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PURPOSE

Mid Cheshire Hospitals NHS Trust believes that the delivery of first class services to the public is fully dependant upon the creation, development and promotion of the Trust as a first class employer. 

This policy statement commits the Trust Board to the over riding aim of providing ‘ First Class Services from a First Class Employer’. The Trust Board believes that both parts of this aim are equally important as to attempt to provide first class services without promoting the best employment practice would be bound to fail.

The keystone to best employment practice is to embrace equality and diversity.  This goes far beyond the requirements of employment law.  The Trust has adapted and adopted the principles of the General Whitley Council statement on equality and diversity.

The Trust is committed to building a workforce which is valued and whose diversity reflects the community it serves, enabling it to deliver the best possible healthcare service to that community - a service that embraces diversity, responding to differing patient needs and welcoming differing staff qualities that are the consequence of a diverse society.

The Trust is also committed to enabling each member of staff to achieve his or her full potential in an environment characterised by dignity and mutual respect.

The Trust recognises the adverse effects of institutional discrimination and seeks to guarantee equality of opportunity for all.

Equality of opportunity means that the diversity of individuals is viewed positively and, in recognising that everyone is different, valuing equally the unique contribution that individual experience, knowledge and skills can make.


Everyone who works for the Trust, or applies for work, must be treated fairly and valued equally.  All conditions of service must fit with the needs of the service and those who work in it, regardless of age, disability, race, nationality, ethnic or national origin, gender, religion, beliefs, sexual orientation, domestic circumstances, social and employment status, HIV status, gender reassignment,  political affiliation or trade union membership.

The Trust will strive to provide an environment in which people want to work and to be a leader in good employment practice.

STRATEGY FOR IMPLEMENTATION

To support this overall policy, a number of supporting policies and operational procedures (sections) have been devised.  Common to all these operational procedures is:

The need to challenge behaviours which do not meet the letter or spirit of this policy particularly, but not only, where such behaviour is demonstrated by those in positions of managerial, clinical or trades union authority.  By way of example, managers and professional staff will not be permitted to use operational demands as an excuse for treating others in a way which would be reasonably described as demeaning or abusive.

The need to invest in high quality training on equality and diversity.

The need to monitor equality and diversity.

The need to develop equality and diversity in partnership with staff in general and trades unions in particular.

The application of this policy and its supporting sections is subject to the Trust’s grievance procedure.  Breaches may result  in disciplinary action.  Deliberate discrimination or harassment may result in summary dismissal.

RESPONSIBILITIES

The Chief Executive is responsible for providing leadership to the Trust in the promotion of equality and diversity.  Members of the Trust Board, collectively and individually, are responsible for supporting the Chief Executive in this objective.

The Director of Operations is responsible for the provision of advice to the Trust Board on matters of equal opportunities and diversity in employment.

The Personnel Manager and the Training and Development Manager are responsible for the provision of support and advice to Executive Directors and Managers in their respective areas of expertise.

The Joint Consultation and Negotiation Committee is responsible for the review of equality and diversity in employment policy and performance and for the determination of recommendations for change.

Individual employees are responsible for:

co-operating with measures introduced by management to ensure equal opportunity and non-discrimination.

not themselves discriminating e.g. as supervisors or managers or as persons responsible for selection decisions in recruitment, promotion, transfer, training etc..

not inducing, attempting to induce or instructing other employees or unions or Management to practice unlawful or unreasonable discrimination.

not victimising or attempting to victimise individuals on the grounds that they have made complaints or provided information on discrimination.

not harassing, abusing, bullying or intimidating other employees, including their peers, subordinates or seniors.  This includes sexual or racial harassment.

informing management if they suspect that discrimination is taking place in employment decisions.

Managers, in particular, are responsible for:

making clear to employees the Trust's policy on equality and diversity.


promoting equality and diversity by their attitudes and behaviours.

ensuring that complaints under this policy are dealt with in a fair and consistent manner.

REVIEW

This policy statement and its supporting sections may be reviewed at any time by request of the Staff Side or the Management Side of the Joint Consultation and Negotiation Committee.  In any case, a formal review will take place by 31.3.2005.  The Personnel Manager will ensure that the arrangements for such a review are made.  Any recommendations for change will be made to the Trust Management Executive and Trust Board, following consultation with a view to reaching agreement within the Joint Consultation and Negotiation Committee.

Where sections below call for further policy development, this document will be amended to reflect such development as it occurs.
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SUPPORTING POLICIES AND OPERATIONAL PROCEDURES – SECTION 1

RECRUITMENT, SELECTION AND PROMOTION

POLICY STATEMENT

This policy statement and operational procedure sets out the principles and processes to be followed when recruiting staff and supports the training available in recruitment and selection and equal opportunities.  It forms part of the Trust’s Policy on Equality and Diversity.  All managers with responsibilities for recruiting and selecting staff must ensure that they are familiar with the contents of these documents prior to recruitment activities.

It is the policy of the Trust to ensure that its recruitment and selection practices and procedures are fair, efficient and effective, not only to attract and appoint the best candidate for the workforce, but also to promote the Trust's image and reputation as a good employer.

No restrictions will be placed on applications relating to race, sex, disability, marital status, age, sexual orientation or any other  factors which are unrelated to the job.

The Trust will consider positive action to promote applications from particular sections of the community where this meets legal requirements and is in line with the principles of supporting equality and diversity.

NOTE 1: Employees aged under 18 are legally classified as young workers.  There is a requirement for a separate risk assessment to be undertaken before a young worker starts work.  This will be based upon existing risk assessments, but requires managers to further consider a young worker's inexperience, lack of awareness and immaturity.  If there is a significant risk that cannot be avoided the HSE advise against employing a young person.

NOTE 2: Refusal to allow an individual with a close family relationship to an existing member of staff to apply for a vacancy is contrary to our policy on Equality and Diversity.  In exceptional circumstances there may be strong operational reasons to vary this policy. Defensible reasons must rely upon substantial concerns about the ability to deliver or protect a service where those employed for the purpose have a close relationship.  Clearly such action would be extremely unusual which underlines how exceptional a decision to restrict applications must be.

NOTE 3: Any proposal to restrict applications must be approved by the Personnel Manager or Director of Operations prior to the advertisement of the post concerned

NOTE 4: Special arrangements exist concerning checks on those offered posts where they will have substantial access to children.  Further guidance is available from the Personnel Department.

NOTE 5: If in exceptional circumstances the application of the guidance contained in this document is likely to cause substantial operational difficulty please contact the Personnel Department for advice.
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                   NOTE: ALL PROCEDURES APPLY TO BOTH PERMANENT AND TEMPORARY POSTS

APPROVAL TO FILL A POST

Requests to fill a vacancy must be made by completing a vacancy monitoring form, at least one week before the manager wishes to advertise.  The form must be sent to the Personnel Department for processing.  Written notification of the outcome will be sent to the manager.  The vacancy will not be advertised until this process has been completed.

JOB DESCRIPTION

Job descriptions must be provided for every post that is advertised.  Job roles are constantly changing and this will give the manager the ideal opportunity to review the responsibilities and content of the job.

Job descriptions must describe accurately and clearly the essential duties of the job.  The appropriate health and safety duties for the post must be listed. Beyond this requirement, job descriptions may be either task or competency based.

PERSON SPECIFICATION

The person specification is designed  to identify the skills, competencies, experience, qualifications and qualities required to carry out the job effectively.  The person specification must be justifiable by reference to the job description.

It must not set conditions and standards, particularly of  age, mobility, qualifications or experience  unless they can be fully and clearly justified by the needs of the job.  Where the setting of such criteria is likely to have a detrimental impact on the ability of disabled candidates, or those of a particular gender or ethnic origin, this must be discussed with the Personnel Department.  The aim will be to remove or minimise such an impact.

The person specification is a list of criteria which must be:-

Job related;

Ability based;

Clearly defined;

Measurable/observable;

Weighted;

Justifiable;

Consistently applied.

The following information must be included:-

education, qualifications and training (if required);

previous experience (if required);

any specific flexibility requirements of the job - out of hours cover, on-call commitment, etc.;

skills and knowledge required - communication skills, leadership etc.;

Standards must not be set which are higher than necessary, particularly for physical ability, written or spoken English or educational requirements.

ADVERTISING

Selection, including potential promotion, is a competitive process.  All posts will be advertised unless subject to a restriction to support ‘at risk staff’ (see below). 

Directorates may, however, designate certain positions to be succession link posts for promotion to identified higher graded posts. In such circumstances, where the higher graded post becomes available it may be filled by a holder of a succession link post without wider competition.  The resulting vacancy will then be advertised in accordance with the provisions above.  Positions may be designated as succession link posts within 3 months of the issue of this policy modification.  After that transitional period, succession link posts may only be designated at the same time as the H&SIP process. The competencies that the holder of a succession link post must obtain to order to be considered suitable for the higher graded post must be identified when the succession link post is designated.

Advertisements will be processed by the Personnel Department and must be open for applications for at least one week.

All adverts must be received in Personnel by: 

- 12.00 noon Friday for internal vacancies;

- 2.00pm Wednesday for Journals;

- 3.00pm Thursday for newspapers.

Managers must bring to Personnel a typed job description, person specification and vacancy monitoring number.

Managers must allow sufficient time between advertising and the closing date.  In exceptional circumstances, this may be 1 week.  Normally, a longer period would be advisable.

Personnel will provide advice on the best method of advertising.  The cost of the advert will be charged to the department.  All jobs brought to Personnel will be displayed on the Trust's vacancy boards, website and at the Job Centre. Managers should also seek to ensure that their staff are aware of vacancies within their own department.
Any vacancies which restrict applicants to a particular group or type of applicant must be discussed with the Personnel Manager before advertising.  The Trust may restrict or target advertisements in support of initiatives such as New Deal.

An informal contact must be provided on the advert. This provides an opportunity for candidates to find out more about the post.

The Trust will keep under review its arrangements for encouraging applications from those with disabilities, including the use of large type documentation or job information on tape.

SHORT LISTING

The manager must review the application forms as soon as possible after the closing date.  No application forms will be released from Personnel prior to the closing date. 

The short listing must be undertaken by the people who will be on the interview panel.

Candidates must be assessed using the relevant job description and person specification.

Criteria must be applied consistently to all applicants.  The decision-making process must be standardised and recorded by means of a scoring system based on criteria from the job description and person specification.

Assumptions must not be based on the applicant's quality of handwriting, spelling and expression unless these are key requirements of the job.  If you intend to use the application form to judge these criteria, this must be made clear in the person specification.

Disabled candidates who meet the minimum criteria for the post must be short-listed and, when appropriate, reasonable adjustments made to assist them to compete fairly at interview.  To facilitate this all shortlisted candidates will be asked if they require any special arrangements to be made in the selection process to enable ease of participation. 

Managers must make notes outlining why any candidate has not been short listed, as it is their responsibility to provide feedback if the candidate requests this information and to defend any claims of discrimination.

'AT RISK STAFF'

Current employees of the Trust on permanent contracts whose job has been formally identified as being 'at risk' (i.e. of redundancy/redeployment) will be given priority consideration for any suitable post for which they have applied.   Similar preferential treatment will be given to staff on fixed term contracts with two years continuous NHS service.   The Trust will also cooperate with other NHS employers who are seeking to find employment for their staff at risk.

The Trust sickness absence policy also provides for staff with health problems in their current job to receive preferential treatment.

INTERVIEWING

Personnel will invite all short listed candidates to interview.  References  will be requested.  Managers must allow at least 10 working days between short listing and interview dates so that references can be obtained and to give candidates appropriate notice.

The interview panel should include the manager for the post and have at least one individual who has received training in the recruitment and selection process.  In due course, it will become a requirement for all involved in selection to have received formal training.  Directorates will decide who has the delegated authority to appoint.  This is likely to depend on the seniority of the post under consideration.

Assessment tests may be used if they relate directly to the job.  Applicants must be told about the tests when they are invited to interview.  If any specialised equipment is used it is important that all applicants are made equally familiar with it to ensure that they all have an equal chance when the test is assessed.  Managers must confer with Personnel if they will require candidates to complete any assessment tests.

The aim of the interview is:

to obtain sufficient information from all candidates to enable a selection decision to be made;

to provide all candidates with sufficient relevant information about the job to enable them to decide whether they wish to accept the position if offered.

The interview panel must be well prepared for the interview.  Preparation should include:

planning the structure and content of the interview in advance. Questions must be based on the person specification;

nominating a Chairperson for the panel;

anticipating candidates' questions and preparing answers;

organising the interview environment to ensure sufficient time and no interruptions.  Special arrangements may need to be made for any candidate with a disability.

The decision-making process must be standardised and recorded by means of a scoring system based on agreed criteria drawn from the job description and person specification.  No questions will be asked of the candidates that cannot be justified by reference to the person specification.

No questions must be asked of the candidate that may suggest an intention to discriminate on grounds of gender, race, disability. marital status etc..

Assumptions must not be made at the interview that the candidate's  disability or  request to work part-time/job share will prevent them from performing the job.  If, with reasonable adjustments in place, the disabled applicant would be the best candidate for the post, that candidate must be selected for employment.  Personnel / Occupational Health advice must be sought on this issue.  In assessing a request for part-time work/job share, positive consideration must be given to methods of meeting the operational requirements of the post through flexible working arrangements (see section 5 of the Trust’s Policy on Equality and Diversity).

References must not be disclosed to the candidates.  (Successful candidates will have access to the staff files when employed.  This will include employment references).

Managers must inform candidates at interview if their starting rate of pay is subject to confirmation of their previous NHS service and therefore their contract will, in most cases, state the bottom rate of pay.  If any other pay scale is agreed with the candidate managers must inform Personnel.  Advancing starting salary is a charge to the appointing directorate.

Notes of the interviews must be kept by the manager.  The notes must include the panel's reasons for deciding to appoint and why other candidates were considered less suitable. It is the manager's responsibility to provide feedback to any candidate not appointed.

OFFER OF APPOINTMENT
The manager will inform both successful & unsuccessful candidates on the day of the interview or as soon as is reasonably possible.  Particular attention must be paid to existing members of staff.  Candidates will benefit from honest feedback on their interview performance.  The offer of such feedback must be made by the recruiting manager.

No job offer should normally be made unless two references have been received.  No appointment should be made subject to references. It is the manager's responsibility to chase any references not received. If verbal references are taken these must be clearly written down and kept with the candidate's application form.

A letter of appointment will be issued, subject to Occupational Health check, by Personnel.  Personnel will inform the manager if there are any delays in organising these dates.

All new staff must attend the Induction Programme.  Personnel will arrange for them to attend as soon as possible after their start date.

RECORD KEEPING AND MONITORING
Following interviews, all recruitment and selection documentation must be brought to Personnel where it will be held for at least 6 months and, where practicable, one year.  Managers must return the completed Recruitment and Selection monitoring form.

At least 50% of recruitment exercises will be monitored against equal opportunity criteria.  The outcomes will be shared with staff representatives and, where necessary, actions agreed.
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SUPPORTING POLICIES AND OPERATIONAL PROCEDURES – SECTION 2

TRAINING AND DEVELOPMENT

POLICY STATEMENT

This policy statement sets out the principles of equality and diversity related to the training and development of staff.  It forms part of the Trust’s policy on Equality and Diversity and meets the requirements of Investors in People (IIP).  

Every new employee must undergo a comprehensive induction programme to the Trust  including training in equal opportunities at work and orientation in their place of work.

Every employee transferring to another job role within the Trust must be supported by an individually tailored development plan.

Every employee must have a personal training and development plan which is reviewed  at least annually during their Personal Performance Planning (PPP) discussion.

Every employee must attend statutory / mandatory training updating within their normal contracted hours.  Where this cannot be arranged, alternative arrangements will be agreed and time off in lieu will be granted. 

All managerial / senior staff carrying out appraisal (PPP) or recruitment and selection of staff should be trained in equality and diversity.

Information on training and development opportunities will be widely publicised and the take up of such opportunities monitored.

Training and development opportunities will be designed to meet the needs of all staff regardless of their hours of work.  Training and development opportunities and ease of access will be monitored as part of the IIP standard.

Full details of training and development procedures are available in the following Trust policy documents:

Education and Training Policy;

Personal Performance Planning Policy;

         Study Leave Policy.
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DIGNITY AT WORK

POLICY STATEMENT

This policy statement and operational procedure sets out the principles and processes designed to promote and ensure dignity at work.  It forms part of the Trust’s policy on Equality and Diversity.  All managers with responsibilities for staff must ensure that they are familiar with the contents of these documents and apply them at all times.

All staff have an absolute right to be treated with dignity and respect by others working for the Trust.

Harassment or bullying at work will not be accepted.

STANDARDS OF MANAGERIAL CONDUCT

Those employed by the Trust in managerial positions have particular responsibilities.  Employees who direct, manage or supervise others must ensure that their standards of behaviour towards their staff and colleagues represent the Trust’s basic values of courtesy, helpfulness and honesty.  The Trust considers these standards, which apply to all managers regardless of job title or seniority, to be self evident and to provide a framework for managerial conduct to which all would wish to subscribe and adhere.  In return, managers can expect to be treated with courtesy, helpfulness and honesty by staff.

Managers will seek to ensure that the letter and the spirit of Trust’s policies and procedures are correctly, reasonably and consistently applied.

Managers will encourage their staff to raise questions, problems or suggestions with them. They will welcome such approaches and deal with them promptly and constructively.

While managers will seek to establish working relationships which make it easy for staff to raise issues with them, they will also welcome the involvement of staff representatives.

Managers will pay particular attention to effective two way communication with staff, their training and development and their health, safety and welfare at work.

Under no circumstances will a manager deal with an employee in a way which could reasonably be considered to be demeaning, abusive or threatening.  When correcting an employee,  attention must be paid to maintaining that employee's dignity and self esteem and the emphasis usually to be placed on learning and development in preference to the allocation of blame and punishment. 

Managers will recognise their employees as individuals with differing needs, pressures and preferences.  This may lead managers to treat individuals differently, but never unfairly nor on the basis of personal prejudices or friendships.

Managers will respect the confidentiality of discussions with their staff.  This will particularly apply to disciplinary or capability issues, grievances and health and family matters.

Managers will always respond to  personal problems in a sympathetic way and will try to assist if reasonably practicable.  Where it is not possible to agree to an employee’s request for assistance of any type an explanation will be offered.

Managers will respect the fact that staff who are off duty and not on call are entitled to enjoy the full benefit of their off duty period.  Before contacting an employee who is off duty, managers must always ask themselves whether such contact is absolutely necessary at that time and, if not, only contact the employee if they reasonably believe the individual would not mind that contact being made.  While managers must always be courteous to staff, they must be particularly so when dealing with staff off duty and must carefully consider the method, the timing and the content of their approach.  Special consideration must be given to staff likely to be resting before or after night duty.

Managers will not knowingly mislead staff.

It is not expected that managers will depart from these standards.  Where, however, accidental/minor departures from the standards are found to have occurred those charged with correcting matters will approach their task in accordance with the principles described above.  Serious/deliberate departures from the standards will be dealt with through the Trust’s disciplinary procedures. 

HARASSMENT

INTRODUCTION

The Trust will not accept harassment of its employees by other members of staff, regardless of their positions and grades in the Trust.  Such behaviour towards staff by patients, clients, relatives and the public is equally unacceptable.  

The Trust accepts, however, that harassment at work does occur and has potentially extremely detrimental effects.  The aim of this policy is to reduce incidences of harassment as far as is reasonably practicable and to ensure that they are effectively dealt with when they do occur.

To meet this objective, the Trust’s Policy on Equality and Diversity commits it to tackling harassment through:


-  the allocation of responsibilities;


-  the provision of support for those experiencing harassment at work;


-  the provision of training for staff;


-  communication / awareness exercises to promote good practice;


-  the application of the disciplinary procedure where appropriate;


- the collection, analysis and publication of data on the incidence of harassment.

Any suggestion of harassment will be taken seriously and addressed without delay.

This policy covers any place where the occasion can be identified with the Trust or with social events linked to employment by the Trust.  

DEFINITION OF HARASSMENT

Harassment is defined by the General Whitley Council as ‘any conduct based on age, sex, sexual orientation, gender reassignment, disability, HIV status, race, language, religion, political/trade union/other belief, national or social origin, association with a minority, domestic circumstances, property, birth or other status which is unreciprocated or unwanted and which affects the dignity of men and women at work’.      

The Trust will seek to identify the motivation for any act of harassment.  The inability to identify motivation will not prevent appropriate action from being taken.

Harassment can take many forms involving actions, behaviour, comments or physical contact which is found to be objectionable or causes offence.  It can result in the recipient feeling threatened, humiliated, powerless or patronised and it can create an intimidating work environment.  Within these guidelines, it is for the recipient to define whether any behaviour is unacceptable.  The Trust may, however, act to deal with behaviour it considers to be unacceptable even if the recipient has not raised the matter.

Workplace bullying is defined by the General Whitley Council as ‘unwanted behaviour, one to another, which is based upon the unwarranted use of power or authority’.  An inappropriate response to perceived poor work performance may constitute bullying. Power or authority may be formal in nature or based upon strength of personality or upon group strength.  In all cases, it is unacceptable and the Trust will take action to eradicate it.

An aggressive management style will be considered to constitute harassment whether or not such an approach is targeted at individuals or the whole workforce.  The Trust will not tolerate aggressive management and will deal with it using its disciplinary procedure.  The firm, but reasonable, application of managerial control does not constitute an aggressive management style.  The distinction between managerial control and an aggressive management style will be judged on a case by case basis.  The Trust’s Standards of Managerial Conduct (above) will be used in any such assessment.

As well as causing immediate distress, harassment may result in longer term stress for the individual and be the source of personal and family difficulties.  It may result in reduced motivation and performance or increased absence.  In the final analysis, harassment may cause the employee to leave the Trust.

For the Trust, harassment will increase costs, reduce effectiveness and, thereby, adversely affect the quality of patient services.  It may result in litigation and a poor image as a major employer in the local community.

RESPONSIBILITIES

Everyone employed by the Trust has responsibilities under this policy.

The Trust Board is responsible for the content of the policy and for ensuring that it receives sufficient information to assure itself that the policy is properly implemented and is effective in meeting its aims.

The Director of Operations is the Board member with delegated responsibility for ensuring that this policy is properly implemented and that the Trust takes effective action to tackle harassment at work.  This includes ensuring appropriate training is provided for and received by those with specific responsibilities under this policy.  S/he will also ensure that all staff receive information about the Trust’s policy on harassment through induction/orientation and by the inclusion of an item in team briefing on an annual basis.

Managers are responsible for ensuring that all aspects of the policy are properly implemented within their areas.  The behaviour of senior managers and clinicians is a key factor in determining whether the culture of the Trust is likely to encourage harassment at work.  It is essential, therefore, that the actions of senior managers and clinicians not only comply with this policy, but can be seen to actively promote it.  

Trades union representatives are responsible for challenging harassment in any form and for supporting their members who are experiencing harassment.

All staff, including managers and executive and non executive directors, are responsible for ensuring that their conduct matches the requirements of this policy.  This includes reporting incidences of harassment they witness and supporting others who experience harassment.

Patients, clients, relatives and the general public are usually responsible for their own actions.  The Trust will take all appropriate steps, both proactively and reactively, to eradicate harassment.  This may include publicity designed to discourage such behaviour.  Where an incident has occurred the Trust’s response may be informal - drawing the nature of the problem to the individual’s attention and asking them to stop - or formal - exclusion from further treatment and/or legal action.  The response may be modified when dealing with patients with mental health problems or children, but the general principle that the Trust will take firm action remains.


ACTIONS TO RESOLVE ISSUES AND COMPLAINTS

Individuals may have different perceptions of what constitutes harassment.  Such differences are to be expected and are accepted by the Trust.  Unintended harassment is, therefore, likely to occur from time to time.

Whether unintended or not, asking the person concerned to stop or otherwise making it clear that the behaviour is unwelcome may resolve a problem.  This step should be taken if the person experiencing harassment feels able to do so.

Where asking the person to stop does not resolve the problem, where the alleged harassment is of a serious or distressing nature or where the person experiencing harassment does not wish to ask the person concerned to stop, then the matter may be dealt with through the following procedures.

Complaints of harassment should be raised with the appropriate line manager.  Where the complaint is against the line manager, their superior should be approached.  It is recognised, however, that harassment is often a difficult issue to raise through normal channels.  Advice and support, therefore, may be obtained from a number of sources.  These include trades unions, Occupational Health, hospital chaplains and the Personnel Department.  This help may be sought at an early stage and without obligation to make a formal complaint.  Wherever possible, the individual will be given the opportunity to discuss the matter with someone of their own sex or ethnic background where this would be helpful.  If necessary, specific arrangements may be considered to deal with cases where the alleged harasser manages, or is managed by, the complainant.

Any suggestion of harassment will be taken very seriously by management at every level and considered objectively.  It will never be assumed that an individual making a complaint is overly sensitive.

Matters will be dealt with confidentially and there will be no victimisation of complainants or those assisting them.  Any such victimisation will be considered to be gross misconduct likely to lead to the summary dismissal of the perpetrator.

It is expected that many complaints of harassment can be dealt with, to everyone’s satisfaction, through the use of informal procedures.  This will often be the most appropriate and sensitive approach.  The fact that informal procedures are adopted does not preclude the involvement of a trade union representative or other source of support for those concerned.  The use of informal procedures is likely to include the identification of remedial action or support that may be required.  On conclusion, anonymised data will be reported to the Director of Operations for monitoring purposes only.

When an employee wishes to lodge a formal complaint, this will be treated as an allegation of misconduct.  The complaint, whether oral or in writing, may be made to any manager or director who will report the matter to the Director of Operations.  An appropriately skilled investigating officer, not linked with the work area concerned will then be appointed.  The subsequent investigations will be approached in accordance with the Trust’s disciplinary procedure.  If formal action is considered, the alleged harasser will have the right to be informed in writing of the complaint. In some circumstances, the Trust may instigate a disciplinary investigation in the absence of a formal complaint.

It is recognised that providing evidence to a disciplinary hearing connected with an allegation of harassment may be distressing and difficult for the person concerned.  To meet these special circumstances, a request may be made for that person to be accompanied by a trade union representative or fellow employee. 

The individual against whom allegations have been made may also be supported and represented by a trade union representative or fellow employee at any time.

Trade union representatives or fellow employees may ask questions or raise issues during the hearing, but cannot give evidence in place of those concerned.

As part of formal proceedings, those hearing the allegation will consider what remedial action and support will be needed after the event.  

Depending upon the circumstances, harassment may be considered to be gross misconduct and, as such, carry the sanction of summary dismissal.

Where it becomes clear that the complaint raised was not made in good faith, the complainant may be subject to disciplinary action.  Knowingly raising false allegations of harassment or bullying may be considered to be gross misconduct and, as such, carry the sanction of summary dismissal.

CONFIDENTIALITY

All reports of harassment will be treated as confidential.  The person raising the issue will retain control of the disclosure of the contents of their discussion to anyone else.  The only exceptions to this are where the safety of any individual may be risked or where any court or employment tribunal requires the disclosure of such information.

Effectively anonymised reports will be made to management for monitoring purposes.

RECORDING AND MONITORING

Incidences of harassment need to be recorded in order to monitor the level and type of harassment and the effectiveness of the policy.  This requirement applies whether an incident is raised formally or informally.  The following data will be collected:

Date Reported


Type: Race/Gender/Disability/Age/Sexual Orientation/


         Work Performance/Other/Not Known


Work Area


Formal or Informal



Outcome: Successful/Unsuccessful/Not Sure/Not Addressed

The outcome will be judged as successful or unsuccessful by the person who raised the allegation of harassment.  The categorisation ‘unsuccessful’, therefore, does not necessarily mean that an incorrect decision has been made, but does mean that a member of staff has not been satisfied by that decision.  Information will be collected 1 - 2 months after the issue has been addressed through either formal or informal proceedings.  It will be obtained as part of a routine follow up with the person concerned by the officer investigating a formal complaint or the person facilitating the resolution of an informal report.  The categorisation ‘not addressed’ will be used where a matter has been raised informally, but no agreement on action has been reached.

On a 6 monthly basis, the Director of Operations will call and chair a meeting of the Harassment at Work Forum.  This forum will include in membership representatives of Occupational Health, Trade Unions, Chaplains and Personnel.  The remit of the group will be to consider methods of promoting the aims of this policy, reviewing anonymised reports of harassment, examining trends and preparing an annual report to the Trust Board.  This report will be used as the basis for the annual team brief on harassment, although that brief will always include a reminder to staff on the key principles of the policy itself.  The Harassment at Work Forum will also contribute to the review of this policy by making recommendations for change.

Representatives on the Harassment at Work Forum will liaise with colleagues in their areas to ensure that, as far as is practicable, all cases of reported harassment are made known to the Forum for monitoring purposes.  Sufficient information should be made available to reduce the likelihood of multiple reporting of the same incident inflating the statistics. 
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CARING FOR CHILDREN AND ADULTS

POLICY STATEMENT

This policy statement and operational procedure sets out the principles and processes which are available to support staff with personal responsibilities for caring for children or others dependant upon such care.  It forms part of the Trust’s policy on Equality and Diversity.  All managers with responsibilities for staff must ensure that they are familiar with the contents of these documents and apply them as necessary to support employees.

CHILDCARE

Childcare covers a range of care choices for children from birth up to 14 years of age.

The Trust currently has an agreement with a commercial organisation for the provision of an on site crèche.  The Trust has no other arrangements to support ongoing childcare needs.

The Trust will review its policy in this area in conjunction with staff and their representatives.  

Such a review will consider:

The need for a cost benefit analysis to promote realistic approaches.

The childcare needs of people relative to matters such as place of work, working patterns and hours worked.

Recruitment and retention issues.

Equality of access to childcare and affordability respecting the diversity of personal circumstances.

Eligibility.

Links to other sections of the Trust’s Policy on Equality and Diversity.

The range of childcare options, including partnership options.

Senior management responsibility and monitoring.

OTHER CARE

The Trust will also develop clear polices for the recognition and support of other care needs.  These will include care for dependent adults, children from the extended family and care for those with whom the employee has a close personal relationship.
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FLEXING WORK POSITIVELY

POLICY STATEMENT

This policy statement and operational procedure sets out the principles and processes which are available to for managers and staff to use together in order to design working arrangements that suit both service needs and individual preferences.   It forms part of the Trust’s policy on Equality and Diversity.  All managers with responsibilities for staff must ensure that they are familiar with the contents of these documents and apply them as necessary to support employees.

Changes to an employee's working hours will be supported as practicable where they are required under the Disability Discrimination Act, on return from maternity leave,  to support child care needs, or as temporary arrangements designed to ease an employee back to work following sickness absence.  Requests to alter hours for other reasons will be assessed on their merits.

The following process must be followed:

1  The employee makes a request for a change of hours.  The employee may outline how s/he thinks that this request could be accommodated.

2  The manager meets with the employee to discuss the request as soon as possible, but in any case within 4 weeks.  The employee may be accompanied by a trade union representative or fellow employee.

3  The manager writes to the employee as soon as possible after the meeting, but in any case within 2 weeks to:

- agree the request and a start date, or

- confirm an agreed compromise, or

- explain why the request cannot be met (offering alternatives if available) and outlining the appeal arrangements.  This will take the form of a grievance appeal. 

Where a request for flexible working is refused,  detailed written reasons must be provided to the applicant from Directorate Manager level or above.

New working arrangements will, where practicable, be introduced by mutual agreement.

Flexi-time, annual hours, term time working, school time working, flexible retirement, tele-working, flexible rostering, job sharing and similar arrangements will be supported, where practicable, by the Trust.

All people with flexible working arrangements will have standard terms and conditions equal or pro rata to other staff.

JOB-SHARE 

SUMMARY 

The purpose of  job-sharing is to provide greater flexibility in working arrangements to the benefit of staff, applicants and the Trust itself.  In designing and appointing on a job share basis, managers are encouraged to adopt flexible approaches which successfully balance individuals' needs with those of the Trust.

All posts will be considered suitable for job-sharing.  Clinical or Executive Directors may, exceptionally, declare posts to be unsuitable for job-sharing following discussion with the Personnel Department.

Existing employees may wish to apply for transfer to job-share.  This will be supported where possible.  The procedures in these paragraphs will also apply where an existing employee loses their job share partner.

Appointments will be formalised through the use of individual job-share agreements.


Reference in this document to sharing a full time job is not intended to prohibit job share arrangements for posts which total either more or less than the standard working hours for the grade.

INTRODUCTION AND APPLICATION

Job-sharing is one way by which the Trust can help current and potential employees to balance their work and other commitments.  It occurs when a conscious decision is made to divide all the duties and responsibilities of a full-time post between two or more people with the full-time salary and accompanying conditions of service of the post being divided.

Vacant posts will normally be considered suitable for job-sharing and advertised internally and externally as such.  Advertisements, information packs and job descriptions will indicate that jobs are open to job-sharers.  In exceptional circumstances,  a  Clinical or Executive Director may declare a vacant post to be unsuitable for job-sharing.  Advice from the Personnel Department will be sought before such a declaration is made.  Current full time staff may request that their post be considered for job-sharing.  This will be supported where operationally possible.  It is the final decision of the appropriate Clinical or Executive Director as to whether a particular post is formally designated as unsuitable for job-sharing.

Where an existing full-time employee applies for her/his post to be converted to job-sharing or an existing job-sharing employee loses a partner then the following recruitment procedure will apply:

(i)    The post will be advertised internally and externally as a vacancy for a job-share partner.  Short-listed candidates will be given the opportunity to meet the existing post holder in advance of formal interview.

(ii)   If the existing post holder recommends a job-share partner, the individual will be short-listed and interviewed in the same way as any other candidate who has applied as a result of the advertisement.

(iii)  All short-listed candidates must receive details of specific requirements for working arrangements and of this procedure.

In the event of one job-sharer, for whatever reason, ceasing to continue in the job-sharing partnership, the hours of work previously undertaken by that person may be offered to the remaining job-sharer.

In the event of such an alteration in working hours being unacceptable to the remaining job-sharer, subject to the prevailing appointments procedures, another job-sharing partner shall be sought by the usual appointment methods and in consultation with the remaining job-sharer.  The remaining job-sharer shall continue to cover part of the duties of the job until a new appointment is made.

If no suitable job-sharing partner can be found within a reasonable period (which shall normally be not less than 6 months from the last day of service of the previous job-sharer) and alternative arrangements for covering the duties of the job have been considered and found to be unsuitable by the appropriate Manager, the job-share arrangement will be reviewed.  During this review, the employee will be asked if they wish to be assisted by their trade union representative.

If as a result the post is to be advertised full time, the Trust will consult the remaining job-sharer fully about possible redeployment.

NEW APPOINTMENTS

Candidates may apply for vacant posts on a job share basis.  All short-listed candidates who wish to job-share must receive details of specific requirements for working arrangements and of the Job-Share Scheme.  All short-listed candidates who wish to job-share will be interviewed separately.  Both prospective job-sharers will be given the opportunity to meet prior to an offer of appointment being made.

JOB SHARE AGREEMENTS

Once  suitable job-share partners have been identified by interview and it has been decided to offer the post, no formal appointment shall be made until agreements on working arrangements and allocation of duties have been reached.  Such agreements must be in writing and shall be made between the two job-share partners and the relevant Manager.

The individual job-share agreement shall take into account the following:

(i)    Operational requirements and constraints;

(ii)   The type of work involved;

(iii)  The special skills, knowledge and abilities of the job-share partners.

The individual job-share agreement shall contain the following:

(i)    The split of hours between partners;

(ii)   The need for and length of any hand-over period between partners;

(iii)  The maintenance of a job-sharers' log;

(iv)   Annual leave constraints;

(v)    Public holidays and annual leave pro-rata arrangements;

(vi)   Degree of supervision;

(vii)  Allocation of duties and distribution of work;

(viii) Such other items as need to be determined in writing.

Job-share hours may be split as follows:

(i)    Week on/week off basis;

(ii)   Divided week;

(iii)  Mornings/afternoons;

(iv)  Any other format acceptable to all parties.  There is no requirement for a job to be equally split between the job sharers.

CONDITIONS OF SERVICE

Job-sharers will be appointed on individual contracts of employment which will be subject to the Trusts conditions of service.  The job-share arrangement will form part of the contract of employment.

Where a post is converted from full-time to job-share at the request of the existing post holder, then an amended contract of employment will be issued.  This will retain any service-linked entitlements, re-calculated pro rata to the revised hours.

An employee with a job-sharing contract cannot be employed on a second job-sharing or part-time contract with the Trust at the same time without the prior written agreement of the Trust.

Job-sharers will be individually responsible to the relevant Manager for their own duties and attendance.

Job-sharers will be paid the appropriate rate of pay for the post calculated pro-rata to the actual number of hours worked.

Incremental progression, where applicable, will be on an individual basis within the grade for the post.

Job-sharers who are required to work in excess of contractual hours shall be paid according to the rules applicable to part-time staff in the same grade for the additional hours or qualify for time off in lieu.

All entitlements associated with length of service (e.g. sick pay entitlement, long service leave, maternity leave) will be calculated on an individual basis according to the rules applicable to part time staff in the same grade.  Annual leave, Bank Holidays and other forms of leave will be calculated on an individual basis according to the rules applicable to part-time staff in the same grade, subject to any alternative arrangement agreed between the parties.

Any form of training will be provided as far as possible on days and hours normally worked.  If this cannot be done, job-sharers will be granted time in lieu for extra hours whilst they are in training during hours outside of their agreed work pattern but within the department's normal working hours.  As much notice as possible will be given of training outside the days or hours normally worked.

There will be no compulsory requirement on a job-share partner to work additional hours to cover her/his partner/s short-term absence due to sickness or leave although additional hours may be offered by management.  If the individual agrees to work additional hours, payment will be at plain time up to the whole time hours for the job.

The grading of a job-share post will relate to all sharers employed against it.  Any review of the grading of a post will consider the whole post and not the duties of an individual employed against part of the post.

Any variation to the individual job-share agreement must be agreed by the job-share partners and the relevant manager.  They must be entered in writing on the agreement.

If an existing full-time employee is moving to a job-share, then full details of the effect of the move on her/his pension will be provided.

TERMINATION OF JOB SHARE

If one partner in an existing job-share wishes to terminate the job-share, then the Manager will review the vacancy in the normal way.  If it is decided that the vacant hours should be filled, the remaining sharer may be offered the post on a full-time basis.  If this is not acceptable to the remaining sharer, then the procedures above shall apply.

If, exceptionally, it is decided by the appropriate Clinical or Executive Director that the hours should be filled, but not on a job-share basis, then the remaining sharer shall be offered the post on a full-time basis.  If this is not acceptable, the Trust will consult the remaining job-sharer fully, with Trade Union representation if required, about possible redeployment.

In the event of an exceptional alteration in operational requirements, the appropriate Clinical or Executive Director will retain the right to terminate the job-share agreement by three months' notice to both job-sharers.  In such an event the job-sharers will be fully consulted, with Trade Union representation if required, about possible redeployment.
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BALANCING WORK AND PERSONAL LIFE

POLICY STATEMENT

This policy statement and operational procedure sets out the principles and processes which are available to help staff to balance their working and personal lives.  It forms part of the Trust’s policy on Equality and Diversity.  All managers with responsibilities for staff must ensure that they are familiar with the contents of these documents and apply them as necessary to support employees.

SPECIAL LEAVE POLICY

This section outlines the circumstances under which the Trust will grant  special leave to its employees.  The document is broken down into four sections:

domestic, family and personal reasons;

parental leave; 

health checks;

civic and public duties and other purposes.

The Trust also has separate Maternity Leave provisions.


SPECIAL LEAVE FOR DOMESTIC PERSONAL AND FAMILY REASONS

INTRODUCTION 

Staff  have  a  wide  range of personal commitments, stresses and demands placed upon them from time to time and the Trust recognises that it is not always possible for them to "leave them at home".

Special leave, with or without pay, may be granted to staff in order to help them to balance the demands of domestic and work responsibilities at times of urgent and unforeseen need.

The length of leave granted and whether it should be paid or unpaid will depend upon the circumstances and particular needs in the individual case.  The spirit of the guidance given below should be applied in all cases, but must be considered with appropriate flexibility.  Managers should adopt an empathetic approach in assessing an employee's needs for support from the Trust.  While the detailed guidance refers to periods of days or weeks off work, managers should be aware that circumstances will occur where simply allowing an employee to arrive late, take time during the working day or leave early may be the most appropriate response.

The periods of leave highlighted by the use of italics must be considered as an employee's right unless they would personally prefer to return to work earlier.  Managers' discretion lies in the extension of leave as necessary and in the granting and length of leave in other circumstances.  Managers must bring special leave provisions to the attention of employees who are likely to need this type of support.

APPLICATION OF SPECIAL LEAVE

Special leave may be granted in a wide variety of circumstances.  The examples listed are not exhaustive, but serve to illustrate the nature of the Trust's response to an employee dealing with urgent or unforeseen need.

Bereavement

Time off with pay, ranging from time to attend a funeral only to two working weeks will be granted depending upon the nature of the relationship and the level of responsibility for attending to funeral and other arrangements.   The time off requirement may not be continuous in nature and may be taken to suit individual needs.  The necessity to attend a later meeting with a solicitor is an example of this need.   The death of a close relative, such as a spouse or a child, would be expected to result in the granting of the full two weeks if required.  Where the bereavement has caused severe emotional upset the employee should be encouraged to seek support from their general practitioner including where appropriate, the issue of a medical certificate. Exceptionally additional special leave may be granted depending upon the circumstances of the case, but this must be discussed first with a personnel officer.

Where the relationship is not close, time off must be granted to meet the reasonable time requirements that the employee states necessary to attend the funeral and/or to make appropriate arrangements.

Short Term Carer Leave

Time off with pay will be granted for two consecutive days  if required to meet short term carer needs such as attending to an ill child, close relative or other dependant. This may include the need to make necessary arrangements for continuing care. A further three days at half pay may be granted.  Exceptionally, unpaid leave may be granted in addition to paid leave.  Where this need becomes episodic in nature, the manager will wish to discuss with the employee concerned the arrangements that will be required to meet both domestic and work commitments.

Terminal Illness of a Relative

It is recognised that supporting a relative through their terminal illness is bound to make major demands on the employee.  Managers must be as flexible as possible in such circumstances, using the provisions of this document, sick leave provisions and their own discretion to meet the needs of the situation.

Adoption Leave (see also Parental Leave)

Time off with pay for two weeks will be given to a parent who will be the child's prime carer.  A further two weeks at half pay will also be granted on request.  These periods will apply whether or not the employee intends to return to work.  Where the employee intends to return to work, further unpaid leave will be granted on request on the same basis as post confinement maternity leave.
Time off for an employee who is not the prime carer will be in accordance with the paragraph on paternity leave.

In cases where an adoptive child has special needs or in cases of simultaneous multiple adoption, the provisions for paid leave may be extended as necessary to include both parents.

Both prospective parents may receive time off with pay to attend formal interviews, court hearings, etc. in connection with adoption.

Paternity Leave (see also Parental Leave)

Five days off  with pay will be granted to fathers at the time of the birth or, if preferred in the weeks following the birth, for example, when the mother and baby leave hospital.  A further five days at half pay will be granted on request.  These periods will be granted to an adoptive parent who is not the prime carer and apply to biological and adoptive fathers, nominated careers and same sex partners.

Fathers, nominated carers and same sex partners may attend ante-natal classes on the same conditions as apply to time off for health checks.

Exceptionally, unpaid leave may be granted in addition to paid leave.

In cases where the baby has special needs or in cases of multiple birth, the father may receive two weeks leave on full pay with a further two weeks, on request at half pay.

Where a mother (and/or baby) is an in-patient at Leighton Hospital for a period before or after the birth, the father will be granted reasonable time off to visit his wife/family through the extension of lunch breaks and similar supportive action by the manager.

Other Unforeseen Circumstances
Appropriate time off, paid or unpaid, will be given to deal with other urgent unforeseen circumstances.  Examples may range from a few hours with pay to deal with matters following a serious damage-only car crash up to two weeks with pay following a major domestic disaster such as the complete destruction of an employee's home by fire.

Where a member of an employee’s family is an in-patient with the Trust, that employee will be granted reasonable time off for visiting through the extension of lunch breaks or similar supportive action by the manager.

 PARENTAL LEAVE

Any employee, regardless of length of service, who has responsibility for a child is eligible for unpaid parental leave in addition to that described in the paragraphs covering special leave for domestic, personal or family reasons.  

ENTITLEMENTS AND CONDITIONS

An employee is entitled to 13 weeks unpaid leave in respect of any individual child.  The legal restriction of this right to children born after 15 December 1999 has been waived by the Trust.

Leave must be taken 

a) before the child's fifth birthday, or 

b) by the fifth anniversary of adoption and before the child's eighteenth birthday, or


c)  by the child's eighteenth birthday where that child is entitled to a disability living allowance. 

Leave must be taken for the purpose of caring for the child.  The entitlements are, however, in addition to the provisions of the Trust’s Special Leave Policy.
The Trust may require reasonable evidence in support of any claim to parental leave. This may cover evidence of parental responsibility, the child’s date of birth or adoption, or entitlement to disability living allowance.  A statement that time off is requested to care for the child may be sought.  Details of care requirements will not be sought.
At least 21 days notice must be given of the intention to take parental leave.  The notice must specify the start and finish dates of the leave.  In cases of childbirth or adoption, the 21 day notice period may refer to an expected week of confinement or placement rather than an exact date and a shorter notice period will be accepted in such cases if it was not reasonably practicable to give the full 21 days. 

Where the operation of the business of the Trust would be unduly disrupted, the Trust may postpone a requested period of parental leave by up to 6 months.  Examples of undue disruption would include cancellation of patient services, missing of statutorily required deadlines.  In assessing such matters, the Trust will consider the impact upon the individual as well as the Trust.  A decision to postpone without the employee’s agreement would be exceptional. Such a decision may only be suggested by a Directorate Manager, Clinical Director or Executive Director and must be approved by an Executive Director.  It will be confirmed in writing within 7 days of the original request.  The letter will explain the reason for the postponement and offer alternative parental leave dates.  Postponement will not apply to leave requested at the time of childbirth or placement for adoption.

Leave may  be taken in blocks of 1 day or more.  No more than 4 weeks may be taken in any year although management may waive this rule.  The leave year for this purpose will start on the date, or anniversary of the date, on which the employee first become entitled to parental leave in respect of the child in question.

Approved parental leave must be notified to Payroll using form MMS4.  Managers must maintain records of parental leave.

TIME OFF FOR HEALTH CHECKS


INTRODUCTION

As part of its strategy to promote the health of its employees, the Trust wishes to ensure that staff are able to balance their work commitments with their need to obtain medical support and advice.  Staff are encouraged to have regular medical and dental check ups.

APPLICABILITY

This policy applies to all staff employed by the Trust.  The time off provisions referred to in the following paragraphs are available for:

appointments with GPs;

appointments with hospital medical staff;

appointments with other health professionals to whom the employee is referred by their GP or hospital doctor;

appointments with dental practitioners;

attendance at ante-natal appointments as father, nominated carer or same sex partner.  (Note: please see the Trust's Guidance on Maternity Leave for details of time off entitlements for expectant mothers.)

TIME OFF


Employees are expected, where possible, to arrange appointments for dates and times that do not clash with their working hours or which minimise any such clash.  Appointments on days off or at the start or the end of the day are examples.  In normal circumstances, employees will return to their duties following their appointments with the minimum of delay.  Employees will not be expected to take annual leave to attend appointments.  Where a formal system of flexitime is in operation, paid time off will be given where appointments have to be made during core hours.  Time spent at appointments outside core hours will not count as worked time for flexitime calculations.

Subject to the above, employees will be entitled to paid time off to attend their appointments.  Absence for such purposes will be regarded as approved special leave and will not result in loss of bonus payments.


Managers are entitled to receive appropriate notice of such appointments and may require to see an appointment card or letter. Managers may also ask for an estimate of the period of time that the employee expects to be away, so that appropriate cover arrangements can be made.  It is recognised, however, that medical appointments may over run.

If an employee is unable to return to duty for their next shift due to the effects of treatment given during an appointment, sick leave will apply in the normal way.

LEAVE FOR CIVIC AND PUBLIC DUTIES AND OTHER PURPOSES
INTRODUCTION

The Mid Cheshire Hospitals Trust recognises the importance of civic and public duties undertaken by many of its employees.  This policy document outlines the provisions for leave which the Trust will allow in order to assist employees undertaking such work and for other special purposes.  

The Trust will support staff who wish to undertake civic or public duties.  Leave with pay will normally be granted for such purposes in accordance with the detailed guidance provided below and In Appendix 1.  Managers of staff claiming special leave will only  seek  to refuse or postpone leave where this would cause major operational problems in  an 
essential service.  It is recognised that, in some cases, special leave may have to take precedence over the needs of the service.  In such circumstances, it is expected that the employee and management will co-operate in whatever measures are necessary to reduce the impact upon services.  In some cases, exemption from Jury Service may be available.

LEAVE FOR CIVIC AND PUBLIC DUTIES

Special leave with pay will be given for the following purposes:

absence from duty following contact with a case of notifiable disease;

attendance at court as a witness or jury member; 

training with the reserve and cadet forces; 

attendance at Whitley Council meetings; 

attendance as a witness at appeal hearings; 

attendance at meetings of community health councils; 

serving as a justice of the peace; membership of a local authority;

membership of a school governing body (to include further/higher education).

Special leave with pay will also be given for any other public duty in accordance with employment legislation.  Further advice in specific cases may be obtained from the Personnel Department.

Where an employee is considering putting themselves forward for civic or public duty, they must discuss this with their manager so that consideration can be given to the likely impact upon services.  Agreement to undertake such duties will not be unreasonably withheld.  Details of the leave allowances are included in appendix 1.

LEAVE FOR OTHER PURPOSES

Special leave with pay will be granted to an employee attending an interview with an NHS employer.  Leave with pay will also be granted for any necessary pre interview visit.  Expenses should be claimed from the prospective employer.  Leave without pay will be granted for interviews outside the NHS.  This may be arranged by the employee and manager agreeing that annual leave or flexitime be used.


Unpaid leave with be granted for an employee who is an official candidate in a parliamentary election.


Special leave with or without pay for any other purposes may be granted at the Trusts discretion.

AUTHORITY TO GRANT SPECIAL LEAVE

Decisions  about special leave will be made by the Departmental Manager.   Where necessary, granting of special leave may be retrospective in nature, although employees will be expected to keep managers fully informed of their circumstances and needs.

The advice  of  the  Personnel Department  may  be sought in any case and particularly in unusual circumstances.

Where an employee would rather take annual leave than approved half pay or unpaid special leave, this will be granted.

RECORD KEEPING

Records of all types of special leave must be kept by managers to facilitate monitoring.
APPENDIX I

SPECIAL LEAVE CATEGORY

ALLOWANCE
            
NOTES

Contact with Notifiable Disease   
Full-pay as required

Court Witness


Full pay as required
Less witness 








fee or 



loss of 








earnings








allowance*


Jury Service


Full pay as required
Less loss of 








Earnings











allowance*

Reserve Forces


One week, paid pa





One week, unpaid pa**

Whitley Council


Full pay as required
Only available 








to 


employees 








subject to 








Whitley 








negotiations

Appeal Hearings


Full pay as required

Community Health Councils

Up to 18 days paid pa

Justice of the Peace

Up to 18 days paid pa

Local Authority


Up to 18 days paid pa

School Governing Body

Up to 18 days paid pa

(including further/higher

education)

NHS Employment Interviews

Full pay as required

Other Interviews


Unpaid as required**

Parliamentary


Four weeks unpaid

Candidature

* Employees must claim and declare these fees and allowances.  Reductions in full pay will not be made for any allowance paid by the court to cover travel and subsistence costs.  It is the Trust's intention that employees neither suffer financial loss nor enjoy financial gain.  Deductions from pay will follow receipt of the allowances by the employee concerned.

** By agreement, annual leave my be taken as an alternative.
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EMPLOYMENT BREAK SCHEME

POLICY STATEMENT

This policy statement and operational procedure sets out the principles and processes which are available to staff wishing to take a time limited break from work.  It forms part of the Trust’s policy on Equality and Diversity.  All managers with responsibilities for staff must ensure that they are familiar with the contents of these documents and apply them as necessary to support employees.

SCHEME OUTLINE 

The scheme will provide an opportunity for men and women who wish to have a break in service to provide care for their family e.g.: young children or an elderly relative.  The principles of the scheme may also be applied as appropriate where an employee has requested and been granted a sabbatical/study break/voluntary services overseas, or in any other exceptional circumstances, such as a fixed term family posting overseas, as agreed by the Trust.  The rules governing a service break cannot be prescriptive and therefore these guidance notes should be regarded as a broad framework enabling managers to tailor the scheme to the needs of their departments and to the individual.

The flexible rules encourage managers to use the scheme as one option when adopting an imaginative approach to employee needs to match personal circumstances with work responsibilities e.g.: part-time employment for a fixed term instead of a full break, returning to work on a job-sharing/part-time basis etc.

ELIGIBILITY
All employees with 12 months continuous NHS service are eligible to apply for the scheme. In assessing an application the following factors may be considered:

a)   Length of service.

b)   General performance and attendance record.

c)   Current and anticipated skill shortages.

d)   Ability to re-employ in same or similar post.

e)   Implication on budget.

f)   Qualifications - expertise - special skills of applicant.

g)   Further career potential.

h)   Length of career break required.

Final approval for career break applications rests with the appropriate clinical or executive director.

DURATION
The length of any break in service is subject to agreement between the manager and employee and will normally be for no less than 3 months and no more than 5 years.  

Breaks may, by agreement, be extended or curtailed.

Breaks may, by agreement, be taken in more than one period.

Though there are no restrictions on the number of service breaks an employee can take during their employment with the Trust, managers will need to reconsider all aspects listed above when each new application is received.

TERMS AND CONDITIONS AND RELATED MATTERS
All career breaks must be covered by a written agreement and change to contract of employment.  There is no requirement for the employee to resign.

For breaks of 1 year or less, the employee will return to the same job as far as is reasonably practicable.  For breaks over 1 year, the employee will return in a similar role.  In both cases, the return to work will be at the equivalent salary, reflecting pay awards but not incremental credit.

During the period of absence the employee may be required to return to work for a minimum of 10 working days per annum.  This requirement may be waived, at the Trust's discretion.

Payment of salary for the days worked will be at the rate applicable on the date of leaving plus:

a)   Any increment accrued whilst on maternity leave.

b)   Subsequent general salary revision.

During the break, no paid work will be undertaken for any other organisation without the Trust's permission.

The Trust will reimburse the individual for the subscription fee of one professional magazine or journal where this is deemed by the manager to be essential for professional up-date.  Financial support for membership of a professional body may be considered as an alternative.

The individual will attend regular briefing/training sessions during the break unless the Trust waives this requirement. Frequency and duration of these sessions, plus payment of expenses, e.g. travelling, will be at the discretion of the manager and be the subject of discussion prior to commencement of the break.  No payment will be made for attendance at such sessions.

The individual will give a minimum of three months written notice of the intention to return to work.  Where the break has exceeded 3 years, management may require the notice period to extend for up to a further 3 months.  There may be a requirement to undergo a re-induction course/training period prior to resuming full duties.  This will be assessed by the manager, following discussion with the individual.

Return to work will be subject to medical clearance on the same basis as that offered to new employees.  Re-employment will be considered on part-time basis/job sharing scheme on request and supported where possible.  On return, the employee must make a fresh declaration concerning any criminal record and, where appropriate, provide proof of professional registration.

The period of absence shall not be regarded as a break in service for the purpose of assessing entitlement to annual leave, sick leave etc, although the break itself will not count as reckonable service.  Detailed explanation will be offered to applicants at the time.

Pension rights are preserved after two years service.  There is an option to purchase extra years.  Details can be obtained from the Payroll Section.

An individual on the career break scheme will be actively encouraged to maintain contact with the Trust.  It is the responsibility of the manager to include the individual on the mailing list when distributing newsletters and other relevant publications to permanent employees.

The manager is responsible for all aspects of administration in relation to the operation of the scheme for their employees.  All associated expenses will be costed to individual departments.

Maternity leave entitlement is not included in the service break.  An employee who has been granted maternity leave will have to return to work for a minimum period of three months.  To retain maternity leave benefits the employee cannot commence their career break until the full three months have been worked.  

Managers must liaise with the Occupational Health Department to enquire about the necessity for individuals to undergo medical screening during the career break if there is a statutory requirement for such examination or where the nature of the work requires that certain standards of fitness are necessary either for the safety of the employee or of other persons.

Certain professions, e.g. Midwifery, have specific rules concerning return to work following a break in practice.  Such rules must be observed in all cases.

A standard form will be used to record details on each career break.  Copies will be held in the Personnel Department.

RETURN TO WORK SCHEMES

Aspects of the Career Break Scheme may be used in order to encourage the eventual employment within the Trust of qualified health professionals who do not presently work.  At the discretion of the manager, an individual may, upon contacting the hospital, and if considered suitable for eventual employment, be encouraged to benefit from the updating facilities offered by the scheme, as well as to undertake short term employment as defined in the scheme.  Such an arrangement would not in itself guarantee eventual employment but would be designed to facilitate it.

MID CHESHIRE HOSPITALS

CAREER BREAK SCHEME

Name of Employee...............……………………....   Post..........………………………......

Directorate................…………………….........

Date of Commencement of Career Break............………………...........

Expected Duration...........………………………....   

------------------------------------------------------------------------------------------------------------------

Purpose of Career Break

------------------------------------------------------------------------------------------------------------------

Training/Up Date Arrangements

------------------------------------------------------------------------------------------------------------------

Name of Manager Approving..........………………….……….......

Signature.......……………..........................     Date.....………………....

Name of Director Approving...........…………………….......

Signature.......................…………...........     Date..………….........

Signature of Employee...........………………..........     Date.....…………….....

Please return to Personnel Department, Leighton Hospital.

The normal MMS change or termination form is also required.   

MID CHESHIRE HOSPITALS NHS TRUST

EQUALITY AND DIVERSITY

SUPPORTING POLICIES AND OPERATIONAL PROCEDURES – SECTION 8

RETIREMENT

POLICY STATEMENT

This policy statement and operational procedure sets out the principles and processes surrounding retirement from work.  It forms part of the Trust’s Policy on Equality and Diversity.  All managers with responsibilities for staff must ensure that they are familiar with the contents of these documents.

INTRODUCTION

This policy sets out the principles and procedures for retirement based on the Government's Code of Practice (Diversity in Employment) and should be taken as part of the Trust’s equal opportunities strategy to create a flexible and motivated workforce. 

Individuals should have as much choice as possible while ensuring that the needs of the Trust are met. The Trust may wish to enable key skills and knowledge to be retained by providing the opportunity for employees to continue working beyond normal pension age.

Additionally the Trust may wish to: 

demonstrate its commitment to deal fairly with employees; 

base the policy on business needs while also giving individuals as much choice as possible;

use flexible retirement schemes, where this is possible i.e. phased retirement;

provide pre-retirement support to employees.

This policy does not cover ill health retirement or retirement linked to redundancy for which separate arrangements apply.

INFORMATION SOURCES

The NHS pension scheme issues a number of booklets which outline and give in-depth information on all retirement issues. Copies of these can be obtained from the Payroll Department.

For general enquires, on your occupational pension you can either contact:

The Pensions Officer, Payroll Department on ext. 2338.

or  NHS Pensions Agency

     Hesketh House, 200-220 Broadway

     Fleetwood, Lancashire, FY7 8LG

      TEL - 01253 774774

For information on your state pension,  you should contact your local social security office.

RETIREMENT AGE

Voluntary Early Retirement

Individuals may take voluntary early retirement from the age of 50, for further details contact Pensions Officer, Payroll Department.  Alternative options such as part-time working or job share should be explored with the employee.

Age Retirement

The normal retirement age for the NHS Pension Scheme members is 60 (or 55 for the Special Classes)

The standard retirement age of the Trust will be 65.  Employees may leave at any time between the NHS Pension Scheme normal retirement age and the standard retirement age of the Trust.  Short extensions on the Trust’s standard retirement age of 65 may be granted, at the manager’s discretion, to support employees’ personal needs.  These would not normally exceed 2 months.  To meet the operational needs of the service, the option to work up to 70 may  be offered to the employee e.g. that the post would be difficult to fill  (subject to an annual occupational health check). *   

Subject to the needs of the service, the option of gradual retirement after 60 may be offered to any employee.  This would involve the transition from full-time work to retirement through a period of  part-time working. *

Employees  may  wish  to continue working at the Trust, but to claim their occupational pension. For example, if they opt for gradual retirement, they may wish to top up their wage with their pension. Subject to approval by their Manager based upon the needs of the service they must either a) terminate for one complete calendar month or b) return on 16 hours or less for one month. (For further details see NHS Pension Scheme booklet R section 6.5). *

* In these cases, a documented retirement management plan must be agreed between the employee and manager.  This would detail the arrangements described above.  Copies of such agreements must be sent to Personnel who, in conjunction with the Pensions Officer, will also provide any advice required.

PLANNING FOR RETIREMENT

The Trust will provide support and training for employees retiring from the Trust.   

Managers will be as flexible, as is operational possible, when considering the options to retirement e.g. job share and part time working.

All employees within two years of retirement should  be encouraged to attend the Planning For Retirement training course (see Training Directory for further information).  This one day course will give a general overview of prime considerations when approaching  retirement.

In addition, the Trust also provides mid career financial planning sessions, covering savings, tax and pensions issues.  These ½ day sessions are primarily aimed at those within 15 years of retirement.

If the retiring employee is a member of the NHS pension scheme, managers must inform the Pensions Officer, (Payroll Department) 3 months prior to the expected date of  retirement.

Managers must also approach  the Personnel Department to discuss  retirement awards at least 2 months prior to the retirement date.

There are currently two retirement support groups in operation,  information and contact points will be provided to individuals through their retirement letter. 

For further advice and to discuss the options available to them, employees should seek advice from the contact points  as mentioned earlier in this policy.
.

MID CHESHIRE HOSPITALS NHS TRUST

EQUALITY AND DIVERSITY

SUPPORTING POLICIES AND OPERATIONAL PROCEDURES – SECTION 9

DISABILITY AWARENESS

As part of its approach to equal opportunities, the Trust has become a Disability Symbol User.

The Disability Symbol is logo consisting of two ticks surrounded by the legend `Positive About Disabled People`. The Trust will display this logo in advertisements, internal publications and letterheads to demonstrate the priority we place on helping staff and job applicants to perform to their full potential.  This is in line with the Trust's commitment to Investors in People and Planning Personal Performance.

To qualify, the Trust has made 5 promises:

1 to interview all applicants with a disability who meet the criteria for a job vacancy and consider them on their abilities (managers & Personnel to ensure during shortlisting);

2 to ask disabled employees at least once a year what we can do to make sure they can develop and use their abilities at work (managers to ensure during PPP)*;

3 to make every effort when employees become disabled to make sure they stay in employment (managers, Occupational Health and Personnel to ensure on a case by case basis);

4 to take action to ensure that key employees develop the awareness of disability needed to make the commitments work (through Team Briefing, Trust Facts, training and the Employment Law Bulletin);

5 each year to review these commitments and what has been achieved, plan ways to improve on them and let all employees know about progress and future plans (Equal Opportunities Steering Group to include in annual action plans).

The Disability Employment Adviser based at the local job centre provides support, advice and, in certain circumstances, financial grants for aids and adaptations.

* This benefit applies to all staff, not only those with a disability.
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