of the employee.

Collective Agreement

I a grievanca is being raised on a collective basis then al Lhe cutsel the stages of this policy 1o be
followed will be agreed by all parties. All parties lo the grievance will need lo be idenlified on
supmission of the comptainl either by name or in Ihe ¢ase of a large departmenl, by exceplicn, if some
individual employess do not wish k be party to ihe grievance.

The nugmber of slaff aiending the gievance lo represent he collective group will be agreed al the
outsel {but should not nermally exceed lhrae mambers of stafl plus the TU representative).

Where this process fails lo delermine a solulion 1o the colleclive grievanca, either side may refar the
malter to lhe Advisory Gencllialion & Arbitralion Service {ACAS) for advice or conciliation. Where lhe
matter cannol be resolved by concilialion, balh pariies may agree lo refer the matier ta ACAS for
arbilration. Where arbilrallon |s usad, balh pariies should agree in advance lo abide by the Arbitrator's
decision.

Overlapping Grievance and Disciplinary Cases

Whera an employee raises a grisvance during a disciplinary process, the manager will discuss with
the employee and their representative before a decision Is made on whather the disciplinary process
should be temporarily suspended in crder lo deal with the grievence. Whera lhe grievance and
disciplinary cases are relaled it may ba appropnate lo deal wilh both issues concurrenty

Procass for Dealing with Ex-Employees

Where an ax-employee raises a grievance relating 1o (heir employment, this should be pul in writing
lo their previous ine manager within one month of leaving employmenl.

The line manager should acknowledge Ihe grievance lelier and proyide a wrillen response lo Ihe
amployee as soon as possible but no later lhan 14 calandar days frem receipt of lhe employee's
grievance. This response will conclude the malier.
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Di lon {Stage 1}

Appendix 1 - Suggested Note of Initial | Gris

This form should be completed by the manager who considered the grievance
under stage 1

Dale grievance received:

Dale grievanca discussion

Dala cutcome nolification sent to employes:

Pleasa racard the nalure of lhe grievance:

Please indicale below the action taken under stage 1
Grievance upheld

Summary cf acllon laken to resclve grievance

Grievance rejecled
Summary of grounds [or rejeclion

Please Indicate below if the employes has ledged a request for a grievance hearing
{Siage 2) agalnsl Ihis decision, ettaching |he request leiler.
Dato request for Slage 2 received |

1.4.1.1 Manager who cansidered slage 1 gri

Name:

Job Title/Depariment.
Workplace Address:

Contacl Telephene Numbar:
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.

Signed: Appendix 2 - Individual and Collectlve Grievance
Dale: Initial Grievance Reglstration Form (stage 2}
Name*
Job Title:
Deparimenl:
Workplace Address. .
Conlacl Talephone Number Conlacl Email
Address:
Line M.
Name:
Job Tille:
[ Department:
Workplace Address:
Gonlacl Telephone Number: Contact Email
Address:
Slaii Representative/Work Colieague
If you are being accompanied by a slaff side representative or colleague please complele
Lhe seclicn batow so that they ¢an be included in any correspondence.
Name:
Department:
Workplace Address:
Contact Telephone Number: Conlael Email
Address:
* In lhe evenl of a collective griavance, please Idenlify Lhe namaes of all parias lo lhe grievance.
| Grievanca details |
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In Ihe seclton below please axplain he nalure of lhe grievence you wish lo raise. Pleass Appendlx 3 - Grievance Hearing (Stage 2)
include datails of any colleagues Involved. You may add furlher delails on a separate
document {in which case please lick the box at lhe botiom of the seclien and provide a This form must be completed by the ger who hears the grievance.
brief overview in Lhe spaca provided). Please make sure any addilional delails are Armly
atiached to this form.
Dale Grievance Received:
Cale Grievenca Hearing :
Dale formal outeome notilication sent to {he
individual:
Please Indicate below the actien taken under Stage 2
Grievance upheld - Summary of aciicn Laken 1o reselve grievance
Grievance rejecled - Summary of grounds for rej
Resolution being sought — Please Indlcale how you would like to see lhe matter
resolved
Please Indicate balow if the employee has lodged request for an appeal hearing
{Stage 3) against the declslon of this hearing, attaching the requesl leter,
1 have provided furiher detalls In a separate document which ks attached o Dale Appe:l Re:u:Isr:T_odgad- ‘r— = hearing 9
1.1.1.2._ Hearing Cfficer
Signed*; Name:
Job Tille/Deparknenl:
Date: Workplace Address:
Conlacl Telephone Number.
For collective grievancas, all membars of staff must slgn the form
Signed:
Please send Lhis form aleng wilh any supporiing documenlalien lo your immediate line Dale:
manager. If your grievanca concems your Immedlalg line manager then the form should
be passed fo the next in line manager.
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Appendix 4 - Request for Appeal Hearing {Stage 3)

If you are dissatisfied wilh 1he wrilten response you have received in relation lo your Slage 2
grievance, please complele he delails below and submit Ihis form le:-

Wihin 14 days of cecelpl of this form and enciosed lelter.

NAME:

In the seclion helow please autline the basis of your appeal, giving as full an
explanation as possible to why you are not satlslied with the decision taken

SIGNED: ..o
[ 7. |

Now send the form to the person Indlcated in the letter, confirming the oulcome of
your Grievance Hearing within 14 days of recelpl of the letter.
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The Equality Acl 2010 came into force on 1 Oclober 2030. The Acl brings together a number
of axisling anli discriminallon laws and intreduces changes lhal glve employeas greatar
protection from unfair disciminalion. It sels oul the characteristics thet are prolecled by law
end the behaviour Ihat is unlawiul. The prolected characleristics under the Act are (in
alphabelical order):

v Age

s Disability

« Gender reassignmenl

« Marrage and civil parinership
» Pregnancy and maternify

« Race

« Rellgion and beliaf

s Sex

«  Sexual crientation

Under Lha Act paople are nol allewad Lo discriminate, harass or viclimlse ancther parsan
because lhey have any of the protected characleristics. There is &lso protection againsl
discrimination where someone is parceived lo heve one of lhe prolecled characleristics or
where lhay are asscciated wilh someone whe has a2 prolacted chamacierislic. The Act
recognlses B forms of discriminalion: direct; Indlrec, discriminalion by perceplion;
discriminalion by assecialion; harassment and victimisalon. The Act changes and extends
certaln concepls and definitions and inlreduces new forms of unlawdul discimination including:

Assoctation Discrimination

This rmeans thal employers cannot direcly discriminate against someone because lhey are
associated wilh another person who possesses a profaciad characleristic.

Employers need 1o be mindful of this exiension {o lhe law when dealing with employees who
ara carers of elderty relalives or disabled children as they will be protected against
discdminalion or harassmenl in relation to the person they care lor.

Consideratien is parlicularly relevant when dealing with flexible working appfications from
carers, or when subjecting an employee lo a dissiplinary procadure because af Lheir persisient
laleness where lhe employes may have a caring responsibility

The Equality and Human Righls Commission has prepared Codes of Praclice on employment,
services, public funtlions and assccialions and equal pay. The purpose of thesa Codes is le
explain the new stalulory provisions of the Act. The Codes were laid before Parliament on 12
Celober 2010 and will rernain in drafl form unlil e Government makes the Crder bringing
ihem inlc for¢e. The Codes will be available ta download from lhe Equality and Human Rights
Commission al www.egualilvhumannights.com

The Duty to Make Reasonable Adjustments

Equalily law recognises that bringlng aboul equality for disabled pecple may mean changing
the way in which employment is structured; the removal of ghysfcal barers and/or providing
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Appendin 5 - Appeal

This next seclion should he compleled by the senior manager who hears the
appeal.

Dnte appeal received:

Date of appeal hearing :
Date formal ouleame nelification senl lo tha
individual:
Appeal Upheld? 1.1.1.3. YES{NO
Summary of linal appeal cutcoms

1.1.1.4.  Final 1.1.1.5.
Appeal Panal;
Name:
Skab Title/Dapartmant:
Workplace Address:

Contact Telephone Number.

Slgned:

Date:
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additicnal suppert for a disabled employee. This s Ihe duly Yo make reasonable adjusiments.
The duty zims 1o make sure thal a disabled person has the same access lo everylhing thal Is
involved in gelling and doing a Job as 2 non-disabled person, as far as |s reasonable

When lhe duly arises, employers are under a positive and proactive duty to lake steps lo
remova or reduce or prevenl Lhe obslacles a disabled worker or job applicanl [acas. In
parllcular ihe naed lo make reasonable ad)uslments for an individual employee or [ob applicant
musl:

= nel ba a reason nol lo appoinl semeone (o & job or promote lhem if hey are lhe besl
person for the job with the adjustments in place

+ be considered In relalion Lo every aspact of 2 person’s job
+ nolbe areason lo cismiss an employee.

Less layourable lrealment of a disabled person [or 4 reason ralalad le their disability cannol be
justified where Lhe reason for the Ireatment can be removed or made less lhan substantial by a
reasonable adjustmentl.

‘Where a disabled employee is subject to the disciplinary policy, advice on 1he duly to consider
reasanable adjusimenls may be sought at any siaga of the process [rom a human resourcas
advisor, lhe Occupational Health Deparimenl or from Irade union er professional arganlsalion
rapresentalives.

The Disability Advisory Service (Access lo Work} can advise on work place adjustments and
where necessary possible allamalive employmenl cptions and in cerlain cases will conlribule
{o Tha purchase of specific equipmenl or olher workplace adjusiments, which will enable he
person 1o continue in employment. The employee will ba involved in alt of e above
processes.

Only equality law is refersnced above, There are other laws which you need to comply
with fo ensure Lhat the disciplinary process Is falr. You can find out more from the
ACAS Code of Practice on Disciplinary Procadures at www.acas.org uk
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This pelicy supports the Haalth Beard's eemmilment 1o tha health and
wellbeing of slaff and ils alm of ensuring sialf are guided by helpfu! and useful
pelicies le promote healthier lifestyles.

This policy applies to all Health Beard employees and anyone working on
Heallh Board prémises. {Here after referrad to as employees).
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1. INTRODUCTION

The Heallh Board recagrises ils duly lo take care of the heallh, salety and welfare of
employees who have glcohe! or drugfsubstance misuse problems which can have a
delfimental effecl on work safety, padormance and bebaviour. The Heallh Board is cornmilled
lo providing assislance 1o employees wilh drug, alcohol ar substance misuse issues. The
Heallh Board also has a rasponsibiiity lo protect cther employees, pallenls and members of
the public and lo ensure that any risk is minimised. I an employae is observed In lhe
workplace in a potentially unfil slale due to alcchal, drug or substance misuse fhey could be
the subjecl of disciplnary aciion.

2. POLICY STATEMENT
This poticy supperts the Heallh Board’s commliment ta the health and welibeing of staff and its
aim of ensuring stafl are gulded by helpful and useful policies 1o promels healthier lifestyles.

3. SGOPE
This policy covers aleohol, drug/substance misuse problems.

This policy applies te all Health Beard empleyess and anyons working on Heallh Board
premises. (Here affer relemred lo as employees).

This policy replaces all pravious local agreemenlsipelicies on alcohel and drug/substance
misuse relaled problems oparating within the Heallh Board and applies to all employees.

4. AIWMS

The aim of the policy Is lo ensura 1he Heallh Board provides assistance to employees wilh
alcohol and érug/subslance misuse related problems ensuring ihal employses are trealed
according to lhelr circumstances end needs

The crganisalion will also balance a discplinary approach to inslances of misconduct with a
more understanding affitude of cases of dependency Ihe Health Board will comply wilh the
lagislative provisions relaling lo disability

5. OBJECTIVE

This policy will ensure (hal lhe principlas of equity and consislency are appliad when dealing
wilh employees who may have elcohel and drugisubstanca misuse relaled probfem and 1o
support the Health and Wellbeing of those employees.

Alcohol or substance misuse problems will be lrealed as employee health problems and
individuals will be {reaied sympalhetically and offered support and assistance in avercoming
the problem.

6. PROCEDURE

Should an employee be observed in work in what their manager or colleagues consider (o be
polentially in an unfit siate due lo alcohol, drug or substance misuse, their manager will
consider Lhe situalion, seeking Cccupalional Heallh advice as appropriale and if necessary
send themn homa. Which may conslitule a suspension under lhe 201 — All Wales Disciplinary
Paolicy.

Dalabage No: 282 Paged of 7 Vorsion 40
Alechel and drugfsubslance misuse palicy




HYWEL DDA UNIVERSITY HEALTH BOARD

The Heailh Beard must ensure thal Ihe employee relumns homa using a sale method of
transport. Check appropriale support Is available as far as is reasonably praciicable.

IT'a Manager suspecls an employee may have an alcohol, drug or subslance misuse problem
they should firsily underlake a privale and confidential interview wilh lhe employea and ensure
1hal clear records are kepl of this meeting,

If a worker is a confracior or agency worker then the manager In the area the worker is working
must reporl their concern o the exlemal conlracierfagency manager.

As socn as il becomes apparenl that an employee has alcohol, drug or subslance misuse
relaled problem, the manager must seek the assistance of a Waorkforce Advisor in order (hal
<consullation lakes place wiih the employae. Aclions may need 1o ba taken immediately lo
ensure lhe saflety of palients, ataff and lhe employee which may Include suspension from work.

The employee must be referrad lo the Occupational Health Depariment as soon as possible Lo
advise on the exent of any alcohel drug or substance misuse related problem and to
delermina tha polential effecl on the individual's rola

The Occupalional Haallh Depasimant is responsible for supporting 2nd assisling employees
with alcohal, drug or subslance misuse related problems

An employee wilk elcohol, drug and subslancs misuse related preblems will be required lo co
operate fully wilh any referral or lrealmenl recemmended by lhe Occupalional Health
Dapartmeant

When employees wilh alcohol, drug and substance misuse related problems have been
idendified, the manager will meel formally with the smpioyee. Thls meeting will be followed up
inwriling lo the employes hightighting details of support uplions available

The manager will conslder Occupational Heallh adyice and will decide whether the employee
will remain In work laking fnio consideration ihe risk invalved and the exient of tha aleohol,
drug and substance misuse relaled problem.

7. ROLES AND RESPONSIBILITIES
7.1. CHIEF EXECUTIVE
Has overall rasponsibllity for the implementalion of all Health Board Policles

7.2. DIREGTOR OF W&DD
Has responsihility for ensulng thal this policy is menilored and seviewed on a 3 yearly basis,

73. MANAGERS ROLE
«  Ensure that all slaff are aware of and adhera 1o this policy and undersland iis

implicalions.

«  Ensure lhey real all alcohel, drug and substance misuse related cases confidentially and
with sensilivity.

«  Support employees at work and sncourage tham lo seek help voluntarily in tha first
Instance.

. Ensura they are aware of lhe heallh, salety end welfare of their slaff.

HYWEL DDA UNIVERSITY HEALTH BOARD

7.4 EMPLOYEES ROLE

a Seek appropriata supparl and advice from thelr manager, Occupational Health
Depariment, Worklorce or their GP as appropriele if a problem is 'denlified personally or
concems arise regarding a colleague,

+  Avoid covering up for or colluding wilh colleagues wilh alcohol, drug and substance
misuse related problem.

*  Advise their manager if a work colleague has a suspecled alcohol, drug and substance
misuse related problam thal Is endangering lhe safely ol other staif, palienls or the pubiic.

+  Seak help lhemselves Il they have alcohol end drug relaled problem

The Heallh Beard expects slaff lo behave respensibly aboul consuming alcohoel or substances
and o remember 1hal thay musi cornply wilh lheir professional cades of praclice at all limes.

7.5. OCGUPATICNAL HEALTH DEPARTMENT ROLE

. Provide support, guidance and advice lo managers and slail

+  Respond to referals [rom Managers

«  Provide an impartiel, confidenlial service Lo stafl which Includes advice or
raferralfsignposling to anolher agency.

s Make Slaff aware of lhis pelicy and activaly promote heallh promotion Inittalives in
refalion fo alcohol, drug and substance misuse.

7.6. WORKFCRCE ROLE

«  Coordlnale ine menitoring of the effectiveness of this policy

=  Provide advice, guldance and suppart witen required.

+  Ensure falmeass and consislency in lhe ireatmenl of all employees,
. Refler employees lo exlernal bodies where appropriale.

«  Advise on the approprialeness of Invoking disclplinary procedures.

77. STAFF SIDES ROLE
»  Encourage {heir members lo seek help where appropriate.
+  [nform members of their righls and responsibilities under 1his policy

8. IDENTIFYING ALCOHOL, DRUG AND SUBSTANCE MISUSE

Employees should ba aleri Lo the possible early signs cf alcohol or drug/substanca misuse 1o
allow svary indivldual every opporlunity to overcome thair difficullies. Gauses for concem are
lkely ta be.

*  Increassd Absenleelsm

. Increass In ihe number of accidenls

s Reduced performanca

. Changes in conduct, behaviour and appearance

»  Inlerpersonal issues

This is not an exhaustive list but any changes in a person’s behaviour, conducl, 1thair
appearance, thelr ability lo do lheir job and their behaviour lowards their colleagues could
slgnify a prgblem with alcchel, drug and subslance misuse.

9. EMERGENGY ATTENDENCE AT WORK

!l Is recognised ihal employaas may unexpeacledly be called Into work (o cover slaff shortages
or lo respond o 2 major incident. Employees will be expected {o behave responsibly and if
they had consumed alcohol or substances, they must not rapail for duly and must Inform thelr
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line manager that Lhey are unable Lo fullil iheir duties. They weuld then not be in breach of this
policy.

10. DISCIPLINARY AGTION

In line wath the 201 - All Wales Disciplinary Policy, he ollowing will ke regarded as gross

mlsconduct;

«  Altending work or canying oul werk dulies under the influence of alcohol, drugs or any
olher substance.

«  Consumpticn of alcchol or the inappropriale use of drugs or cther subslances whilsl at
work or cn duty,

11.APPEALS
Any appeal arising from the application of ihis policy will be deall wilth under the 142 - All
Walas Grievanca Pelicy,

12.SOURCES OF HELP
«  Manager
©Occupalional Heallh Department
Workforce
Trade Union Representalives

P

National Helplines such as: Alcohollcs Anenymous on 0845769 7555, National Drugs
Helpline on 0800 776600

. PRISM — Drug and Alcohol Suppor Sarvices - The telephone number fer 1he Single Poinl
of Gonlzacl for drug and alcohol services is: 03303639997

13.REVIEW

This policy will be raviewead in three years time. Earfler review may be required in response lo
exceptienal circumslances, organlsalional change or relevani changes in legisialion or
guidance.
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Hywel Dda University Health Board

Values and Behaviours Framework
Staff Information Booklet
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Heip transform the lives of others and

What as an organisation would we value?

(What are Organisational A fWhy do we need a Values amd1
Values? Behaviours Framework?

* Qrganisational values are abstract
ideas thal guide organisational

* Qur values will only be made real by
1he behaviaurs we demanslrale and

thinking and actions. 1he atlitude and approach we take fo
= Organisational values represent the work; they are:

foundation on which the organisation N

is Formed. - How we do things

— How we treat others

‘While difference in apinion and skills Whal gh v
may be beneficial to the success of an B H al we sa):::lt ‘:’Wl:e sady :
organisalion, a unily of purpose must - How we expect to be treate

be maintained. « These behaviours eutlined will not
Organisational values let others know be exhaustive, It is up to each af us
what it is, why It has been created, to make our values meaningful in the
and how it is different from-olher role that we have.

\_ organisations, J )

Amplilied by
behaviours
of leaders

Evident in Embedded in

behaviours of a network of

individuals and arganisatianal
groups praclices

Organisational
Culture

Shared
beliets, values
and assumptions
held by members
of the
organisation

Visible in the
'way thal work
gets done' ona

day-to-day
basis

O dance '

What do Hywel Dda employees truly value
in their lives?

We all value different things in lile, fariy, health, holidays or even our pets. Here a few
employees tell us something about what they value,

“I value my bike, I like to travel to
different parts of the country and just
get away from it all...”

Sister Ann Robins

“I value my caravan; | like to just hitch
it up and travel somewhere to get
guality time with the people I love...”

Sister Loulse Davies

“1 value my new house it's my first.
| am really excited in making it
somewhere | can call my own..."

Katy Jane - Health Care Support Worker

“] value my new job on Ward 9 and
working alongside some wonderful
colleagues...”

Martin Pickett — Student Nurse

Our Board members are committed to our
Values and Behaviours Framework

“I am proud ta announce the launch of
the Hywel Dda organisational values.

Steve Moore —
Chief Executive

“We are delighted 10 commend
to you our values,

Bernardine Rees OBE
Chair




Personal Values Organisational Values
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These are the
arganisational
values that we at
Hywel Dda are
committed to,

These are the personal
values we believe all

Hywel Dda employees
will demaonstrate daily.

Treating people in a way thal supports their
self respect.

Working tagether to be the best

we can be
Being polite and have duc regad for the

feolings, wishies and heliofs ol alhers. Ve 1ake respansibilily Lo work alone or as a

team to build reputable services 1o deliver
Everyane counts — reating people in a way the very best heallh cave we can for our
which fs 1ight and reasonable. paticnts.

Striving to develop and deliver

Chaosing 1o do 1he righl thing every day, N

o . excellent services

JRLLLC 1 Being transprarent and accountable about
HANESTY " "

—_— what we are planning and daing.

We will endeavour to continually improve
and enhanca the servicas we offeras a

CARING
KINDUESS.
CENPATRE

Beiny truthful in what we say and da.

Feeling and exhibiting concern and
empathy for athers.

The quality or state of baing kind.

A feeling of sorrow and regret {or the
sul{ering ar misfertune of another, often
including the desire Lo alleviate it,

Dignity, Respect and Fairness

nealth care provider.

Putting people at the heart
averything we do

We 1ake responsibility for 1he elfective care
af our patients whilst we support our
colleagues to ensure wa place people at the
centre of all we do.

7/

This value group ensures that people are treated in way that supparts thelr self respect.
That there is a due regard to people’s feelings, wishes and beliefs, Everyone counts and /
people are frealed in a way 1hal is right and reasonable.

CORE

What we do day wo day
and is expected ol all. Its
integtal Lo the DNA af thie
organisalion,

o Take tine to buikl
professional relationships
with colleagues, patienls
and slakehokders,

ADVANCED

How we change the way
we work lo acale a
posilive expenence.
Demonslrale a posilive
impact on patients and
services,

+ Undersfand how your
behaviours cauld be
nlerprated and consider

the Impad Lhey ¢an have

on others.

EXCELLENCE

Values are embedrded in our culture and
become habit, We lead by example and
evidence whal we do.

# Yau keok Lo undersiand ether people and
their behaviours, and use Lhis knowledge
la adapt your approach for effecive
working relationships within and beyond
Hywel Dda,

« Trust coll2agues ta act ' Encourage athers to act # You Insligate changes in behaviour to
respansibly and are responsibly. Imprawve the use of Healih Board
aceountable for your resoiirces, You lead change in others and
aclions. leams.

+ You respect pacple as  You deive the diversity of ¥ You are a role modeal for an indusive
indiddyals and are teams and working groups leadership styfe; respecting <olleagues and
considerate. pariners, You are able 1o evidence your

tmpacl and create a culture of diversity.

communicalion and its
Impact on those araund
you.

# Yo understand how your | ¢ You recegnise and value « You display a clear apprecialion of your
1ole contributes to the colleague’s conlributicns calleagues and |2ams effaris and suppart
wider organisalions and the users af qur tham when there are difficullies with
sirategy, patients and SeTvices. evidence that you have embedded inta
people. your routine and the services you pravide.

+ You actively bisten to others |« You engage with v You invohe and gain agresmenl lrom
— showng you walue and internal/external those affected by decisions and actions.
respect thelr Input. slakaholdars ensuring a full

range of views are faken
into account.

# You communicale « You are posilive in all ' You ulilise many different Lypes of
respectiully, apanly and cammunlcallons, You «communication 10 ensure messages are
proflessionally. reflecl and cansider your sensitve and appropsiale. You understand

cammunicalion; he the canlribulion TL makas 1 the
importance of sound imporiance of high quality safe care,

/ You provide informalion lo
patientsicolleaguas in 2
timely manner.

 You ensure Lhal timescales
are relevant and are mel.

# You manage shilting Uimescales 1o allow
information to be limely.




What Hywel Dda will look like with these values embedded?

With these values embedded into the organlsation they will ensure Lhat all empleyees of Hywel Dda
University Health Board are (reated as equals and fairly at all times, An organisation that allows
people to express opinlons and ldeas an areas we ¢an improve and will aclively listen to them. All
emplayees will be (reated appropriately through friendships and prolessional relationships
encouraging politeness and courlesy at all fimes.

rI.ﬂfhen the values are not demonstrated W

Examples of behaviours thal fall 10 demonstrate Dignity, Respect and Falmess are oullined
below:

X You allow disrespectful or discriminatory behaviour to take place.

X You are disrespactful, Insensitive or unhelpful 1o patfents or colleagues and your manner
<auses upsel to olhars.

X ‘You deliberately exdude othears from activilies when you knowr they could benefit from
being involved, :

X You make little or no eflort Lo undecstand things from your patient or colfeagues paint of
view.

X You don't say "thank you' when il's 2ppropnate,

X You knowingly use the Health Board’s resources for personal gain.

\ X You inappropriately use your mobile phone and laptop at meatings. y

What Hywel Dda will look like with these values embedded?

With Lhese values embedded into 1he organisation it will bring a more open cullure in which we can
communicate and share the wonderful wark achieved by 1hls Heallh Board. The organisation requires
its employees ta become brand ambassadors 1o promote why external candidates should be looking 1o
join us. A culkure of openness and hanesty will bring grealer support for each ather and lor rew ideas
and ways 10 work. The arganisation will be one thal recognises mistakes as learning apportunilies,

1

Examples of behaviours that fail to demonsirate Integrity, Openness and Honesty are outlined
belovs

X You are sacrelive and cannol admit when imistakes are made.

X You allow personal issues to have a delrimental effect on your performance without seeking
supporl.

X You withhold inforration that ceuld damage emplayee, patient and public confidence in
the Health Board.

X There are no apen and henesl relakianships which can lead 1o mistrust and a Jack of
respect.

¥ You stick relentlessly to your own agenda with na regard to others thaughts ar opinions.

X Individual’s performance needs are nol measured and discussed so they do not gain suilable
development for their career aspirations which would benefit the organisation.

X There are no appropriate challenges lo anyone wha behaves ouside of these Hywel Dda
values, s0 there Is no ppportunity for them to change these behaviours to those we expect.

k X You crilicise for 1he sake of it and offer judgemental feedback. y

When the values are not demonstrated

"

HAMne L

Integrity, Openness and Honesty V',

This walues graup ensures that we choase Lo do Lhe right thing every lime.\We are
wransparenl and accounlable for our actions and plans and thal we are trulhlul in what {

we say and do.

CORE

What we do day to day
and is expected of 2ll 1t's
integeal to the ONA of the
organisation.

+ Propriety, truthlulness and
a sense of decency is your
motive in all you do.

ADVANCED

How we change the way
we work to create a
posilive experience.
Demnonslrate a posilive
impact an patienls and
services.

+ You have cousage to speak
ugp andl rakse concerns Lo
the relevenl personnal.

EXCELLENCE

Values are embedded in our culture and
hecoma hahit, We lead by example and
ovidence what we da.

# You promete a culiure of apenness and
ensure it is part of the qulture within your
team and the organisation, and this is
recagnised and apprecialed.

¥ You are confident 1o be
able to report and
acknawdedge mistakes and
ensure thal you learn from
them so they are not
repealad.

 Yau foster an environmenl
that supports colleagues 10
reflledt, leam and improve.

« You sel an exampla that encourages
apenness and honesty in reporting
adverse Incidents and near misses ard you
actively toster a cullure of learning and
improvernent from these. You are able 1o
evidence 1his positive culture.

# You are open ta
improvement and change
for the better and foster
brust in patients and
colleagues

< You Imparl trust and
ownership af changes and
Improvements 1hal are
made by the arganisation.

 You actively seek ways ta davelop
individuals and services Lo improve patient
care and 1he oiganisalion crealing a
culture of rusl,

# You share ideas and

# You demeonsirzle an

# You create 2 culture of knowledge sharing

patients and colleagues.

knewfedge o help support understanding where Lhroughoul teams and services for the
coleagues and create a shared knowdedge can Denefil of arganisational development and
sense of cohesion. benefit patients and other a sense of logethernass,
services.
# “fau share appropriale " You kok la ensure that o You build nelworks kacally, cegionally and
communication with communication 15 ted nallonally to help provide support and

appropriately to intsmal
services 1o improve
communication strategies.

expertise by driving agendas, shaping
services and addressing concems and Lhe
impact is evidenced.

+ ou loak to gain regular
teedbadk on performance
to Tmpiave your
cantribution to he
grganisalian.

¥ You reflect and loak 10
‘build on any ranstruclive
feetdback to further develop
your skills and thase of
whom you work with,

# You ceeale a culture of reqular feedback
which pramales perscnal development
through a number of sources and
organisaligns,

# You feel canlident 1o be
able ta discuss any parsonal
or professional issues
within an emironmenl of
st that may impact on

your work.

# You fadlitate a sense of
belonging and create
solutions collectively 10
jssues impacting on wark
50 thal you and your

collzagues feel supported.

« You apply an open door palicy where
emplayeas feal comionable to tatk and
you can evidence positive outcomes of
Lhis peficy far the organisalion 2nd those
yorn work with.

Caring, Kindness and Compassion
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This values group allow us La feel and show concern and empathy for people that
nead supporl. Where you feel sarrow and regret for the suffering and misfortune for /
patients, colleaguas and teams, with a desire to help them in any way you can.

CORE

What we do day Lo day
and is expected of all, ic’s
integral ta the DNA of \he

« Decency Is integral in afl
you do. You provida
indiidual care and weat

ADVANCED

How we change the way
we work to create a
positive expertence,
Demonsivate a positive
impact on patients and
services.

# Yau rautinely encourage
and develop olhers to be
allenlive, sympathetic and

EXCELLENCE

Vialues are embedded in aur culture and
berome habil. We bead by example and
evidence what we do.

# You ensure a culture where everyane is
Ireated with decency and underslanding
where compassion is fundamental te you,

organisation.

othars as you would expect cansiderale and foster your team and the organisation.
to be treated these values.

¥ You share complimenls + You forward compliments | & You & these values where you
with colleagues, and suceass Le relevant are able o lofluence and change ina

pecple and celebrate ccllaboralive manner 1hat Is of mutual
succass using this as a benefit.
platform for developmenl,

# You care ta lisien when o You should be able to give | v Your afways ensure you are actively
people zre speaking 1o you full concenlration 1o what participating in any discussions Lhal you
and are atlentive and is belng said and respect have,
underslanding of their differing views.
igwrs.

o« Yau care that peapte are  You proactively manage the | # You manage Lhe envirenmen 1o ensure
safe within the organisation | emvironment you veorkin to | safely is maintained at all times. You
and that you always ensure safety and wellbeing [  anticipate risks and ensure a plan o
consider their wellbeing. of palients and people. manage Lhem and are able to evidence

impacl on wellbeing,

/ You offer suppart toyour  { # To proaciively think of ¥ You proaciiwly recognise and celebrate
colleagues when it appears tirnes where suppor! will be | fodividual and leam succasses.
itis needed. afvantageous 1o

colleagues.

 Yau care about the public | # You champion the Heallh | # You proaclively seek opportunities 1o

perceplion of the Board extemally. promote Lhe work of staffl and the

organisation Lo build a balanced
repulation focally, regicnally and
nationally with evidence of Influence and

impacl on wellbaing.
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What Hywel Dda will look like with these values embedded?

With these values embedded into Lhe organisation it will pravide us with a workfarce wha cares lar its
pafients and for each other. Hywe! Dda needs 10 be an organisation that buly cares and supports each
olher through good and bad times. Each emplayee should feel empowered to help build the
organisational reputation and help it become an employer of choice.

1

rWhen the values are not demonstrated

Examples of behaviours that fall ta demonsteate Caring, Kindness and Compassion are
aullined below:

A You pravide care that is inappropriale to the patient.

¥ ‘Yau ignore colleagues whe need support.

X You wilhhold posilive comments that would benefit olhers.

X There are limes where informalion is lale in being cormunicaled,

X You do not lake responsibility to ensure a sale ervironment for people.

X Individual’s and teams are not recognised for the wark they comiplete.

X You do not offer suppart for people.

X You do not play an active part al eventsimeetings.

\.
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(@ SUCCESS

How will the values be measured?

His expected thal our managers will deliver excellence in all behavioral frameworks These
prindples will be complimented by 1he Health Board's Manager’s Standards and the
Management and Leadership Development Programimes.

Review them at your and your staft’s annual Performance Appraisak Developmenl Review (PADRY.

Reflect on your practice and ask yourself: Are you behaving in such a way that lives up to
the values and showing leadership?*

Ask for feedback on your behaviaur 360 degres,

Give limely feedback ta others.

Seek patients views and act on their responses.

Speak up when others are nel demanstrating the values.
Through all polides within the Health Board.

Recruit using our values.

Using formal aclions i.e. employee relations. Staff surveys,
Via social media —Twitler, Linkedin, Facebook and Glassdoor.

.

rwhat is the cost of getting it wrong?
We run the nisk of:

Palients, their families and the public not gatting
1he service they have the right to expect.

The Health Board daveloping a poor reputation
within the community.

People feeling anxious and unconfident about
dealing with us,

Skilled bt unhappy staft leaving - leading 1o
inaeased costs in staff recruitment and Iraining.
The time it Lakes 10 complete a job increasing as
"geod will’ reduces,

(@~

/ Qur values cannot just be
words on a page; they need
to be in our DNA. They need
to underpln everything that
we do and should reflect the

/ day to day behaviour of

everyone n Hywel Dda,
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Manager

Wellbeing Matters

The aim of Manager Wellbeing Matters Is to provide guidance ko support

managers’ pwn wellbeing and the wellbeing of others.

Key wellbeing priorities during employment

Keep calm
and Recruit

Employment
Journey

Walcome

One of the NHS Wales Core Principles is we value all who work
for the NHS. The wellbelng of our workforce is paramount to
delivering effective patient care so we will strive to encourage
work satisfaction, and enable you to feel safe and valued, In
the hope of supporting your wellbeing.

®

What is your role as
manager in relation to
wellbeing?

As a manager or team leader, your
behaviaur and decisicns will potentially
have an impact on the health and
welibeing af the team you lead.

Your role Indudes:

= demonstrating and promoting the
Importance of the health and wellbeing
of team members.

= creating conditions where the health
2nd wellbeing of your team can be
supported.

Don’t just do what's required of you, try
te find Innovative ways to engble your
team to be more proactive when it comes
ke health and wellbelng - talking to your
people Individually to get to know their
interests and needs Is key.

What are some key things I need to
be doing?

« Bring your *whole self to wark,
especlally when you're Interacting with
your keam. We all come to work with
2 sulte of skills we use to successfully
navigate through life - make sure you
are uslng these skills In the workplace.

+ Agree with your tkeam what vou all
understand wellbeing to mean.

+ Take an active role in accepting your
responsibility for your own wellbeing
and appreclate the impact you have on
those arcund you.

+ Engage your pegple to take positive
steps o Improve thelr wellbalng.

EAdanu L

What Ildeas do they have?

Come up with ideas on ways to
Improve wellbeing.

Coach people toward their own
wellness/health goals,

Maodelling behaviours.

What should I expect from my
manager?

Suppart

Information

Time to Implement initiatives
Safety from blame

Clarity of role

Honesky

Knowling where I stand

What do my team and others have a
right to expect from me?

Signposting/support

Initiative for provislon of creatlve Ideas
in collabaration

Rola madel for positive behaviours

Taka responsibllity for communicating
health and wallbelng messages and
Inltlatives

Nat placing vnreasonabla demands

Avoid externalising responsibllity,
blaming athers, ar Internalising and
blamming self

Role model at team briefings by use
of an enabling style as opposed to
command and control. Build your skills
and abllity to use a mix of managment

#WellbeingCymru

. @ @ @ styes.

= Develop goed relationships with
pecple via regular team meetings, by
identifylng any |ssues or prablems as
they arise and provide support with
aarly interventions, where appropriate.

+ Kindness and consideration far others

s Encourage innovation and sharing of
good practlce

« Recognlse stress In self and athers,
and access and provide appropriate
signposting support ana training

+ Willingness to learn from rmistakes and
say sorry when needed

= Provide clarity of role to self and
others

NHS Wales Core Principles

A our athens and
ol i veryieey fr

r wellbeing &
prevention
T

1

"
-2

’

Wa work I partenh
5 lyapmois

Enceurage people to ralse concarns o
enable early Intervention

Be courag.euus when faced with
difficult cholces and <anversations,
rather than aveiding them

Strive to always maintain compasslon
to athers

Role model organlsatlonal values
The courage to ba apen
To have it acknowtedged in a

thoughtful way when things are not
golng welt and need to be addressed

W ralinch on out
wapurisnies o i

“?

value all §

6 Wa waluw 2kt pho work
Farha mps

Attract

The NHS Wales Natlonal

Health and Wellbeing

Programme Board propase

the pledge Is Included in

all Job adverts, and the responsibllites
as set out In the statements below

are taken Into account in all managers
role responslbllities and/or specifically
outlined In PADR objectives:

Pledge

One of the NHS Wales Core Principles
is we valire all who work for Ehe NHS.
The weflbeing of our workforce Is
paramount to delivering effective
patient care so we will support,
encourage and enable you to achieve
a healthy and happy lifestyle.

Statements
Manager Respensibilities

Ta sugport the wellbeing of the workfarce
and the values of the organisation, all
NHS managers musk have: -

« Apility Lo assess the health and
wellhalng needs aof staff, and
awarenass of support mechanisms to
slgnpost staif when appropriate

« Commitment to engage Ln promation
of wellbelng informatlan to enable
staff to achieve a happy and healthy
Yfestyle

Development Measures

« Demonstrate an abflity to adapt and
learn fromn adversity

= Ability to reflect and seek appropriate
suppart when necessary

Abllity to support the wellbeing of
teams and Individuals

Self-awareness of cwn needs and
vulnerabilities

A biapsychosoclal understanding of
health and wellbeing

®O® iLReOO0




Keep calm and
recruit

Kaep calm
and Racruil
e

When interviewing for
roles within the NHS,

it is vital that candidates
are asked questions relating ta
organisational valuas ang the hezlth and
wellbeing agenda.

Example value interview questions

@ - Tell us about a time when you had
to suppart an employee and were able to
demonstrate compassion?

Q - Describe a situation where you
helped motivate someone to improve his
or her performance?

Q - Tell us about a time when you felt
compelled te exprass an unpopular
viewpolnt te malntaln your Integrity?

Q - Can you glve an example of when
you‘ve been able to demonstrate your
organisational values?

Example personal well being
questions

When recruiting rales with managerial
respansibillties, there is also a need for
the indivikiuals to hava an understanding
of thelr cwn well baing and emational
Inteligence.

Q - Tell us about a time when you had to
dlg deep to remaln compasslonate when
dealing with a high-pressure situation?

Q - How do you balance the demands of
your lifa?

(Q - What energises and excites you?

Q - What makes you happy?

() - How have you supporked someone
else’s wellbelng?

Example team well being questions

(3 - How will you promote health and
wellbelng in your team?

(2 - Tell us of a time where you have
coached a team member or colleague In a
welibelng Intervention?

All managers need to encourage a
suppartive work environment, healthy
lifestyle choices, nutritional or exercise

campafgns and other well baing Initiatives.

During a selaction pracess, candidates
for managers rofes should be able to
demonstrate the followlng:

+ Recognise oppartunitles to suppaort and
educate people abaut the benefits of
health and wellbaing Inltiztives, and
slgnpost to sultable Interventions.

= How they can act as a change agent
and role model in buitding a culture of
wellbelng,

= How they can spot the signs of stress
= How they would proactively mitlgate or

offset events and behavtours that may
trigger stressful reactiens.

Recagnition of the slgns of pressure
within thelr team and how to take
appropriate actlens

» How they would adopt behaviours that
prevent stress in the workforce and,
simultaneously, create and sustaln
a working enviranment that enables
the workforce to thrive and produce
consistent performances.

Welcome: How will Velcome

you welcome a new
employee? ‘

Intraduction

Research over the past 23 years clearly
indicates that a key factor underpirning
employee wellbeing, performance,
sabisfaction and engagement is the
quality of their relatfonship ta their
manager, thelr peers or colleagues, and
their employers (the organisation)}. Like
any relationship lasting impressions are
formed qulckly, the same Is true of our
workplace relationships. As such the time
when a new employee joins the team

or department is a prime opporiunity ta
form a strong relationship. The Impartant
aspects of the newly formed employee

J/ manager relatlonshlp are not that
much different frem so many of our non-
prafessional relatlonships. However, the
biggest difference Is that the manager
symbolically represents both themselves
and the organlsation. Another important
difference is that implicit in this
relationship Is the [ssue of power, which
almost always leave the person with

the least power feeling some anxlety.
Even though there are many slmilarities,
and also Important differences In how
relatlenships are formed and sustalned in
and outside of work, what we conclude
is that these bonds are very Important
and within your glft 25 a manager to
nfluence. Therefore haw you as a
manager welcome a new emplayee
becomes increasingly important,

and often highly symbolic of how the
professional refatienship will develop or
not.

Links ko local Health Boards and Teust
web pages.

Links to Learning LMS: ESR e-learning

Glving thought to how the new employea
experiences thelr intreduction to you and
their new working environment is to be
encouraged, as all too often new stariers
are elther Ignored, over whelmed,
intlmldated ar simply not consldered

by busy managers. Although stage
managing thelr entire Introduction Is
unrealistic, there are key milestones {or
opportunitles) to bear in mind.

First Contact

This is often via email or formal written
letter. It may be worth thinking about
how they have experfenced the pre job
process, including screening, Interview
ar other points of contact with you or

tha organisation. It may be worth asking
yourself If they have any pre-existing
bellefs, or IF they have had any past work
related experiences that may influence
thair Intreductlon to you or your team.

Starting Day

It is not unusual for new starters Lo be
booked onta fermal Induction before
meeting you or their new team. Give
thought to this process and perhaps try
te ensure they meet you first, ar at least
that they are made to feel welcomed

and wanted, before being sent onto any
courses or dropped Into a work stream or
case load.

lole) BE OO0 o

The First Week

Giving though to their first week will help
you try and shape their experience, and
form that all Important relatlanship, It [s
warth giving thought to how you want the
new starter ta fesl during this first week.
Research shows that emplayees respand
well to clarity (knowing what they are
expected ta do, when and where) as

well as some degree of autoncmy.

They also respand well to clarity of
baundaries — any new relatianshlp brings
with It urcertaintles around where the
boundaries lay, The first week Is 2 good
opportunities to help the new starter
understand these boundarles {both the
hard and soft ones) In a way which allows
them to feel safe rather than controlled.
A good example woutd be ko have a
conversatian about tearn cultural rules
around workling expectations and time
{e.g.: we all wark hard but are not rigid
with time management so please don't
feel you need to let me know where you
are all the time}).

Beyond the First Week

In reality new members of staff have a
ralling “formal” Induction which lasts long
after the first week (Including statutory
and mandatory tralning). Jt is Important
to help them Lo understand the relevance
of this farmal induction and also detall
their informal induction - which will
include meeting calleagues, learning

the job, building a case load, or stmply
becoming familiar with the environment.
This Is a tme of heightened anxlety and
uncertainty for the new starter as they
tey to work out where tha goal posts are
{e.g.: what Is an acceptable standard,
how do you respend to fallure or error,
how supportive are the team, can they
actually do the woerk). Be cfear about your
expectations and also acknowledging

of their anxieties can be very helpful in
Building a strang relationshin.

In essence they are trylng to determine
how safe they feel and what are the
limits of their capabllzty — as a manger
you can help them and strengthen

the relatlonship by having open
canversatlons about these Issues, and
clarity around local / team boundaries
and your expectations of them. Anxiety
always grows when there Is uncertalnty,
aspeclally for those with less famillarlty
with the warking environment. As thelr
confidence (and autonaomy) grows, and
the relationship strengthens, 50 you can
help them identify the demands of their
work and what resaurces they might
need to sustain their wellbeing.

Learn

Leam

Ustng a Reflective
Journal to support
my role and ongoing
CPD needs.

Daveloping emotlonal Intalligence

to support managlng others in the
workplace — The kay components of
emotiona!l intelligence—self-awareness,
self-regulation, metivation, empathy, and
social skill, Using a reflective journal to
support the role of being a manager.

Responsihility:.....ccoovmieimvirieninnan

Self awarenass

What do I feel/ think akout myself in my
role and workplace?

What de [ feelf think in relation to
members of my team?

‘What do 1 feelfthink in relation ko my own
manager?

What have 1 noticed about the way I have
respended emotlonally/physically and
behavlaurally to starting my new Job and
settling Into post?

What do 1 feel/ think about my working
environment?

What Is my natural position in a graup,
and how does thls Impact on my role as a
manager?

Sell regulation
How have 1 managed my emotional and

psychological responses during my first
weeks in post?




Evndance. \L

How have I responded to feeghack?

What aspects of my role cause me to fee!
de motivated and deskllled?

How have a respanded to challenges?

How have [ respanded te meeting new
people and adapting te my role?

Which members of my team do I relate ta
and feel mativated by?

Are there members of the team who 1
struggle ta feel motivated by?

What stresses me unhelpfully?

Motivation

What aspects of my role have I felt
enthuslastic and energised abouly what
do 1 feel passionate about in my role?

Who mast Inspires me at wark and who
do 1 admire?

Stay Ster

The nature of working In Bw
the NHS means that there

are tmes where you will

face challenges. It is Important

that you are supported and aware of how
to manage any pressure ¢n a dally basis.

Ensuring a supportive community around
you Is important. Know!ing who to go to
for advice and suppert is helpful in any
role, especlally If there are times where
you could be struggling.

Your role can be difficult In that there
may be times of pressure from all
directions. Yau wlll need to feel an
appropriate amount of psychological
safety In your role in order to speak out
when things are getting too much.

What is Psychological Safety?

Psychalogice! safety, In 2 work capaclty, Is
all abaut creating environments In which

-

The rauic te
wstablihing
paychalogieal

safety beging
with the 1ram’
lrader.

the evidence

What are the key differences between
situations and peaple [ feel motivated
and de motivated by?

Empathy

cog pathy—the ability to d
another person’s perspective;

antotional empathy—the abliity te feef what
someene else feels;

empatiic concern—the abilfty to sense what
another person needs from you.

employees feel accepted and respected,
People who feel psychotoglcally safe tend
tc be more Innovative, leamn from thelr
mistakes and are motlyated to imprave
thelr team or organisation. Psychological
safety drives effectiveness as It insplres
a leamning culture beneficial ta any
Indiviiual and the organ|sation.

The points balow may glve you some
polnters about your awn psychaloglcal
safety:

« Can yau take risks by sharing |deas
and suggestions without fealing
embarrassed or insecurat

« Can you speak out when they are
struggting with any aspects of the
role without self-doubting or feeling
ridiculed?

= Do you feel supparted, or do you feel
undermined and alone?

Belng a manager is highly emationally
demanding - do you fully understand the
demands of your work? {if so what are
thay?) and do you know what you neec
to maintain your capabllity of the work
and thrlve over time?

Lisk sorme names of your mentors,
coaches or services that will support
yau at times of difficulty - you can
contact your Learning and Develapment
department if you wauld like to explore
this aption:

List sorne names of your mentars, coaches or services that will suppart you at times

of difficulty -
Name Rale

Telephone Emall

What do 1 understand about how to use
my empathy in my role as a manager.
Give an example of when this has been
difficult to do and an example of when
this has been much easier. What were
the key differences in these situations
in terms of myself/ others and my
environment?

Soclal skills

How well do | generally communicate
with others? glve an example of this:

Social skills - who in my team da 1
connect and communicate with most
effectively?

Whe In my team do I struggle to connect
and communicate with?

Glve examples of both

for a word vel

aurnal

Manager Guidance

There are many fackors that impact

an our health and wellbelng, inctuding
factars such as lifestyle cholces and
work-life balance. Though many such
cholces take place outside of the
working environment, many will impact
employees at wark.

Whilst as a manager you cannat directly
Influence all the factors that wilk Impact
on the health of your staff, the personal
development review presents an
opperunity to have (or [deally continue)
a conversation abaut staff health and
wellbelng.

This might Include recognltion of
difficultles, Idantifying control measures
to put into place to reduce work-
related stress and / or enabling staff to
access appropriate supports {for work
ar personal 1ssues}. Promoting staif

wellbelng actively demanstrakes the value

of “caring for each other” thar NHS Wales
Health Boards have signed up to.

As such managers need fo be aware
of Indicators of stress and to consider
emottonal and behavloural slgns or
changes In Individuals as well as whale
teams,

Prompts that can encourage this part
of the personal development review
conversation could include:

= How are you generally and how are
you coping with woirk?

* How do you rate your work/iife
balance?

« Have there been any Issues that
have consistently Impacted on your
emational wellbeing ' the past year?

What are the key differences In these
sttuations in terms of myselff others and
the enviranment?

Moving forwards

‘What have I learnt about myself in my
first week at work?

What have I learnt about myself In my
first month at work?

What have I learnt about myself In my
first 3 months at work?

What do [ understand my role as &
manager to be?

What da I feel are the 3 most Impartant
elements af being a manager?

What am I goling to change about the
way [ manage my team as a result of this
learning and self refection?

More spaclfically, how ara things with
regards to: your workload, the way In
which you do your wark, how supported
you feel, your relatianships in wark,
clarity over your role and any currenk or
pending changes?

» Is there any support that you need?
What might make a difference?

» Ase you aware of the employea
wellbelng supporis avallable within the
HB and how to access them?

« Additionailly, as a role madel of the
NHS to the wider community, |s there
a wellbeing related goal you can
Identlfy? (Refer to healthy lifestyle
choices and the 5 ways £o wellbeing
- be active, connect, keep learning,
glva, take notice). This neads ta be
adapted as appropriate depending on
the starting polnt for each employee.
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Goodbye - how to
manage your people
when they leave

Goodhy2

It's always disappeinting

to say goodbye to any valued team
member but this is an opportunity for
organlsatlons to seek aut the specific
reasons for the person leaving,

Exit interviews are the means by which
organisations capture this information.
When anyone completes an exit
guesticnnaire, there is & need for health
and well being questions to be asked, to
ensure that people are leaving for the
right reasons.

For Instance, some factors found to

be assoclated with employee turnover
Include Job satlsfaction, work pressure,
flexible work options, apprapriate

training, experience of viclence, sbuse

ar kullying from patients or colleagues,

a well-structured team envircnment,
quality of line management and feeffng of
waorking in a safe envirenment

As such, organisations will want to learn
which areas they can develop to stap
quality employees from leaving.

For those employees who have come to
the end of their working life, Ehere Is the
oppaortunity to access courses to support
a positive retirement. Parilcipants will
be enabled to conslder a wide range of
retirement related matters Including

tips on how ke make sure assets go to
those they choose they don't pay more
tax than s needed, as well as & basic
understanding of Investment strategies
for those In retlrement and how to reduce
investment risk.

Links to pre-retirement and related info

It Is recommended that Staff Wellbelng needs to be Included as a mandatory

objective within PADRs. a.g:

Objective 5 Core ar

Ambitiaus

Mandatory (all staff}

Discuss work/life
balance, awareness
of Wellbelng Service,
current workload.

Target Date Action

Record
Proposed by  Summary of
Reviewee Progress

(Haw this will be
achieved)

. Useful Links

to see our wallbelng matters documant which cantains useful links on

Click nera
wellbelng and the gutdance that support It.

@O®

Contacts

Email
Email
Emall
Email

Qur purpose and outcomes

The purpose of our group is to;

ealr suppark for Health

g on develaping
health and wellbeing (pr
rather than cure)
Support NHS Wales organisations
mare easily ac
Corporate Health S

Our Story

roducing our Network

I time, there has b
ct groups and
g on Health and

e fully

If you wish te contact the n
Email: Claire. Smithi rale:

NHS

WALES
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INDUCTION PROGRAMME — CARMS

Welcome Day 1 — 2019

Eidance (&

8.30—9.00 BANK HCSW INFORMATION Bank Team

09.00-9.10 COFFEE and REGISTRATION

09.10-9.45 WELCOME, INTRODUCTIONS and OVERVIEW OF THE HEALTH | Induction Facilitator
BOARD

9.45-11.00 ORGANISATIONAL VALUES, PADR, PAY, FRAUD Induction Facilitator

11.15 - 12.00 PERSON CENTRED CARE "Strategic Partnership Team
12-.00 - 12.25 WELSH LANGUAGE Welsh Language Officers.
12.25-12.40 CHARITIES Charities team

13.16-13.45

PATIENT SAFETY

AS| team.

13.45 - 14.00

HEALTH SHEILDS

Health Shields Representative

14.00 - 14.15

EVALUATIONS, ANY QUESTIONS AND CLOSE

Induction Facilitator
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Evidence Number 15

Activity 2 (L0O2)

Evidence of providing information — Workforce Planning with Medicines Management

The Health Board’s Head of Medicines Management contacted our department for assistance on
workforce planning and role redesign.

My line manager and I met with the Head of Service to ascertain aims/goals and discussed who
would need to be involved and how we were going to go about doing this. The head of service
had an idea as to how she wanted the service changed but it was important that we discussed
matters with other staff members (Marchington, Wilkinson, Donnelly, & Kynighou, 2016). It
was decided that Bands 8a’s (senior management) would be best in the discussions as they
would have more strategic knowledge about the workforce and the work entailed. While it is
best practice to provide opportunity to all staff members potentially affected by change (Howlett,
2018), this decision was made by the Head of Service and not by my department.

Workshop was Organised and a plan for the content was made. The plan for the workshop was
fairly loose do too the fact that we weren't sure how the senior management would react, and we
needed to be flexible enough to ensure the session was a success. We decided that the content of
the session would include important (what is important to your role currently), getting to know
the patient journey and whete pharmacy enters and leaves that journey, who influences/impacts
on the pharmacy contact, and what activities are required at every step. This would tell us what
the roles could look like, how they interact with each other and what development is needed to
ensure the required governance is met for each role. My line manager and | co-facilitated the
session. We started off by iterating the reason for the session and what the aims and objectives
were for the session. It was important we had their buy-in from the start so that the right
information came from the session (CIPD, 2019). What we didn’t expect was that the item of
important became pivotal to the rest of the session as we could refer back to what was important
whenever there was any confrontation or disagreements, which did happen a handful of times
during the session. When it came to mapping the client journey, it became obvious that there
were many ovetlaps in roles and people were not working to their current banding which is
causing frustration and dismay. Due to the frustration that already existed it became easy to ‘sell’
a different way of working and we provided advise on the possibility of role redesign throughout
the department. Notes were taken throughout to gain managers feedback, these were documented
and provided to the department for dissemination and discussion with their teams.

Presentation notes and slides — Evidence number 16
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share the plans of each service over a three to five year period on how it’s performance and

aims to improve.

External Sources of Information

Welsh Government — performance targets are benchmarked across Wales and set for the
Health Board, for example in Accident and Emergency waiting times and GP to Consultant
referral times.

NHS Wales — performance targets are benchmarked across Wales and set for the Health
Board, for example in PADR, mandatory training, staff turnover rates.

ACAS - set performance practices that must be met, for example in handling disciplinarics

and grievances.

National Statistics — benchmarking set on a national level so as to compare against in various
asp'ects.

National Frameworks — set the guidelines for various level
on how to behave or what qualifications are necessary for
employees, for example the HCSW Career and Skills
Framework sets out what qualifications HCSWs are required

to have at various bands in Wales,

Professional Registered Bodies — these are codes of conduct set, for example NMC for

Nurses and Midwives and the GMC for Doctors. .
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Workshop: Pharmacy Team What’s of value/important?
Outline Agenda Different approaches Similar themes

= Identify what's important;
of value to you; for the
future of your service

* Map out Journey for a client
or patient

« Reflect on opportunities for
future services

* Agree actions to move
forward

Our client/patient... Mapping the Client Journey

Identify your cllent...
* Using page 60-65 cr “Our
Big NHS Change”

* QOryour own example:
define key characteristics...

Discuss:

+ ‘What happens now?

* Mapthe client journey...

» What could happen in the
future?




10/06/2019

Reflecting on the future service...

Access Treatment Discharge

Agree actions to move forward

Key themes emerged in discussion: Actions
R » Immediate

— Create internal lIst & network of
spacialists {staff list/contacts)

— Consider all aspects of workforce
development: planning, careers
pathways, rofes

* Look at JD's, scope of praciice efc

— Links across system:

Primary/Secondary/Communfty
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Evidence Number {7

Statement on 360-degree feedback

For my role I underwent a course to become a 360° facilitator, as the Health Board would like to
build a greater coaching culture.

I was asked to undertake a 360° feedback session on a service delivery manager that had
received a complaint against him, and a grievance had been taken out on him by subordinate.
While there are many reasons for having 360 degree feedback session, it is suggested that it is
better if a person wants to have one done for progression and development reasons, rather than
being told to have one as a form of performance management (Taylor, 2016). Nevertheless, as 1
was asked to carry one out, I did.

Once all invited colleagues had completed feedback on the service delivery manager software
automatically collates all comments and scores into one report. I downloaded the report and
ascertained what the strengths and weaknesses were, what the comments said, and what areas
may provoke or cause confrontation. It is a good report as they were constructive - negative and
positive — comments for me to include in the coaching session. The coaching session itself prove
to be quite a difficult one specially as service delivery manager didn't want to have the session
but was told as part of his performance management that he needed to have one carried out. he
was frustrated but the situation but recognised that [ wasn't part of the problem. You took the
time to listen to me and allow me to build report and as good a relationship as I could under the
circumstances. The service delivery manager believe that he was the victim that he wasn't liked
by his manager and that they were building a case to dismiss him. While he Wés appreciative of
the positive comments and scores that were given, he was focused on the negative. After the
coaching session had finished, I provided advice on the HR aspects of his situation and how HR

could assist him in the form of mediation and or conciliation (ACAS, n.d.).

Unfortunately, I am not able to produce any evidence to this performance management activity,
as all information is confidential, and the procedure states no aspect of the case can be disclosed
without the coachee’s permission anywhere other than in the coaching session(s). Below,
however, are screen shots of an example report produced and used as a basis for the coaching

session:
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‘Workforce ~5
Planning

I | Wi st Wyl

What does workforce
planning mean to
you?

Why is it important?

vvvvv

When planning becomes weak, organisations
become reactive, and tend to rely on hiring and
firing in response to short-run changes in
organisational needs, meaning longer term
investment, Skills and development can be
neglected.

Cindane \Q

GIG | rssermam g
N NS | BT

¢ To give an ‘i
introduction into
workforce planning

e Introduce the NHS

Wales Workforce
Planning Approach

e Discuss a workforce
planning
methodology

e Signpost to

Resources

Oufcomes

R o 'ﬂ

Definition

The aim of workforce planning Is te ensure that
organisations have a workforce of the right size,
with the right skills and diversity, organised in the
right way, within an affordable budget, delivering
the services needed to provide patient care to the
required quality standard.

(Woarkforce, Education and Develepment Services 2017)

What is it? w

Day 1o Day
Operation

Stratagic
Workforce

Planning
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Workforce planning covers:

e Designing the future workforce
e Developing the fuiure workforce
e Delivering the future workforce

It helps leaders and managers to prepare for future
changes, identify and plan for any gaps and
manage risk.

I = A=

S ol =
N S [ s

When do we need to plan? '

¢ Basicplanning levels
¢ Medium Term Organisational plan
+ Longtermn plan

Remember: Plana should be conslanily reviewad and Hexibla enough to
respond 1o changing requirsments and environmenls,

Q":Wé"fé‘s Workforce Planning Approach '

Integrated Medium Tem Planning !

QUG rbyin e T
DS | My tans

Benefits of effective planning

s Conlribute o ensuring patienl quality and safety by having the right skills in
Ihe righl place to delivar effaciive care

+ Help prevent stating crisls and shorifalls in service

» Encourage leam working bel 1 SBIVice provi across professions and
Health Soards

+ Make bost use of skills of existing and future siaff

« Allows for planning of educalion and Wzining needs across the whole
werkfarce

+ Develop new and more flexible career palhways

Modemise education and training

SN CIG | et byt :
A B

What can we do better
for our workforce
planning cycle (IMTP)?

methodology
| ]

T aatatn
s deyradd mainm ke
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Legislation and Policies

#%Lbﬁﬁaence based approach to 'I

workforce redesign

» Nurse Staffing Act

e All Wales Career Framework
e Delegation Guidelines

¢ Health and Safety at Work Act
» Welsh Language Act

Any more?

Qg
NER

R GIG arsiicomamings . .
={§}NH5 B Activity ‘

Workforce Planning .

et dechyd Bifprd
e
iy ek Road

Support/Signpost What do you need to do to ensure your service gives the
best patient experience/focus?
Who are your stakeholders?
o What should your service laok like in ten years time?
+» What new skills will be needed? {Training Needs
Analysis)
What new roles will be needed?
How will you assess quality?
How will you implement this? (stages}
How will you evaluate this?

- Strategic Workforce Planning

- Role Design

Apprenticeships

- Pathways into Professions from Schools

- Work Experience
- Volunteering

Rt == |

@ qig
NS

P d b Hitregel -
okt
Wbyt e .

Thanks for Listening

Resources

» Kings Fund Paper; Workforce planning in the
NHS (2015)

e Chartered Institute of Personnel and
Development Paper; Workforce Planning: A
Foree for Good, People Management, June
(2010}

e Chartered Institute of Personnel and
Development Guide: Workforce Planning. Right
people, right time, right skills (2010)

Any questions?

IkE = S50
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Performance Management

What is performance management? \

Broadly, performance management is an activity that:

« establishes objectives through which individuals and teams
can see their part in the organisation’s mission and strategy

e Improves performance amoeng employees, teams and,
ultimately, organisations

« holds people to account for their performance by linking it to
reward, career progression and termination of contracts.

Performance management should be:

» strateglcally allgned with broad issues and long-term goals

s Integrated with various aspects of the business and how
people are managed.

E— WL

P GG | psstuet bt
NI | oo s o

WALl

‘ Individuat Benefits

# Constructive feedback on progress against set
objectives and future objectives agreed.

» Career/personal development and training needs
identified and agreed.

® Training activities/interventions planned and
monitored through a Personal Development Plan.

® Assist with progression through gateways.

e Develop an enhanced relationship with line
manager/reviewer.

e Employee feels valued.

IS = AsDE

VI 20

LI | it bt

@’an B s ' wﬂ
Learning - -

e Definition of performance management.

o Understand the managers role in performance
management.

¢ Assess the need for constructive feedback.

e Ability to follow the performance management
cycle

¢ The importance of regular feedback {121's,

PADR)

# For your team member
+ Far you
¢ For our patients, clients

e QOrganisation

= =m0l

‘ Leader Benefits

» Opportunity to discuss performance, learning and
development requirements directly with individuals.

¢ Objectives are agreed which meet service needs as
well as Individual development.

e Opportunity to talk about all aspects of the job and
identify any concerns.

+ Develop an enhanced relationship with your team
member.

Im= Al
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i Benefits for Patients and Clients

FA—

Rt bdord B et
[*)
nkeriny Heath Reard

+ Effective patient care depends on having staff who
know what they are doing and why, and are fully
knowledgeable, skilled and developed to carry out
their work effectlvely.

* Appraisal and development and review processes
should ensure this occurs throughout the
organisatiocn on a regular basis.

« Effective appraisal and develapment contributes
directly to patient outcomes.

== AR

Leaders role in PPM l

As a leader it is important to first:

& Have clarity on what effective leadership looks like within
Hywel Dda.

# Have a sense of what good people performance
management {(PPM) locks like in practice.

® Understand what mechanisms and processes {if any)
already exist wilthin the organisation to help manage
performance.

# Reflect on professicnal relationships with your team and
see them as individuals.

® Role model values and behaviours to ensure appropriate
culture.

AN GIG | robinmamines
IERITY [y
N7 DHS | ey et s

WALl

*  Implemenl FDP

Performance
cycle

g Al

= Reftexivily

NHS [ oo

Celisd

iHealth Board Benefits

e A competent and highly motivated workforce.

& Staff performance is reviewed minimally on an
annual basis In terms of their competence
{Governance/Risk)

o |mproved productivity{financial investment)

o Valued, motivated workforce assists the organisation
in staff retention, employee engagement and job
satisfaction.

e Staff aligned to the organisational goals/values.

S Al

RS | s

When should it start? J
When should PPM take place?

If its not being
monitored, recognised
or praised

It is not happening. ..

GG | ikttt atpged
GG | eatic
HHS | U cansons

| Setting Objectives

+ Objectives are derived from the organisation’s
vision

+ Must relate to the key areas of responsibility in
the job and identify the areas of
improvement/change agreed for the next year.

+ Objectives help to provide clear focus for the
individuals.

+ Objectives are recorded and as a rough guide
should not exceed 8-10 in any year.

« SMART

@Fi[erence: P28 Supporting Dwe!up_maneﬁem In NHS Wales




SMART

To complete any PADR you will need to ensure
that all objectives are SMART

SMART

®©0 000

SPECIFIC MEASURABLE ACHIEVABLE  RELEVANT  TIME-BASED

jie] n.un-ik-bml
RS, [t ottt
)

Personal Development Plan

What is a Personal Development Plan (PDP}?
+ Personal: Individual, own, unigue, special féﬁi{%
) Pl
* Development: Learning, growth,
advancement
» Planning: Getting it on paper, preparation,
structure, measurement

.

A major part of performance managerment and an expression
of both the appraisee and appraiser's commitment fo the
individual's development

= Gl
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Constructive Feedback

Delegate Exercise

Ewndance 30

| Sz B |

Wnllng SMART Objectives

e your Objactive’s speic, 7 i 0 rom r dovhl @imul whal Fas T be pchiered 1 shondd B st
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Open and honest conversations

Ol [smtamamaritnes
ko
PILIS [ tons

Constructive feedback examples

How would you provide constructive feedback on
following scenarios:

& |f a member of your team seems disengaged.

« |[fa member of your team doesn't take the
initiative.

« When a team member is rude to someone else.

* When a team member has made a mistake.
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Listening !

* Concentrate on the appraisee and be aware of
behaviour, body language

« Do not interrupt
» Ask relevant questions to clarify meaning

+« Comment on points to demonstrate
understanding but keep them short and not
inhibit the flow of the speaker.

o Listen with fascination — active listening

The importance of the PADR p

Qg
Ml

The PADR is a management technique whose
objective is purely and simply to..........

e e Pif gl i
Pyt s
Haduers by ol Soaed

What is the point? .

RAISE PERFORMANCE

rocess [

Delivery of high quality patient care within the NHS
critically depends on every member of staff :

¢ Having a clear understanding of their role and
the part they play in their team.

¢ Having an agreed set of objectives for their work
to monitor performance.

e Ensure return on staff investment. ]

s Apply the knowledge and skills they need to
perform that role effectively and to achieve their
objectives.

e AP

» Provides a formal, structured, uninterrupted

As the discussion is documenled and filed it can be
referred back to in order to assess if what was agreed
has been achieved.

P = A0 T —- - |

How does it raise performance? l

opportunily to review and discuss an employses
performance and values.

¥ Sets personal objeclives

¥ Establishes training needs

¥ Opportunity to discuss future aspirations

ft Introduces accountabifity for both manager and employee

bacausa youta ned
[ve & parlormancs raview? fm o
e use I'm suppesed lo give onel™

1s this familiar?
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Core Principles

¢ PADR should always be conducted with mutual
respect.

o [t should always support motivation and
engagement.

e Individual objectives to support service delivery and
development.

» liis a continuous process.

o Self appraisal (reflection) is fo be encouraged and
necessary to develop.

o No Surprises or Secrets!
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Planning and Preparation

Both parties should prepare for the review
meeting beforehand if a successful outcome is
to be achieved

CHE | kst Pt
NHS | treresbesnnsomd

What am | meant to do? (What is the work?)
sRole descriptions
sLevel of Work
sTask Formulation/Assignment
How well am | doing?
ePerformance Assessment
sSalary Review
eTask Review
eYour health and well being
What future do | have?
ePotential Assessment
eSuccession Planning
«Organisational Performance Information

auest on!

S0 SIG  msmirirss
THT NHE | scsnaons
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Our PADR forms

¢ Redesigned to make it more LEAN and values
based.

o Two versions for core staff and leaders/managers
within Hywel Dda.

¢ Developed to encourage a conversation on three
primary questions for staff.

o Designed to raise performance and behaviours in

all colieagues.

= i el

Our Frameworks
The behavioural frameworks are s{:lit into three categories

Core - Whatwe do day to day and is expected of all. It's
integral to the DNA of the organisation.

Advanced — How we change the way we work to create a
posilive experience. Demonstrates a posilive impact on
patients and services.

Excellence — Values are embedded in our culture and
become habit. We lead by exampie and evidence what we
do.

its expected that our managers will deliver excelfence in all
behavioural frameworks.
FER = sxaDl

@,G'G T o
NS | oriemmsars ‘
Why should we be doing this?

As identified in the Francis, R. Report (2013), appraisal and
feedback was a key element of identifying issues, assessing
competency and making sure that individuals are given an
opportunity to express their views and create an environment
conducive to good quality care.

Research studies show strong and positive relationships
between better quality of care, service cutcomes, lower patient
mortality rates, increased staff engagement and the incident
and quality of development reviews

Makes sense!
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Reflection '

* Reviewed the strategic impact of performance
management

¢ The need for regular employee feedback.

* The benefits of effective performance
management using the performance cycle

= TG IV TR

GREENER

ON THE OTHER STDE,
1" GREENER WHERE
VAT

Thanks for Listening

Any questions?

Eniura the converiation
between the reviewer and
Idantify training and member of staff it regular
development needs to and effective for both
wypport abjectived 1et parties

Don't get bogged down
in detailed mech
Lhe procen

Give itaff recognition
for their achievements

and the wark they do

Eniura regulur cemmunication
take: place through leom
briefing and regukar 13c

M

Lo Ehe ob)ectives of

Workibert when
undertakenan @
reguler basis

Recognite the
importance and
value of the
protesi

ahe fure itaff work

the argdniration

4 e I
[
People performance munagameal
ookt

xa

oo

Further reading....
T P -
'Hﬂ'ﬂbﬂ! -]

@t




Firnduoan e )

What are values?

e Personal beliefs
e Feelings towards thoughts, objects and behaviours
« Things that are important to you

QI |ttt
NEES [ sars

Organisational values $

g { el D
[YE =t

What do we value

" »Dignity — Treating someone
as though they are significant
and of worth.

»Respect — Being polite and
have due regard for the
feelings, wishes and beliefs of
others.

»Fairness — Trealing someone
without any bias or judgement.

betird

Organisational values

Organisational value

> Integrity — Cheoosing to do

_ . » Caring - Feeling and showing
the right thing every day.

concemn and empathy for
others.

» Openness— Being
transparent and acsountable

about what we are planning
and doing.

3 Kindness - Being
considerate and helpful.

» Gompassion - Feeling sad
and sympathetic for another's
suffering, and wanting to
alleviate it.

» Honesty — Being truthful in
what we say and do.
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What could affect us
showing values?

¢ Prejudice

s Body language

* Jargon

e How we feel

e Pressure of work

e How people treat us

GG [ m sttt

o @‘

“"""WMost common cause of )
complaints in the NHS @

Staff attitude — poor attitude,
showing no values

ég; NHS T e et

Organisational value statements é ‘

Working together to be the best we ¢an be.

Striving 1o dellver and develop excellent
services.

Putting people at the heart of everything we do.

&gl

What is the most common cause

of complaints in the NHS? Yg

+ Waiting times
# Parking

e Clinical care

e Nursing

o Staff attitudes

o General facilities
(cleanliness)

* Food

@ Complamt ;;m

I =D

GG | sty Ptrpd -
e L
We value = Health & Wellbeing é }

Occupational health service
Psychological Wellteing service

Zero tolerance - Bullying & Harassment
Srmoking cessalion

Physical aclivity

Nutrition

Alcohol/substance misuse

Sexual health

Screening

I =, A5 De

2, OIG | it s i
[T o

Thanks for Listening

Any questions?
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What went well?

» In pairs discuss 3 things that went well over the
last 24 hours

¢ Feedback to the group

Management

Arabella Owen and Angharad Lloyd-Probert
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¢ To explore and gain
an understanding of a
Outcome range of change
management theories
and practical tools

What does change mean
to you?

A% GIG | pmsbranian e — ST
é"é‘iﬂ‘.ﬁ s s i éﬁ'}”ﬂs A s ﬂ
der? ‘ ‘Stages of change”

What do we need to consi : ]
_Trans theoretical model of behaviour change

o
Procantemplation Prochaska, DiClemenls & Norcross (1592)

TF B i
s R e cosonar

" N : D‘":W-m walld
9 Technological . . -

DU Where are your

. tegal .- . . o L) teams on this

S ; model?

I m Aol




Source of images @valnonen Buriati [WYTaaTe) Gan

i) g ]

N[ 1
Kotter's B Step Change Model ,

Establish a sense of urgency

Create the guiding coalition

Develop a vision and strategy-

Communicate the change vision

Empower broad-based action

Generate short-term “wins”

Consolidate gains and produce more change.
Anchor the new culture

@ NH s LN

Kubler-Ross Exercise

Denial

Anger
Bargaining
Depression

.i\ccéplanca )

Lewin's Change Management Model

y . »

<D

s To change a cube of ice to a cone of ice you must melt
the ice (unfreeze), then mold the iced waler into the
shape you want (change}, then solidify the new shape
(refreeze)

# By looking at change as a process with distinct stages,
you can prepare and develop a plan to manage the
transifion.

» Start by understanding why the change must take place.
"Motivation for change must be generaled before change

n occur." Lewin {unfreeze
Fl BRI GRT )

Kubler-Ross Change Curve ;

Kabler-Rarmodel

MOMAL & COMPETTRCE

% GG | rert it gl
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The Six Principles for Leading Adaptive Work

Satonihe Balcony
= A place from which ta vaserve tha patiams In lhe wider emvronment 25 well 25 that aver
the herizan (preraguieia far tha follawing five principles)

- Achallenga for which thera is na ready made lechnical answer

- A challenge whish requires tha gap behwosn values, belets, eftitudes and behaviours ta be
addressed

- May be a physkal epace In which adaptive work can be done

The relationship or wider soclal spacn In which adaptie work can be secomplished

nmantlSlE S Sy emenBUIS0LQG
+ Racuma rasponsiblity

= Usa thelr knovledge:
+ Support thelr afforts

= Craato tha hoal
- Sequence & pace the work  * Lise canfliel pasltvaly
* Regulate the disircas

« Waork svoldence

+ Keep people focUssed

[ Prolecithe voloes of Leadarabio lom baloe |

~ Ensuring everyone's yelee I3 heard is essentiel Tor willlngness to axpadmant and learn
- Loadors have lo provide cover to staff who poinl ta the Internal contradictions of the arganisetion

A Helets AL thr L ot e




Emotional Intelligence '

The emotionally intelligent are made up of 4 core skills:

RECOGNTION
Who| am

REGULATION

What | do Santmon & 24nd 3£ b
opsort

D GG o more '
NHE [ pans

Stakeholder Analysis -

Identify your Stakeholders

- Brainstorm; list all the people who are
affected by change, who have influence

or power over it, or have an interest in
its successful or unsuccessful
conclusion

Map your Stakeholders

L e

iy D8

Q}G'G gt o ‘i
NS |uitiriosm oma
Difference Between Intelligent Quotient (1Q)

and Emotional Quotient (EQ)
1Q EQ

* |1 b5 @ measure of an individual’s = EQ |8 a measure of emotional
intellectual, analytical and rationzl literacy
atililles

« il is concemed wilh sell knowledas,
« It is concerned with verbal, spatial, awareness and cognition

visual and mathematical skills;

» [Lgauges our ability Lo operale
successfully in circumstances
involving other people

« W gauges how readily we leam new
things and can retain and recall
objecltive Informalton

» L enables us to vnderstand and
« i enables us to solve problams reframe problems to enceuraga batier
through the application of prior solutions

knowledge

EEs = A

0I5 srsarores
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Leading change using Transactional '
and Transformational skills

Transactlonal {map) Transformatlonal
(compass)

A style based on the setting A style that involves

of clear goals and objectives  generating a vision for the

for followers and the use of ~ Organisation and inspiring

rewards and punishments  followers ta meet the

(carrot and stick) to challenges that it sets,

encourage compliance leaders ability to appeal to
the higher values and
motives of followers and to
inspire & feeling of loyalty
and trust

e ) :

Menilor Keep
Informed

Interest




""" Stakeholder Tem plate '

Slakehelder How &l Lhey How much ‘What s Lhair Row and whan

name and role measurg Inlerast and for | level af support? | willl
success? What | Influence do l.e. Advocates communics (e
dolhey wantto | ihey have? with tham?
sea?

&g Osian Litde nfuence  Nau " Hextmorth
Thamas, Ward . Facalo face
Clerk

&.9. Mali Owan, ) Hi&\.‘nuresland cats waat.ak h
Service Delvery influence Face la Faca
Manager

BHS | o rspcons e

“The only way to make
sense out of change is to
plunge into it, move with it,
and join the dance”

Alan Watts

Four ways to converse to achieve
change

1. Transformational
2. Transactional
3. Instructional

4. Informational

@qu|m;wnw - ’ﬂ
NHS [ty e
9 Traits of Successful Innovators

TN

P
Persunal\
<Tra[ts ;
R

Mental
/ Toughness

[EOITAS

The 4 C's of Mantal Toughness
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Wdmerity Health Sl
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» To explore and gain
an understanding of a

range of change

management theories

Outcome
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What / where next? !

¢ Find out about the wealth of change
management theories and teols available

¢ Courses:
- E.g. Academi Wales hitps:/academiwales.gov.wales
— |Improving Quality Together (IQT) Bronze {mandatory)

- Impraving Quality Together Sllver to provide you with
a range of tools to manage small scale change or
improvements

i oo
DTS | S bconbea

Thank you for listening
Dlalch am wrando

Any questions?
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Evidence Number 23

Witness Testimony (AG)

During 2019, I have met with my line manager, Shelley Dony, to discuss, and seek advice and
reassurance on issues with staff members’ performance on a number of occasions.

Employee 2

The supervisor had reported that there was cause for concern regarding Employee 2’s
performance. It was claimed that Employee 2°s work rate was slowing down and had an
increase in errors of late. The supervisor felt unable to discuss this with Employee 2 as she has a
disability, and these issues could have been due to that disability. This issue had obviously been
on the mind of the supervisor add as she was getting more worried last time went on, It had got
to the point where the stress the supervisor was under was aggravating her fibromyalgia. Just at
the point when the supervisor was going to talk to Employee 2, she went off sick. At this point
as the supervisor’s line manager I had to take-over the matter. Before doing anything, I went to
discuss the matter with Shelley to seek advice. We agreed that I would informally discuss
matters with Employee 2 to get find out more about the situation (ACAS, ND). Shelley was able
to advise me to ask questions in a mindful way about Employee 2’s health. This would be the
foundation of how to take the discussion forward. Shelley brought it to my attention that we
have an excellent Occupational Health Department who may be able to help Employee 2 should
the issue be due to their disébility and that we would need to make reasonable adjustments to
help — in line with the Equalities and Diversities Act (Gov.UK, 2015). This point alone
reassured me as [ could then offer help if the issue was due to disability as this could have been
an awkward discussion. Shelly also reminded me that I would need to conduct a thorough back
to work interview with the supervisor once she returned and discussed development needs if she
didn't feel comfortable discussing the matter with Employee 2. From the conversétion with
Employee 2 it appeared that nobody had informed her of the mistakes being made and therefore
she was unaware that there were any errors or any issues at all. This highlighted a greater need to
discuss performance and development needs with the supervisor after her return. Having been
able to discuss matters with Shelley before that meeting was definitely reassuring and gave me

the confidence to approach Employee 2 and carry out her annual appraisal.
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Evidence Number 18

Statement on providing training — Managers Passport Programme

As part of the Workforce Development Department, a number of us deliver sessions on the
HDAJUHB Managers’ Passport Programme and the Managers® Passport+ Programme. These are
programmes designed for middle and senior managers within the Health Board. The programme
is made of six sessions, all designed to help managers maximise the potential for their
employees, teams and departments — Organisational Values, Coaching and Mentoring,
Performance Management, Workforce Planning, Change Management and Performance
Appraisal and Develppment Reviews. These sessions all interactive, with a theoretical element
as well as a practical. During both the theoretical, but undeniably during the practical elements,
do managers disclose issues that they have met and are going through with their employees.

This provides good opportunity fof the other managers to provide their knowledge and

experience to help, but also for us as facilitators to guide, advise and assist where we can.

Presentation on Workforce Planning — Evidence number 19
Presentation on Performance Management — Evidence number 20
Presentation on Organisational Values — Evidence number 21

Presentation on Change Management — Evidence number 22
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Evidence Number 24

Statement on Feedback (DF)

As part of my role, I was requested by a manger to supervise his coaching style of management
on a staff member that was very anxious about her relationship with a colleague and it was
affecting work being undertaken. DF Told me that he was not very confident about how he
could help as he hadn't dealt with the situation before. In order to see how [ could help DF 1
asked if I could meet up with him and observe one of his coaching sessions with the member of
staff concerned, which he agreed to. Before the first session, [ obtained more information on the
matter, and asked DF what he planned on covering and how he felt about it. As this was a
session early on in this situation, it was planned that this would be a “scouting’ session to
ascertain the full extent of the problem before providing any advice later on. When the staff
member arrived, I merely observed DF conduct his session. I took notes while DF was
conducting the session so that I could feedback to him afterwards. DF was grateful for the
feedback given as it included constructive criticism and ways in which he could improve. He
was happy for me to come back and observe another session to see whether he had applied what
we had discussed and whether he had actually improved. This showed that DF value the
feedback that I was giving. When [ left DF, I typed up the notes and emailed them to him so that
he had a copy of, and could remember, what we had discussed. The next session I observed, DF
had obviously researched the advice I gave and was definitely applying it within his coaching
style of management. This is also evident in the reaction of the staft member as she was
comfortable and confident, satisfied with not only what DF had said but his manner of
management also. Once again, I took notes of the session as an aid to help DF further down the
line, then followed the same process again typing them up and emailing them on to him. Further
feedback from DF showed that this had obviously paid off as the staff member was now happier
in her work and the work being undertaken was no longer affected leaving the team more united.

DF verbally thanked me for my assistance and said that he would continue in this way.

Copy of the notes from the second observed session — evidence 25
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Evidence Number 26

Activity 3 (LO3)

Performance management is a framework bringing together a variety of principles, practices and
policies delivered continuously and holistically. It encompasses the setting of objectives, the
improving of performance, and accountability of performance, all aligned with the
organisation’s strategies and make-up (CIPD, 2018). It is suggested that this intricate
framework should be evaluated on a regular basis in order to ensure that its various aspects are
assisting the organisation, and not hindering it (Taylor, 2016). During this activity I have carried
out an evaluation on the Hywel Dda University Health Board’s Induction process, the
Performance Appraisal and Development Review (PADR) and the Mandatory Training.
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David Fretwell — Tuesday 14" February 2017 — Coaching Supervision

An appropriate room was booked for the session, local to both parties and easily accessible.
Although David and the coachee arrived at the same time, it appears that David had taken time to
prepare himself and familiarise himself with the notes from the previous session as he was able to
talk fluently about it, asking the right questions and summarising easily. David had booked the room
for a good length of time to ensure that they weren’t rushed nor were they interrupted.

David started off the session by asking how the coachee was and summarising the notes from the
previous session, as well as ascertaining how the coachee had progressed with the agreed actions
from the last session. The coachee hadn’t completed most of the actions from last time and it was
obvious by the coachee’s reaction that she felt guilty; however, David did not make her feel worse,
nor did he minimize the value of the actions, which showed a good balance.

After revisiting and exploring the value of the actions, which were agreed, David moved on and
asked the coachee “what would you like to discuss today?”. The coachee had two points that she
wanted to discuss; however, after talking about one issue she confessed that it wasn’t really an issue
any more and so didn’t want to focus on it. David asked “what would you like to focus on?”,
initiating the matn part of the coaching sessien.

During the session David was seen to be making notes on key points of the discussion, all the while
making good eye contact and taking part in active listening. The skill of active listening was
fundamental in this session as the coachee was emotional, talking a lot about sensitive issues that
had become personal to her. It was a difficult session to coach for that reason, but David managed it
in a professional manner without getting caught up in the emations of the issues.

While David did ask some open questions, he also made good use of closed questions on a couple of
occasions, when he wanted to gain clarification on what the coachee was saying or where her
priority was. As previously mentioned, it was a difficult session to coach as the coachee was a little
emotional and appeared to find it difficult to specify or separate issues, meaning she talked a lot,
often repeating herself. The coachee was stressed and frustrated, bringing up issues beyond her
control. In this situation David could possibly have asked a few more specific open questions to try
and focus her attention can calm the storm that was in her mind, though with how emotional the
coachee was there is a chance it might not have worked. While David did only ask relatively few
open questions, they were very good, such as “What would the ideal outcome look like, smeil like,
feel like?”, “what have you done already?”, “Why do you feel Tina2 is your priority?”.

During the session the coachee went back to negative feelings/speech a lot, focusing on things that
were out of her control. David did attempt at asking, though not directly, what actions she could
take. | could see that he wanted to guide her to the positive and focus on what was in her control,
but to begin with it appeared that he shied away from this; however, as the session went on, and
perhaps as David's confidence grew, he was able to challenge her more, without pressuring her, into
focusing on the positive. It was only when David focused on the options section of the coaching
model that the coachee was able to focus on her actions, and with that the coachee had her ‘light
bulb moment’ fairly early on and you could see the relief instantly as she had gained clarification and
control again.




David summarised the session, reaffirming the actions in her control, which they both agreed upon
with a sign-off date. Then David commended the coachee on her efforts before drawing the session
to a close.
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Evidence Number 27

Evaluation on Induction

Induction is an important time for new employees, a time to welcome the organisation and be
equipped with everything they need in order to start their jobs effectively (CIPD, 2018; HR
Zone, n.d.). Evaluation forms were sent out to the new staff members in June (2019) around six
months after their induction (in December 2018) to see how valuable the various presentations
were to the roles they were employed into. The morning presentations in the induction are
Introduction to the Staff Handbook, Overview to the Health Board, Values and Customer Care,
Information Governance, and afternoon are Welsh Language, Health Shields, Fraud Awareness.
This follows suggestions made by ACAS (ACAS, n.d.). The evaluations covered both the
corporate and local inductions.

Corporate:

Length is dependent on role — as little as 3.5 days for a lay admin worker, to as much as two
weeks for a Health Care Assistant assisting nurses with patient care. It is tailored to the role of
individual staff members, however, is still standardised approach across the four acute sites,

which follows suggestion made by many theorists (Reuteler, 2017).

CORPORATE

quite barely of no
invaluable | valuable some value | valuable value
Intro to staff handbook 3 3
Overview to health board 2 4
Values 3 3
Information governance 2 4
Welsh language i 2 2 1
Health shields 2 1 2 1
Fraud awareness 3 2 1

It is important to note that only 10% of evaluations forms sent out to new starters were refurned.
Feedback suggests that the presentations in the morning session are of more value than the ones
in the afternoon. Value = 50% invaluable, 50% quite valuable; overview to the Health Board =
25% invaluable, 75% quite valuable. Whereas, the Health Shield presentation = 18% of no

value, 36% barely valuable, 18% some value; both Fraud Awareness and Welsh Language =
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36% barely valuable, 18% some value. This is in line with Purcell et al’s findings that when the
organisation’s mission and values were embedded from the start the employees felt a ‘strong
sense of shared purpose’ and are likely to go the extra mile (Purcell, Kinnie, Hutchinson,
Rayton, & Swart, 2003).

Local:

LOCAL

quite barely of no

invaluable | valuable some value valuable value N/A

Uniform/PSE (if

applicable)

‘Orientation 4

Starter Paperwork _ 1

Details on job role

| Objectives

Wi W N B NN
jury

Wl Wl 5

Training

Should involve starter paperwork, tour of site, buddy/mentor system, introduction to the team
and any other relevant key staff, training for specific duties,

Feedback says

Recommendation for Induction

When inducting new employees, the aim should be to provide clarity in roles and
responsibilities, confidence to undertake tasks with mastery and connection to the surrounding
(Reuteler, 2017).

This suggests that more work needs to be done in order to make the afternoon presentations
more relevant to our staff members’ roles. It is suggested that if employees are overwhelmed,
bored or confused in induction it can lead to them being disengaged and less productive
(MindTools, n.d.).

Checklists to be made for local induction -~ doesn’t have to happen all on the first day, could be
over a month, over a year. Buddy/mentor (ACAS, n.d.)
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Evidence Number 28
Evaluation on Performance Appraisal and Development Review (PADR)

Performance management has often been acquainted with performance appraisals and/or the

handling of poor performance (Reilly, 2016). Unfortunately, this is not far from the truth when
it comes to HDdUHB’s training on the matter. The Health Board’s policy is that PADRs are
carried out on an annual basis with employees. These are the opportunities for the line manager
to provide a response to the individual’s performance against the objectives set the year before —
including the time taken and output from the activities, as is common to do so (Seabright, 2017).
Galli suggested that feedback should be focused on individual’s objectives and the tasks
necessary to meeting these (Galli, 2018).

Opportuniﬁes for learning and development are also discussed. This could be due to a
development need that is recognised from failure to meet an objective or an ambition from the
employee to progress. By investing in the individual through development, it allows individuals
to feel valued as well as an improved ‘resource’ for the organisation (Reuteler, 2017).

In the past couple of years, HDAUHB has changed the review form to include, not only out-put
only measurements, but behavioural/values measures also to ascertain overall performance. This
follows one of the current trends with performance measurements (Marchington, Wilkinson,

Donnelly, & Kynighou, 2016).

Current compliance rate of PADRs is 78% across HDdUHB; the performance target set for each
Health Board is 85%. This figure has greatly improved over the Yearé; however, there is query
as to whether this increase is due to pressure to meet targets or a desire to evaluate, commend
and develop employees.

The most recent staff survey,. undertaken in July 2018, shows that while 79% of employees (that
answered the survey) agreed that the PADRs conducted helped to agree clear objectives, only
65% claimed that they left the review feeling valued, 60% felt that it led to team effectiveness,
and only 48% felt that they were supported to progress/develop.

Recommendations on PADR

Continue with the annual PADR but also have more regular informal discussions with the
employee. Continuous feedback in the form of regular informal/formal discussions is a more
positive method of supporting the employee, making them feel valued, and adjust when

necessary before issues become large (CIPD, 2018). Regular contact and discussions may impact
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on the statistic that 27.8% of the absence reasons in the Health Board is currently due to
‘anxiety/stress/depression’.

It may be useful {o ascertain how manager’s feel about the appraisal process, either by including
this in the annual staff survey or by carrying out a separate evaluation. This could provide
insight into the quality of the PADRs and lead to further recommendations, for example a

change in the form/process and a change in the training delivered.

Lxample of a blank PADR — Evidence 29
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PERFORMANCE APPRAISA

L DEVELOPMENT REVIEW

LEADERSHIP/MANAGEMENT PADR

e eI s s i
My Name:
Department:
Review Type: Foundation Gateway
[]
Review
[
Review Period
Start Date: Final Gateway
L]

Manager Name::

Date:

Job Title:
County:

Passed through
Gateway
(if applicable):

Review Period End
Date:

Manager Job Title

My Pay Number:

Rk rerlafodn i |;‘-|-——:.‘_j;-‘l bt Rt ‘J_l» CLnlR AT l"l Fead

a) What has ge well fr me this year?

vl eghupitiapd iilzre, Girocusisiiog

b) What couid have gone better this year?

c) What are my career aspirations for the next 12 months?
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DIGNITY
A —

RESPECT

FAIRNESS

INTEGRITY
————

HONESTY
———

OPENNESS

CARING

KINDNESS
]

COMPASSION

5 P B
R Tabrpoisvobalilaode i

Core Dimensions

, 'i.[m‘ D

Foundation
Gateway
Level

Current
Level*

Comments/
Evidence

(C1)Communication

(C2)Personal & People
Development

(C3)Health Safety & Security

(C4)Service Improvement

{C5)Quality

(C6)Equality & Diversity

Specific Dimensions (identify the 3-6 specifi

¢ dimensions in KSF Job Outline)
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he next year 8 ke ectiv)

What are my TEAM objectives for the next year? (Max 8 key objectives)

What are my PERSONAL objectives for the next year? (Max 8 objectives). How do they
relate to the Organisational Values? (click here Hywel Dda University Health Board |

Values - Introduction for further guidance)

Putting people at the heart of everything we do

1. Ensure my team have achieved mandatory training updates within the year.
. Undertake regular 1-2-1’s and complete PADR with my staff.
3. Manage sickness absence in accordance with the All Wales Sickness
Absence Policy.
4. Regularly undertake team brief with my staff
5. Actively promote staff health & well-being within my team or the

wider organisation

Striving to develop and deliver excellent services

Working together to be the best we can be
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[

Iennr the heaingselw the Iarni & veloet needs reqired to
fulfil/maintain your j

Are you completing this PADR as part of the re-validation process? Yes [ ] No ]

If ‘yes’ please refer to Appendix 1

Are you a mentor of a pre-registered nurse? Yes [] No []

If ‘yes’ please refer to Appendix 2

FTEELS:

Please summarise

how the last 12 months has goe.
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review period, including any areas requiring improvement.

Provide a summary of your overall assessment of the individua

l's perrance durin the

I am committing to this by signing :

Date:

My manager agrees by signing :

Date:

Date of Next Review:
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