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Zoom Meeting
4.30pm

AGENDA
1. Declarations of interest

2. Apologies !

FOR APPROVAL

3. Minutes of Meeting of 15 April 2021 O

Elements of paper 3 are withheld from publication on the Forth Valley @Nebsite under Section
36 Confidentiality of the Freedom of Information (Scotland) Act 2002

4. Matters Arising
5. Hybrid Working Gill Donald
Inc. Flexible Working Policy V
Home Working Policy V
6. Recruitment and Selection Policy O Ralph Burns

FOR DISCUSSION Q~

7. Health and Wellbeing ate Karina Buchanan
a) Mental Health S rvice
b) Menopause

Elements of pape a held from publication on the Forth Valley College website under
Section 36 Confidentiality of the Freedom of Information (Scotland) Act 2002

8. e afety Report (To Follow) David Allison
9. ealth & Safety Internal Audit Report David Allison
10. Complaints Overview 2020/21 Stephen Jarvie
11. Review of Risk

12. Any other competent business

FOR INFORMATION

13. Staffing Establishment
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Skype (commencing at 4.30pm)

Present: Trudi Craggs (Chair)
Davie Flynn
Katherine Graham

Apologies: None
In Attendance: Alison Stewart, Vice Principal Finance and Corporate Affairs
Kenny Maclnnes, Vice Principal Learning & Student Experi VPLSE)

Ralph Burns, Head of Human Resources (HHR)

Stephen Jarvie, Corporate Governance and Planning C PO)
Marc McCusker, Head of Facilities Management and Safety (HFM)
for item H/20/015 only < ’

H/20/012 Declarations of Interest

Q)

H/20/013 Minutes of Meeting of 5 November %

It was noted that there was a Vhe minute and that this would be corrected.

The minutes of the November 2020 were approved subject to the
correction above.

H/20/014 Matters arisin &
None

H/20/015 CQ and Safety Update
presented members with the regular update report on Health and Safety

in the College.

He outlined some of the developments since the last meeting of the Committee and
outlined future developments such as the gradual increase in staff and student
numbers on campus in line with Scottish Government guidance whilst still using all
three campuses as vaccination centres.

He outlined the requirement from Scottish Government for Colleges to offer lateral
flow testing and the challenges relating to this activity.

He informed members that the unused expansion space in Falkirk had now been
allocated and was currently being converted into four additional classrooms.
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He outlined work that had been ongoing with the College’s Total Facilities
Management (TFM) provider to keep the College operational and compliant
throughout the last year.

He highlighted that, owing to changes with the Moodle system, some online induction
activity for new staff had not occurred but that this was now being addressed and that
all relevant staff would be individually contacted to inform them the training was
available and the deadline for completing this.

@ he very low

ag to falls from
inCidents did not
there was still a

He highlighted that, while College accidents were down owi
numbers on campus, there had been two RIDDOR incident
individuals attending the campus to obtain their vaccine. Whil

relate to College activity, as they occurred on Colle ot
requirement to record and report these as RIDDOR inci@ents.
rom the RIDDOR incidents and

matters. The HFM confirmed to
efing the vaccination centres, the

Members queried if there were insurance implicé
whether the College was covered for vaccingrrelt
members that, as part of the preparation§ fof’op

College insurers were informed.
Members noted that the report nwsignificant amount of information and
that it could be challenging te the issues the College wanted to highlight.

Following discussion, it was that members would meet separately to identify
key data points/topic e ented at the start of the paper as an executive
summary, with the f the report being available for context purposes.

Members que theMevel of compliance of College users with Scottish Government
Covid guid HFM noted that, while it did vary by individuals, overall he would

categorij liance as good.
Qd additional communications which had been developed to assist staff

H o
a@ents coming back to campus after a significant period of absence which also
ed the rules in place.

embers noted that the TFM contract had been extended and that there was a
possibility for a further year’s extension and queried whether the College was
ensuring best value.

The HFM confirmed that the contact had been awarded in line with the procurement
policy and that an annual benchmark review against other providers was conducted
to evidence continued good value.

He also assured members that any additional projects, such as the expansion space
development, are all fully tendered in line with procurement guidance.
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H/20/016

Members noted that fire drills had not occurred and asked if it was intended to have
these now that staff and students were returning in greater numbers, with some
potentially being on campus for the first time.

The HFM confirmed to members that this had been discussed with the Health and
Safety Committee as it was a case of balancing risks and benefits of holding drills
during a time where physical distancing is a primary control measuge for the
pandemic.

Members accepted this rationale and recommended, in the abse drills, greater
emphasis on evacuation processes in campus inductions.

a) Members noted to the content of the report QO

Dispute (Verbal)

The VPLSE provided members with an overview
industrial action from EIS-FELA. He outli
running concurrently, with a local and natio

He outlined the engagement bétween College and local representatives and
highlighted that, despite th i ns and offers from the College, thejjjjil}

urrent situation in relation to
at%there were actually two actions

He discussed the n
lecturing role, n
interpretation
Associatio

ssions underway to define the key attributes for a
his was currently being held up owing to a difference in
guage from union representatives and the Employers

th

d

He inf @ embers that, subject to a final ratification of the above, the College
h greedgsto review the Instructor Assessor role descriptions against the lecturer

scription.

H/20/017

The VPLSE confirmed that this would be looked into.

a) Members noted the content of the update

Staffing Establishment and HR Report

The HHR presented an update on the regular staffing establishment report, noting

that overall figures for the College were stable and highlighted some internal shifts in
staffing to support key initiatives such as the digital academy.
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He reported that, while long term absence has stayed roughly the same, there has
been a decrease in short term absenteeism.

He also outlined the work the College was doing in terms of the social impact pledge
whereby the College supports staff in activity where they can contribute to the local
community.

He highlighted initiatives to members such as the Timed4You and weekly, recharge
which had been introduced as a staff benefit during this period of waikin home.

He outlined that there had been a survey conducted on Ti nd the weekly
recharge and that the outcomes of this survey were inclug e papers for

members’ information. Q

Members welcomed the additional initiatives put in pl support staff and the
introduction of the social impact pledge eried how this was being
communicated to staff.

The HHR confirmed that there were regular

r
another update due to go out to staﬁw.

The HHR also outlined to me HI: e of wellbeing resources and workshops that

in the College weekly e-focus, with

were being offered to staff t@ rt them.
He outlined a rang ining that was on offer and informed members that,
owing to the on co itment to TQFE, there was a smaller cohort than normal

Membg omed the update and noted it would be useful if the report could also
o e College was meeting the objectives in the people strategy and other
rélevanfiCollege plans. The HHR confirmed he would review the content of the report.

starting this y as @large number of their colleagues had already achieved the
qualificatio

embers noted the content of the report
H/20/048 GTCS registration (including PRD update) (Verbal)

The HHR noted that, at the previous meeting, an update had been requested on this
topic. He reported that the new GTCS scheme has started for lecturing staff and had
also been integrated into the Performance Review and Development scheme of the
College. He noted that the GTCS registration was still voluntary at this time with 72%
of eligible lecturers commencing the registration process and that this would become
mandatory in the future.

He confirmed a meeting was arranged in the near future with GTCS to look at the
integration of the registration process with the PRD scheme to verify it meets with
their standards.
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H/20/019

H/20/020

s

He confirmed that once this was agreed, a major relaunch of the GTCS registration
scheme would occur.

a) Members noted the content of the report

Equal Pay Review

The HHR presented members with the outcome of the most recent equal pay review.
He confirmed that the differences identified were linked to lengtk (@ rvice as male
employees tended to have a longer term of service.

He outlined other key findings in the report and confir tQ areas that were
not covered by national job evaluation such as the SMI pay Structure, a review was
underway.

Members noted that the report made a nu
changes identified until the national job

confirmed it was difficult to set targets or make
process underway which could alter these ¢

He noted that currently theres#aga roximate 60/40 split in terms of female staff
members but that male apere sometimes able to negotiate better starting
salaries when applyin 0 e confirmed that the College position of starting all
new hires at the b ir relevant salary bans would be reinforced to hiring
managers. &

a) Member e content of the report

Staff v nt

I<e HH! presented members with a paper on the proposed staff awards event which
n developed by a sub-group of members from the listening to employees
p.

rences to waiting to progress
ionYrocess was completed. The HHR
anges at this time with the national
ges.

He noted that they were seeking some Board members to sit on the judging panel.

The Chair confirmed that she would raise this matter at the upcoming Board of
Management meeting and ask for volunteers and highlighted to Committee members
that it may be useful for an HR Committee member to be one of the Board judges.

Members noted the proposed spend on a guest speaker and noted that this amount
could be more positively used to support the awards and that, with the range of
contacts the Board has, a speaker could potentially be identified who would do so
pro-bono.

a) Members noted the content of the report and endorsed the idea of the staff awards
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H/20/021 Review of Risk

Members identified the ongoing strike action and the possible outcome of national
job evaluation as risks.

H/20/022 Any Other Competent Business

Members noted the range of for information papers and requested an update on the
Equalities, Inclusion and Learning Services restructure be brought to ne eeting.

C)O

Q
v/

N/
&QO

C)O
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1. Purpose

A discussion with members on Hybrid working paperwork including, managers support for one
to one meetings, flexible working policy amendment and introduction of a home working policy.

2. Recommendation

That members review and discuss the proposed documents and implementation pfocess and
approve the updated Flexible Working Policy and new Home Working Policy

3. Background
It was agreed that the college will trial a hybrid working appro Qh October 2021,

r
however, due to ongoing Covid-19 restrictions, this was delayed @Aarch 2022. This was
launched on 7 March 2022 and will run as a pilot until end of July 20224it’is expected that should
there be no issues, the pilot will continue for year 2022/23

A number of steps were taken to ensure that all mafiagef’s e aware of hybrid working and
understood the college parameters around this. Mana training was completed on 22 July
2021, management have been provided with manage t support documentation for holding
staff one to one meetings. See appendix 1.

Working from home as always been an r staff as part of a flexible working arrangement.
is

There were concerns over the use and’it had limited application. Enforced working from
home has changed both opinio ice at FVC to support home working as a beneficial and
effective strategy to enhanc ductiyity and wellbeing.

The college have been ive.with the government guidelines to work from home. As we are
now moving into a peeagctiue approach, it is essential that we introduce a home working policy to
ensure we have a n5|stent approach to manage staff when they are working from home

and to ensur d safety elements of home working are considered.

4. Key Co ions

Follewing the rollout of hybrid working training sessions for the leaders and managers of Forth
Valley College a guide has been created to support the one to one conversations with staff around
the individual working plans for teams. The proposed guide in shown in appendix 1 and is designed
to support managers to conduct consistent one to one meetings with their teams. Prior to the
official launch of hybrid working, a managers briefing session was held online for all managers.
This session involved presentations relating to both hybrid working and hybrid learning and a
guest speaker from SERC who gave an overview of hybrid working in their colleges.

The introduction of hybrid working required an amendment to the flexible working policy to
ensure processes are followed upon receipt of a hybrid working request. Appendix 2 Flexible
Working Policy, details the specific changes which are held on pages 3, 6 and 7.
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The home working policy is a new policy introduction and defines what home working means, the
necessary health and safety elements of home working and how it will be managed going forward.
Please see appendix 3 for home working policy.

The managers’ guide in appendix 1 was distributed to all managers on 1 August 2021, reminding
them that Hybrid working will be launched on 18 October 2021 and they will be asked to meet
staff on a one to one basis and add a record of their conversation within the employees’ record.
Following the delay of launch, a reminder was sent to all staff regarding the hy nch and
asked to contact their line manager if there had been any change to their stances that

would need further review.
Both policies have been approved by LMT and agreed with our trad '@agues.

5. Financial Implications O

To be determined and will seek approval from LMT with i @« psts for individual project tasks
in line with the key considerations above.

6. Equalities V

Assessment in Place? — Yes
Please summarise any positive/n e cts (noting mitigating actions) —

Each of the projects for Sprin&v ave some element of equalities impact across college. An
will

Equalities Impact assessme provided for each project.

7. Risk

Qally for the Springback Programme that records risk for all projects. This

is availabl e Springback Programme area on SharePoint. The Programme board meet
fortni a risks identified will be discussed and escalated to LMT if necessary.
isk Owmer— Ken Thomson Action Owner — Ken Thomson

8. Other Implications -
Please indicate whether there are implications for the areas below.
Communications — Yes

Communications with managers and staff have been ongoing and will continue to ensure full
engagement and understanding of the process.
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Health and Safety — Yes

Health and safety are involved in supporting home working policy and appropriate risk

assessments.

R
O

QO
\}’((/
O
Q&

B
O

Paper Author - Gill Donald SMT Owner — Ken Thomson

O
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Hybrid Working Model

One to One Meetings

as
an be done
campus

Consider the key needs of the business, the customers and s
well as the need for staff support eg for new colleagues. @

at home and what is more effective and simply require(’jQ

Hybrid working should be considered for all posts ot be suitable
to all staff, it also may not be suitable for the hybridyappfoach to be a
ide

straightforward split of days. This should be i d prior to the one to
one meeting. Q

Consideration should be given to the ho the employee works when
discussing the hybrid spilt to ensurethey in office for days in the

working week. V

When discussing days the e @ e wishes to work at home,
consideration should be @*€nsure cover is available each day of the
week to support staff or example, not all staff can work from home
on a Friday or Mon

Informal and for ible working definitions are below:

o Info @ible working — This arrangement can be generally
de@a an informal arrangement of flexible working agreed for the

ole in the current circumstances. It may not have an end

%but would be subject to review if the role, or the individual or

am circumstances change, this will be communicated to the
employee by their line manager.

o Formal Flexible Working — This arrangement is defined where there
is arequirement for the employee to apply through the flexible
working policy. This is where an employee is looking for a more
permanent arrangement out with the scope of hybrid working. A list

of formal flexible working arrangements can be found in appendix 1
of the Flexible Working Policy.
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Points of Discussion

**Please keep to the script as closely as possible. This is essential to ensure
consistency across all meetings**

Open Meeting

e Confirm that the meeting is to discuss the implementation of a hybrid working model
and define the approach:

locations: home and office.” The college are requiring staff to wor
the workplace though this may be more. The remainder (40-6
dependent on the business need and the hours the employee

is part time the requirement to work on campus remains. Q
e

e Ask the employee if they had considered the hybrid mod
are.

what their thoughts

Hybrid model in full

e Agree what hours the employee will work Meek at home and on campus on a
trial basis

e You will need to set a date to revie

e Confirm that this working patter
change if they change role/de

e Ask employee if they havgla
IT/furniture requirement
managers should us
the employee has

5 a set period of time
and solely for their current role — subject to

t area to work in at home and if they have any
onsidered. Please see list of options available to staff,
iIsCretion when requests are made and discuss whether
ent at home.

urrently have an office chair from the Falkirk Campus will be
this and swap this for another office chair as these chairs are
Falkirk Campus. As part of your one to one discussion with the
ise of this and confirm you will be in touch again to make arrangements
ppen.

Please note,
required to

employee that they will be required to complete a home working risk
assessment on Moodle when the course goes live at the end of August.

e Advise employee that there will be an update to the flexible working policy and
introduction to a home working policy, these will be discussed at next LNCC and
distributed thereafter.

e Ask employee if they have any concerns/questions

e Add a note of the meeting to the employee’s record including review period



Hybrid Model for Non-Contact (academic)

It is important to remember that time of out college as per national bargaining is

still in place and based on business needs

Advise employee that due to the requirements of the role, you are unable to approve
working from home for full days if they do not have a full day non-contact time within
the week in their time table.

Have a copy of their timetable and discuss the options available to them to ajlow hybrid
model in non-contact time and if applicable during any classes that they have as
blended learning.

Confirm that this working pattern is solely for their current term (c a full year if
appropriate)

Discuss that there may be a requirement to come into office fings/training or
cover on the days that may be days they’d normally be at e.

Ask employee if they have a set area to work in at hoge and if they have any
IT/furniture requirements to be considered

Ask employee to complete the DSE/VDU course fo 4@ working

Ask employee to access and read the flexible kingvatd home working policy.

Ask employee if they have any concerns/questi
Add a note of the meeting to the employeeSyeco

It is important to meet with staff w

Hybrid working is not possible Q/V

ork in a hybrid way to advise them of this,

and the reasons why it is not po .

e Advise employee t altgough the college is introducing a hybrid working
approach it is not for their role to be part of a hybrid approach, advise of

the reasons f asons can be categorised as:
o A C?Pﬂl impact on quality
% fmental impact on performance
t

rimental effect on ability to meet customer demand

e AsK'employee if they have any comments they wish to make and provide your
HRBM with any information that could support this employee in the future in terms
of health and wellbeing.

e Add a note of the meeting to the employee’s record
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FLEXIBLE WORKING POLICY AND PROCEDURE

INTRODUCTION

This document outlines the Flexible Working Policy and the Flexible Working Procedure for all
staff at Forth Valley College. The document has been written to explain how the College will
aim to fulfil its statutory obligations in relation to Flexible Working, the right to request and the
duty to consider.

EQUALITIES IMPACT ASSESSMENT

We welcome feedback on this Policy and the way it operates. We are interested to know of
any possible or actual adverse impact that this Policy may have on any groups in respect of
gender, race, disability, sexual orientation, religion or belief, age or other characteristics.

An Equalities Impact Assessment of this Policy has been carried out. The policy has bee

written to fully comply with all obligations in respect of employment law and equality legislation
and to take account of recommended best practice. It is therefore not anticipated this
policy will result in a negative of adverse impact on one or more groups in respeci® der,
race, disability, sexual orientation, religion or belief, age or other characteristic

DATA PROTECTION
The College processes personal data collected during the flexible worki cess in
compliance with the Data Protection Act 2018 (DPA) and the Gengral Data”Protection
Regulation (GDPR). The College is the data controller for your data, angis€gistered with
the Information Commissioner’s Office. The College will colleéjand pro€ess information
relating to you in accordance with the privacy notice which is availg nthe College website.

Inappropriate access or disclosure of employee data consti ata breach and should be
reported in accordance with the College Data Poli y. It may also constitute a
disciplinary offence, which will be dealt with under€be ofganisation's disciplinary procedure.
Employees should use College data for organig@tional purposes only, and should not keep

personal copies of College data under any ci tance

If you are unhappy with any aspect of the waygyour data is handled, you can contact the Data
Protection Officer at dataprotection@f .uk.

FLEXIBLE WORKING POLICY

This policy has been desi n an overall commitment to developing the College’s
family friendly policies in rglation t@\carers of children and adults, irrespective of hours worked.

This policy has been prepare he College in consultation with UNISON and EIS-FELA with
the needs of the its staff in mind.

FLEXIBLEMORKING

Forth Valley C e believes that flexible working can increase staff motivation, promote
work-life balance, reduce employee stress and improve performance and productivity. All
employees who have a minimum of 26 weeks' continuous service have the right to request
flexible working and to have their request considered seriously by their Line Manager.

The request for Flexible Working can relate to one or a combination of the following:

. A change to hours worked

20f8
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. A change to the times when hours are worked
. Working from home (either all or part of the week)
o Job Sharing

Also see attached list of alternative ways of working (Appendix 1).

INFORMAL FLEXIBLE WORKING

All staff have a right to request informal flexible working, this can be generally defined as an
informal _arrangement of flexible working agreed for the current role in the current
circumstances. It may not have an end date but would be subject to review if the role, or the
individual or team circumstances change, this will be communicated to the employee by their

line manager.

Examples of informal flexible working arrangements that can be authorised by Line
Managers/Heads of Service/Directors of Curriculum include the following:

* Adjusted start / finish times

* Adjusted lunch breaks

* Early finishes, where business needs can be met

* Remote working, including from home or other locations*
* Staggered start / finish times

* Working from a remote location is limited to the country in which you
be physically available to attend work as and when required, this may

["- ted [g1]: Addition to Policy

FLEXIBLE WORKING PROCEDURE
The Flexible Working Procedure details entitleme Q

Make an application for a flexible wor rangement

Have an application seriously considered bythe College

Receive a written response to ion for a flexible working arrangement
Have the right to appeal against o grant a flexible working arrangement.

UNDERSTANDING IF YO
ARRANGEMENTS UNDER

To be eligible to make

. have worl the College continuously for 26 weeks on the date when the application
for flexible kifg,is made

. not hav another application to work flexibly during the past 12 months.
HOW SHOULD | MAKE MY REQUEST AND HOW WILL MY REQUEST BE
CONSIDERED?

REQUESTING A FLEXIBLE WORKING ARRANGEMENT

30f8



2.1.1 All requests must be made in writing and employees should complete a Flexible Working
application form which can be found here, to their line manager having first ensured their
eligibility to make such an application.

2.1.2 All flexible working requests should be submitted no later than 3 months before the proposed
date of change.

This will enable adequate time for your application to be considered in line with the
timescales around the approval process.

2.1.3 Employees should ensure that their Flexible Working Application is fully completed and
includes:

the date of the application;

the current working pattern;

the changes that the employee is seeking to their working arrangements;
If the request is in relation to something which is covered by the Equality Act 2010;

the date on which the employee would like the terms and conditions to come into effect;
what effect the employee thinks the requested change would have on the organisation;
how, in their opinion, any such effect might be dealt with;

a statement that this is a statutory request;

whether or not the employee has made a previous application for flexible wo
if the employee has made a previous request, when the employee made t|

e & o o o o o o o o

2.1.4 Employees may wish to seek guidance from their Trade Union Representati Business
Manager when completing a request.

2.2 CONSIDERING REQUESTS FOR FLEXIBLE WORKING V

u@ ope of this policy, will be

2.2.2 On receipt of an application, arrangements willdde m for the employee’s line manager to
meet with the employee to discuss the reqeest: H usiness Manager may also be in
attendance at the meeting.

2.2.1 All applications for a flexible working arrangement ma
considered thoroughly by the College.

2.2.3 At this meeting the employee may ch accompanied by another employee of the
College or a Trade Union represey :

2.2.4 The purpose of this meeting_is 10 e both parties with the opportunity to discuss the
desired change in workin in more detail and consider how the change might be
accommodated.

2.2.5 A decision regarding. the
writing within 3 mo

tcome of the request will be communicated to the employee in
S eiving the flexible working application.

2.3 ACCEPTING REQUESTS FOR FLEXIBLE WORKING

2.3.1 If the College i le to accept the request made by an employee for a flexible working
arrangement, formal confirmation will be sent to the employee in writing. The confirmation
will outline the agreed changes and the date they will become effective. This will normally be
subject to a satisfactory trial period (see section 2.3.2).

2.3.2 During the trial period, which is usually at least 3 months in duration, regular review meetings
will take place between the employee and their line manager to establish if the flexible working
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arrangement is operating effectively and to highlight any issues which may need to be
addressed before the arrangement can be confirmed on a permanent basis.

2.3.3 If a trial period is found to prove that the flexible working arrangement is not successful, the
employee’s line manager would require the employee to revert back to their previous terms
and conditions of employment.  In this circumstance the College will confirm in writing the
business reasons for this decision, as per section 2.4.2.

2.3.4 The agreed changes to the employee’s working pattern will constitute a permanent
amendment to the employee’s main terms and conditions of employment with the College,
unless otherwise agreed by both parties. For example, if both parties agree to a change in
working pattern for 12 months, the employee would then revert back to their previous working
pattern at the end of the 12 month period.

2.4 REFUSING REQUESTS FOR FLEXIBLE WORKING

2.4.1 If the College is unable to accept an employee’s request for a flexible working arrangemen
then formal confirmation of this decision will be sent to the employee in writing.

2.4.2 This confirmation will outline the business reason(s) why the request was refys he
reasons for refusing a flexible working request are:

it will cost the business too much

work cannot be reorganised among other staff

more staff cannot be recruited
there will be a negative effect on quality

there will be a negative effect on performance
there’s not enough work for the employee to do wh equested to work
there are planned changes to the business, for exa
change the business and think the request wi
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2.4.3 The confirmation letter will also advise thedem ee
decision.

their right to appeal against this

2.5 APPEALING AGAINST REFUSAL TO EXIBLE WORKING PATTERN

2.5.1 Any appeal should be submitted
Curriculum and should stat gko
14 days of receipt of the Lollege’
refused

by’the employee to the Head of Service/Director of
g/of their appeal. This appeal should be made within
irmation that the flexible working request has been

2.5.2 Within 14 days
consider the a

an appeal naotification, a further meeting will be arranged to

al

2.5.3 The emplo will advised that they have the right to be accompanied at the appeal
meeting by al e ployee of the College or a Trade Union representative.

2.5.4 The appeal will normally be considered by the Head of Service/Director of Curriculum or an
appropriate nominee (not previously involved in considering the application).

2.5.5 The employee will be informed of the outcome of their appeal within 14 days of the appeal
meeting taking place.
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2.5.6 Where an appeal is successful, the employee will be sent written confirmation of the appeal
decision to approve the request for a flexible working arrangement. The confirmation will
outline the agreed changes, the date when they will become effective and will normally be
subject to a satisfactory trial period.

2.5.7 Where an appeal is not successful, the employee will be sent written confirmation of this
decision not to approve the request for a flexible working arrangement, outlining the reasons
why the request cannot be granted. There is no right of further appeal.

2.5.8 Where a request has been denied, the relevant employee is entitled to make a further request
12 months from the date their original application was made, providing they still meet the
eligibility criteria at that time.

2.6 WITHDRAWAL OF THE REQUEST FOR FLEXIBLE WORKING

2.6.1 If an employee wishes to withdraw their request for a flexible working arrangement, the
should notify their line manager in writing as soon as possible.

2.6.2 An employee who withdraws their application for a flexible working arrangement wi be
eligible to make another application for a further 12 months from the date their appli
the withdrawn request) was made.

2.6.3 An employee who is unable to attend either the meeting arranged to discus reqeest for
a flexible working arrangement or an appeal meeting, should contact_their li ager as
soon as possible to explain their absence. A further meeting will then Be,arran

2.6.4 An employee who fails to attend more than one meeting arrange discusS'their request for

a flexible working arrangement, or an appeal meeting ag ho able to provide a
equestigonsidered to have been
0 theemployee confirming the

reasonable explanation for their absence, will have their
2.7 EXTENSIONS TO TIME LIMITS IN THE APPL T AND APPROVAL PROCESS

withdrawn. In such circumstances, the College will write
request is being treated as withdrawn.

2.7.1 There may be other exceptional occasions
of the procedure within the specified time li
time limits can be agreed. Extensions
and the College agree. The detail

en it ISYpot possible to complete a particular part
In these circumstances an extension to the
jts can only take place if both the employee
ension should be recorded in writing.

2.8 FACILITIES AND EQUIP

an employee leave the organisation, they will be expected to return any
equipment owned by the college. Employees will be required to return any equipment to
campus periodically for PAT testing.
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2.9 HEALTH AND SAFETY

Mandatory requirements for those working from home at least 2 days a week or 40% of working
time or more:

e Read FVC Home Working Policy— raise any issues with your line manager
e Complete the home working risk assessment module for home working on Moodle

If an_employee cannot ensure a safe workstation, in line with the guidance set out in the risk
assessment, then they should raise this immediately with their line manager and arrangements
made for them to work on campus. Should an employee have a specific health concern regarding
their work station, they should contact their Line Manager or HR Business Manager for further
advice.

9
@OV&
&
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FORTH VALLEY COLLEGE

ALTERNATIVE WAYS OF WORKING APPENDIX 1

. Annualised Hours describes working time organised on the basis of the number of
hours to be worked over a year rather than a week; it is usually used to fit in with peaks
and troughs of work. Pay will depend on the hours worked in each pay period.

. Compressed Hours allow individuals to work their total number of agreed hours over
a shorter period. For example, employees might work their full weekly hours over four
rather than five days. They would be paid for a full-time job but would not receive
overtime payments for the agreed extra hours they work in any one day.

. Flexitime gives employees choice about their actual working hours, usually outsid
certain agreed core times. Individuals are paid for the hours that they work.

. Home working doesn’t have to be on a full-time basis and it may suit an el
divide their time between home and office. What individuals are paid for de
the hours they work. Employers are required to carry out a risk ass
activities undertaken by home workers, identifying any hazards and
enough steps have been taken to prevent harm to them or anyone hognay be

affected by their work.
. Job-sharing typically involves two people employed on v but working

art-tim
together to cover a full-time post. Both receive pay for trwy work.

. Staggered Hours allows employees to start and ir day at different times
throughout the week. Pay will depend on the hg ) total rather than the time
at which they are worked e.g. if working stag@ere@d hours'into the evening this would
be inclusive of your regular working hour. ot attract an enhanced rate of

pay.
. Term-time Working allows employees to tal npaid leave during the school holidays
. Shift-Working gives employer. e to have their business open for longer

d flexible working arrangements may mean that

periods than an eight-houg@ A
a shift premium is not ne¢ @
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EQUALITIES IMPACT ASSESSMENT

We welcome feedback on this policy and procedure and the way it operates. We are
interested to know of any possible or actual adverse impact that this policy and
procedure may have on any groups in respect of any protected characteristic.

An Equalities Impact Assessment of this Policy has been carried out. The policy has
been written to fully comply with all obligations in respect of employment law and
equality legislation and to take account of recommended best practice. It is therefore
not anticipated that this policy will result in a negative of adverse impact on one or

more groups in respect of any protected characteristic.
DATA PROTECTION k

The College processes personal data collected in relation tgrfe
information is stored and processed in compliance with the Data % tion Act 2018
(DPA) and any future data protection law enacted in the UK, iAicludingUKGDPR. The
College is the data controller for your data, and is registeged with the Information

ess tormation relating to
8 on the College website.

Commissioner’s Office. The College will collect and ps@
you in accordance with the privacy notice which is a

Inappropriate access or disclosure of employee% stitutes a data breach and
should be reported in accordance with the @GollegeN@ata Policy immediately. It may
also constitute a disciplinary offence, w icWe dealt with under the College’s
disciplinary procedure. Employees sh M College data for organisational
purposes only, and should not kee @ | copies of College data under any
circumstances. {Employees shoul pid downloading documents to mobile devices,
personal PCs, and external dri d copies of documents should be returned to
the College for secure destr lonyor shredded at home. College devices should be

stored securely, at a le o ecurity appropriate to the sensitivity of the data
processed.}

If you are unhappy ny aspect of the way your data is handled, you can contact
the Data Prot r at dataprotection@forthvalley.ac.uk.
POLICY

This@ and its related procedure relates to all employees and establishes
guideli for managers and employees in relation to homeworking. Its aim is to
ensure homeworking issues are addressed consistently and fairly and sets out
procedures to support this.

The college promotes flexible working for all staff and will agree to an employee
working partly or wholly from home where appropriate in line with our Flexible Working
Policy. Approval for homeworking will depend on whether or not your work can be
done from home effectively and in consideration of business needs. The college
cannot agree to all requests to work from home because every job is different and
every employee has different circumstances to consider. Please note academic staff
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should consider national working practices agreement. Please click here to find out
more.

This policy and procedure outlines the working arrangements that will apply when a
request to work from home has been agreed.

Homeworking is managed by line managers with the guidance and support from the
HR team. The college retains the right to require minimum workplace attendance to

support health and wellbeing, teambuilding, skills development and training, and for
business requirements.

2 HOMEWORKING PROCEDURES d

with provision for overtime only by agreement.

Pay
Employees who work from home will be paid in line with their@@hours of work,

Home Environment

You working in environment at home should be ssional, confidential space free

from interruptions.
Employees should consider the area as We for both staff and students and

staff should be mindful of the privacy 6t theirstudents and themselves and may wish
to use background screens. Any

Safeguarding Policy.

Hours of work

The hours re available and to undertake work will not change because an
rki

fag ling issues should be reported as per the

employee is rom home, unless agreed as part of the employees’ flexible
working req s important that contractual lunch and rest breaks are factored
into the [ ay regardless of where the employee is based. Link to NRPA

Flexihility 8an be agreed where possible and with approval of their line manager,
noting ollowing minimum requirements should staff wish to vary their hours to
suit their individual needs. Homeworkers must ensure they take adequate rest breaks,
as set out by the Working Time Regulations 1998:

o take a break of at least 20 minutes after 6 hours of work;

e ensure the time period between stopping work one day and beginning the
next is not less than 11 hours; and

« Have at least one complete day each week when no work is done (including
rest days e.g. Saturday/Sunday).
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Sickness

If an employee is sick and unable to work, they must follow the department’s sickness
absence process and contact their line manager as soon as possible. The college’s
sickness absence policy and procedure will apply in these circumstances.

Visits to the college premises

Given the degree of flexibility that our home/hybrid working arrangements provide, we
expect our workforce to be flexible.

You may be required to attend campus on particular days at the request ur [line
manager/head of department], for example for in-person training and fo s that
your [line manager/head of department] has determined are best con in person.

Similarly, there may be circumstances in which we ask you to @motely, when
you would expect to attend the campus, for instance: ( :

« for operational needs, for example if we have to ployees attending
the campus on specific days; or
o for health and safety-related reasons, for the event of a

lockdown/government guidance that emp sshould work from home if
they can, or if weather conditions dlct

In such cases, you will be given as mu S p033|ble to travel safely to
campus.

Staff should be available Wlthln orking hours to attend the workplace at short
notice, taking conS|derat|on ravel requirements.

Visits to the employee:

Whilst the college \ lly require staff to attend the campus when required we
may visit your reed times for work-related purposes, including health and
safety mattersilt is condltlon of any homeworking agreement that you agree to such
visits, these Wi Il be agreed in advance and can be held on college campus if
rposes of a visit will be for:

ring and collecting work;

e performance reviews and feedback;

e general discussions about work-related matters;

e ensuring health, safety and security; and/or

e any other work-related purposes that we consider appropriate.

Equipment and materials
It is our policy that we will provide and maintain all equipment and materials necessary

for you to work from home. It is the duty of the employee to ensure that proper care is
taken of such equipment and materials.
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You must take care of any equipment and materials provided by the college, and notify
the IT department of any faults with the equipment.

Upon termination of your employment for any reason, you are required to return all
equipment, furniture, materials and documents that belongs to the College. The
College reserves the right to visit your home at an agreed time to collect any
unreturned items.

Telephone and internet accounts

the internet connection to your home restrict the quality of work or commugications for

You will pay the costs for all telephone and internet connections in your home. Should
an extended period of time, the college reserves the right to remove tthn&home

working until the employee corrects this.

Stationery and postage O

All stationery will be provided by the college, please see @tionary order user

quide for more details.
hads

Employees may be able to claim tax relief fomany ehold expenses incurred as a
result of working from home, provided t ems are solely work related. If you
wish to benefit from this tax relief, see_the'@overnment's guide on claiming tax relief
for your job expenses at www.gov.u @ i¥-for-employees/working-at-home.

Employees are responsible forthe college equipment and should not allow members
of their family or third pall access or use our equipment.

Security

Employees who home are responsible for keeping all documents and
information assgei h the college secure at all times. Specifically, homeworkers

are under a duty to:

. %ue password for the computer and any other digital devices.

Furthex, the computer and other equipment provided by the college must be used for
work-related purposes only and must not be used by any other member of the family
or third party at any time or for any purpose. Please see IT Security Policy for further
information.

Health and safety issues

The college is legally obliged to ensure the health and safety of homeworkers in the
same way as office-based staff. We are therefore required to ensure that:

« all equipment is safe;
« all articles and substances are handled and stored safely;
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e an assessment of your workstation is conducted;

« information and training on the safe use of equipment, including display
screen equipment, is provided; and

e relevant risk assessments are carried out.

All employees who work from home have a duty to ensure, insofar as is reasonably
practicable, that they work in a safe manner and that they follow all health and safety
instructions issued by us from time to time.

Employees must follow guidelines on workstation set-up/home computer use issued
by the college and available on SharePoint. All Staff will be required to complete a risk
assessment required for working from home, this will be part of you,.@datory
training schedule on Moodle, any concerns with the assessment shoul ISgussed
with your line manager.

There are steps employees can take to make sure they achieve artable posture
while working from home on display screen equipment (DSE)f PleaSe®watch the video

from the Health and Safety Executive (HSE) on Sworkstation set-up at
www.hse.gov.uk/toolbox/workers/home.htm.
Please also observe these guidelines when worki QE:

e Break up long spells of DSE work withegest b s (at least five minutes every

hour) or changes in activity. hV
le changing position.
hifig exercises.

e Avoid awkward, static postures b
gcug’or blinking from time to time.

e Get up and move around or dg
« Avoid eye fatigue by changi

Employees should follow al reporting procedures for any work-related
accidents that occur in theig' ho

Insurance

provide adequate caver for the fact that they work from home.

Employees areg/ge for checking that all home and contents insurance policies

Mortg tal agreements

Emplayeeg are responsible for checking applicable mortgage or rental agreements to
ensure you are permitted to work from home, and for obtaining any permissions
necessary to work from home.

Base of Work

Your base of work will continue to be the campus you are employed to work in and not
your home address. You will not be entitled to claim additional travel time or travel
expenses when you are working on campus. You will be entitled to the difference in
mileage from your base to another campus is you are required to travel between
campuses.
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[ \ 6. Recruitment and Selection Policy

Forth For Approval

Valley
Colle)ée 21 April 2022
HR COMMITTEE
Purpose

To inform members on an update to the Recruitment and Selection Policy
Recommendation

That member’s note changes and approve.

Background

Policies are reviewed on a three yearly basis and on changes to legislatio @ uitment policy has
undergone this review and been updated accordingly and as such requires taygo to the HR Committee.

Key Considerations Q

There have been no significant changes though the i nce of equality and inclusion are an
ongoing focus and has been emphasised in the policys,Consu on has taken place with both unions.

Financial Implications V
o tQ

Please detail the financial implicati m —. There are no cost implications

Equalities

Assessment in Place? — % No I
See Appendix 2
If No, please b@hy -

Please arise any positive/negative impacts (noting mitigating actions) — Training has been
reassessedfand discussions are taking place with the Central Scotland Regional Equality Council
(CSRE support manager training
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7. Risk

Please indicate on the matrix below the risk score. Risk is scored against Impact and Likelihood as
Very Low through to Very High.

Likelihood Impact

Very High
High

Medium X
Low X
Very Low

Please describe any risks associated with this paper and associated m@g actions — Needs are
to be inclusive, fair and applied consistently which has risk du n factors

Risk Owner — Alison Stewart Action O — Ralph Burns

Other Implications — VV

Please indicate whether there are implicatioe areas below.
Communications — Yes N ; Health and Safety — Yes [ No

Please provide a summary ese implications — Staff, Managers, Unions

Paper Author — Ralph @ SMT Owner — Alison Stewart
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Appendix 1

POLICY

PURPOSE AND SCOPE OF THE POLICY

This policy and procedure aims to ensure that the College attracts indiv&%f high
calibre who will support the delivery of the College vision of offering est,Neading
the way and shaping future success. The policy has been design line with the

College’s commitment to being an equal opportunities employeD

This policy has been developed to ensure a structured c followed when
selecting and appointing internal and external candidates for posts within the
organisation. The process therefore aims to ensure:

e A consistent and fair approach to sele
candidates
e Selection decisions which reflect the mostsui
on their skills, knowledge, experie an

ppointment to roles for all

ble candidate for the role based
ompetencies
in the organisation

e Opportunities for career develapmen
e A process, which ensures jb meets statutory obligations relating to
the selection and employ @ staff.

This policy applies whe y Viacancy (permanent, temporary or casual) requires to be
filled. This policy appli Il potential applicants who may be currently employed as
temporary or permaneng staffor to external applicants.

In line with @@ ®gBalities Policy and in consideration of equality, diversity and
inclusion at a @ s of recruitment and selection, we always carry out shortlisting,
intervie s€lection without regard to an applicant's sex, gender identity, sexual

orientati@n, marital or civil partnership status, skin colour, race, nationality, ethnic or
nation S, religion or belief, age, pregnancy or maternity leave or trade union

€ p.

n cordance with the College Equalities Policy, attempts will be made to

mmodate the particular needs of any person who has notified us that they suffer
from a disability within the meaning of the Equality Act 2010 at all stages of the
recruitment process.

The Recruitment & Selection procedures do not remove an employee or applicant's
statutory rights.

The College recognises the need to respect the privacy of individuals applying for
employment and as such, will comply with the Codes of Practice for Recruitment and
Selection and the requirements of the Data Protection Act 2018 and UK GDPR,set-out
inthe DataProtection-Act-1998-covering the use of personal information provided by
candidates. To this end, the College will comply with the principles of the act and will




r 3 6. Recruitment and Selection Policy

I\:/OII’Ith | For Approval

alley e

Colle)ée 21 April 2022
HR COMMITTEE

only collect, process and retain applicants’ personal information where it is directly
relevant to the recruitment and selection process. Recruitment files, containing details
of the post and applications, will be held securely by the Human Resources
Department for a period of 12 months, after which they will be securely destroyed.
Further details can be found under point 8.

This policy and procedure has been prepared by the College in consultation with
UNISON, EIS-FELA and with the needs of the College and its employees infmind.
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Appendix 2

Equalities Impact Assessment (EQIA)

revised 10/17

The purpose of this template is to ensure that decision makers consider impacts on ty when
making decisions which may impact on people in some way, or develop new - or existing -
policies, practices or operating guidelines. This EQIA template should be completedin

conjunction with the Guidance Notes.

Title of the Policy/Decision considered: Recruitment and Seleg olicy and Procedure

Impact Assessed by: Ralph Burns

N

Signature(s) of assessor(s): Ralph Bw

Date of Impact Assessment:

Step 1: (a) Identify the aim licy/decision

(i) What is the purgt
(ii) How does t
(iii) How do

The policy aims
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Step 1: (b) Identify who is affected by the policy/decision

(i) Who benefits from this policy/decision?

(i) How does the group of people benefit from the policy/decision?

(iii) Who does not benefit from the policy/decision? Is anyone disadvanted?
(iv) If so, how is the group of people disadvantaged by this policy/decision?

All current and potential future staff benefit through having clarity of what will happen and con cy in the

application of decisions made. It is not anticipated that anyone will be disadvantaged by licy

O

O

Step 2: (a) Consider the evidence and impact assess Q
(i) What data or evidence have you used to consid h%of the policy/decision on each

Protected Characteristic group? E.g. studen

national data.

(ii) If you lack data/evidence, please outlin @

consultation, survey, focus group
(iii) Referring to the evidence youfav

@Mraphic data, consultation responses,
Ian for obtaining up-to-date data/evidence e.g.
ns&s®national research.

ailable, would this policy positively or negatively impact on the

following Protected Charact€ristics groups? If so, then how? Detail how it would be possible to

minimise negative impact (

ction plan may be required to ensure minimal negative impact in

practice/change an_aspett of the policy). Refer to the following Duties where possible: elimination

of discrimination

ing equality of opportunity; and fostering good relations.

Protected
Characteristic

ilence

Impact (and how to minimise negative impact).

Disability

12.36% of applicants were
disabled and 8.33% were
appointed. This was an
increase on 3 years ago where
6.19% of appointees declared
a disability.

Disabled applicants were covered in a wide variety
of posts but certain posts attracted a higher level of
applicants. All posts are covered under disability
confident commitment and training provided to all
staff.

Sex (man or woman)

65% of applicants were female
and 62% of females were
appointed

We need to do more to attract men to apply for
posts and have always ensured administrative and
care related posts do not discriminate against




Forth

Valley =

College

N

6. Recruitment and Selection Policy
For Approval

21 April 2022
HR COMMITTEE

them. To reduce bias panels are made up of both
men and women

Race (refers to a group
of people defined by
their race, colour and
nationality (including
citizenship) ethnic or
national origins)

BAME groups account for
about 6% of applications
though are concentrated on
fewer roles. In addition to
White Scottish other White
ethnic groups accounted for
18% of applications.

Data reflects that applications are attracting those
from ethnic minority groups but the BAME groups
are not being appointed. In reviewingthe reasons

for this it is clear that failure to criteria for
applications are the key reas th high
standards of application g INg successful

applicants have extensi @ ience and skills

already in place. ortlis ocuses on
Qualifications, Skillssand Experience

Age

Applications and appointment
data show a match between
applications and
appointments

Gender reassignment
(the process of
transitioning from one
gender to another)

oncern is the low level of

those under 24 years old. This is
due totthe skill set required for the majority of roles
W rms and conditions that make roles
compétitive. Staff are trained to look at objective

jteria and not be influenced by long lengths of
service

Insufficient datagto e any
figres
incredse in

conclusions tHo

Maintain monitoring and training for recruiters

Sexual orientation
(whether a pers
sexual attractio
towards thelgownlsex,
the opposite sex or to

both sexes)

itment and selection
data show little movement on
declaration though numbers
appointed are slightly down in
comparison

Given this category is less visible it is difficult to see
where any part of the process may negatively
impact on selection here.

Religion and belief
(inc. no belief)

Recruitment and selection
data

Data on this is limited due to low numbers outside
Christianity and none. Equalities training is
embedded in all staff development and the
development of recruitment and selection training
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being released as part of this update includes
significant aspects of equalities awareness

Pregnancy and Data is limited on this area The college has clear guidelines and policies on this
maternity with no indication of any and staff are provided with guidance. Equalities
negative practices training is embedded in all staff develepment and
the development of recruitmen ection
training being released as pag @ is update
includes significant aspe equalities awareness
Marriage and civil Recruitment and selection Equalities training i Q in all staff
partnership data do not indicate that there | development and the deYelopment of recruitment

is any disadvantage to any and selectiopgtrainin ing released as part of this

group update in¢ gnificant aspects of equalities
awarefies
Other identified All groups are relevant to this ualiti aining is embedded in all staff
groups (e.g. carers) policy de ment and the development of recruitment

selection training being released as part of this
update includes significant aspects of equalities
awareness

(i) Action Plan to obtain data and for impact assessment:

Application data is publishe @: f our equality review. A further review of application data will be
taken following figures & aew academic year
Training available

Equality Cou
inclusive has be

ers was reviewed and updated and the Central Scotland Regional
C) have been contacted for further training and support. The need to be
engthened

Utilising Kickstarft'and trainee positions will boost a younger demographic
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Step 3: Consultation

Is a consultation required? Are the views of other people required to be sought, in case they may highlight issues
arising from the implementation of this policy?

xYes o No

Please provide reasons why you did/did not offer a consultation:

Standard practice to gain input from staff via their representatives O

If ‘yes’, please complete the following sections.

Analysis of the views/evidence gathered from the consultation:

Recommendation(s): :VV

L=

Step 4: Decision Making

Select an option to summari @ he 1A has informed your decision-making:

4.1 No amendment to the policy/decision is required (policy/decision is robust, with no negative impact);
4.2 Adjust thego ion (take steps to meet the general duty and reduce negative impact);

4.3 impleméqt thejpolicy/decision without adjustment (continue despite the potential for adverse impact);

4.4 Stop and remove the policy/do not proceed with decision (where adverse effects are not justified and
cannot be mitigated or where the policy leads to unlawful discrimination).

4.1
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Step 5: Publication:

Equality Impact Assessments must be published.

Does this group need to be How to inform this group:
aware of this EQIA?
(tick if applicable)

Students (service users)

Employees Y
Partner organisations & stakeholders O

Other - please state: O

communication?

Are there any barriers to o @Q o No

If ‘yes’, how will barriers to communication be overcomeN

O\/

Step 6: Monitoring and ew

How will this policy/decision be monitored to assess its impact on protected characteristics groups? E.g. will
ntitative date be collected? Survey, Student Council, Listening to Learners sessions?

Qualitative data collected and analysed yearly and feedback taken and reviewed from applicants

Staff member/designation responsible for writing the Ralph Burns
monitoring report:

Monitoring report publication date: 8 March 2021




Forth { \

Valley =
College

6. Recruitment and Selection Policy
For Approval

21 April 2022
HR COMMITTEE

Review date:

(no later than 3 years after the policy/decision has been impact
assessed)

March 2024

Please send the completed EQIA to equality@forthvalley.ac.uk !

If you require any assistance in completing an EQIA, please contact equalit
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1. Purpose

To inform members on the College partnering with Able Futures in order to deliver direct
access to a mental health support service for staff.

2. Recommendation

That members note the commitment towards staff health and wellbeing and acknowledge the
college partnering with Able Futures.

Wellbeing provision. We have now secured funding for Karina Buchanan§HR Business Manager,
to be seconded 0.4 FTE of her time for the next year to focus on verall commitment to
developing the College’s approach to the provision of edugd and awareness learning for the
workforce around health and wellbeing for staff. @

3. Background
As a college we have taken important steps forward in the last few@@d our Health and

As part of the initial steps in developing further our wellgeing service provision Able Futures was
approached. Able Futures delivers the “Access toWental Health Support Service” on behalf
of the Department for Work and Pensions. e FutUwés will give staff access to a mental health
professional for up to nine months of péefSapali advice and guidance to help their mental
health. Their Vocational Rehabilitation @ @ nts (VRCs) can help our staff understand and use
a wide variety of tools and techni s€an support them in their journey to better mental
health. More details can be fou ix 1.

pport service will become part of the suite of health and
e college and we will be one of the first of colleges in Scotland to

The Able Futures mental
wellbeing support on o
use this service. Thi
is currently in deve

The Able Futures Whental health support service is not intended to replace our Employee
Assistance e which is supplied by PAM Assist but will instead complement and enhance
the rent support offering. PAM Assist will continue to provide the counselling service
which¥s,n8g within the scope of the “Access to Work Mental Health Support Service”.

4. Key siderations

On considering the rationale for the partnership with Able Futures, the purpose and uses need
considered:

e 3 out of 5 employees in the UK have experienced mental health issues such as stress, anxiety,
depression, sleep issue and bereavement.

o The effect of poor employee mental health is estimated to cost employers yearly is between
£33 - £44 billion.
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e Able Futures have the most up to date tools, information and advice that can have a positive
impact on staff mental health.

e Able Futures can help the college develop ways to support staff mental health when it
fluctuates, help address problems if they arise and help remove barriers and stigma around
mental health due to enable more staff to have an enjoyable future at work.

e The college will be provided with a local Business Account Manager to support us in
embedding mental health awareness and support. A monthly usage report will also be
produced by the Business Account Manager.

e Mental health awareness sessions can be delivered by Vocational Rehab on Consultants.

e Able Futures can carry out information sessions to help us inform @ upport

available.
e For some individuals the effects of poor mental health are so %hat they can fall within
the legal definition of a disability. We must protect the college any potential risk

relating to discrimination claims.

5. Action

Promotion of this service has already been
created on SharePoint within our Health and
on this service. The mental health suppg
and was well received. Any feedbac

ilisihg Efocus along with a dedicated page
ipg pages for staff to get access to information
as also been presented to unions at the LNCC
R Committee will be taken on board.

6. Financial Implications

Please detail the financial i
is fully funded by the De

ications of this item — There are no cost implications. The service
for Work and Pensions.

7. Equalities

Assessme i@?— Yes [ No K

If No, please explain why — Mental health issues can impact on anyone at any time and no one
willhbe detrimented by staff having access to this service.




[ \ 7a. Mental Health Support Service
' For Discussion

Forth

Valley e

Col Ie)ée 21 April 2022
HR COMMITTEE

8. Risk

Please indicate on the matrix below the risk score. Risk is scored against Impact and Likelihood as
Very Low through to Very High.

Likelihood Impact

Very High
High X
Medium

Low X
Very Low

Please describe any risks associated with this paper and associate@ting actions —Thisis a
supportive service to help improve staff mental health. Ris ted to claims of discrimination

which this is designed to mitigate.
Risk Owner — Alison Stewart Actic@%ﬂina Buchanan
9. Other Implications — V
'cor the areas below.

Health and Safety — Yes [1 No

Please indicate whether there are i

Communications — Yes N

Please provide a sum ese implications — Staff, Managers

Paper Author - Kaha nan SMT Owner — Alison Stewart
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“Welcome to
Able Futures

Helping you manage your mental health
at work so you can enjoy more good days



Welcome to the
Access to Work Mental
Health Support Service

You will meet a dedicated Vocational They will help you creatg,a ort
Rehabilitation Consultant (VRC) who plan that is tailored r needs and,
will spend time with you to understand with regular meegi d telephone
any mental health issues that are catch-ups scheer the nine
affecting your time at work. month sup prégedmme, together
you will w@ugh advice and
guidapgce to s a more enjoyable

ork.

Able Futures will give you: V

[ ] [ ]
[ ] k [ ]
[ ] [ ]
[ ] ° [ ]
Access to information An out of
support fr and resources 24hrs a hours service
mental he day on an online portal

O

Signposting to Confidentiality Regular support via telephone
specialist support and online meetings



_Your support plan

With your Vocational Rehabilitation Consultor.c (VRC) you will
agree a plan of action that will help you (9:ntify challenges to your
mental health at work and learn b.. 1~ _ope better with issues so
that you can move forward to ha ‘e rr ore good days.

This support plan . ‘ill be >ersonal to you topics including health management, skills
and at any tim ~y._ - “n access a copy of it  development and financial management.
on your A' et 'tu-es Hub as well as using

the inforr. ation and resources availableto  Please put a tick beside topics
take action w nelp your mental health. Your where you would like some

\VRC will ¢ so provide advice and guidance  support, so that you can talk

an \ ‘here you can access support on about them with your VRC:
. Communication skills . Wellbeing . Time management
. Self-employment advice . Anger management . Anxiety
. Dealing with stress . Assertiveness . Bereavement
. Health management . Sleep problems . Coping with change
. Financial management . Depression . PTSD

. Achieving goals . Motivation . Benefits advice



_Delivering Able Futures

The aim of Able Futures is to 1.elp people living with mental
health difficulties hove more good days than bad ones at work.

It is (eliverad by a nationwide specialist ~ The aim is to help you manage your
narinership set up to provide the Access  mental health concerns, support you
‘o Work Mental Health Support Service  to reach your goals and improve your

on behalf of the Department for Work mental wellbeing so that you can feel

and Pensions. Partners include Ingeus, more confident and capable at work.

Case-UK, Health 2 Employment and

Salus, who will provide a dedicated Your VRC will work with you over the

health care professional to people next nine months to provide the right

experiencing mental health difficulties support and guidance at the right

that could affect their work. time, helping to build your confidence,
wellbeing, skills and motivation so that

We recognise that every person will you're ready to move forward to a more

need something different from the Able enjoyable future at work.
Futures programme, and have designed

a personalised and integrated service to

reflect this.



What Able Futures
will do for you

We will What we
provide you with; will do for you:

‘/ Nin pport through regular
Is ond online meetings

Keep in regular contact with you

Ensure you can easily contact us
A fexible service
Encourage and act on your feedback
A personalised package of support
that is tailored to your needs Protect your personal information
24-hour access to an online hub of
information and resources

Provide you with equality
of opportunity

Access to an out-of-hours
telephone service

Focus on your safety and welfare

C KRN

Respect at all times and support
with setting your own goals



Additional
information

Protecting your privacy

We use your information to help you
access suitable support for your mental
health at work, and if you give us
permission may share some of your
information with external partners, your
employer or GP where appropriate. We
comply with the General Data Protection
Regulation 2018 and handle personal
data properly.

Equality and diversity
We ensure that our services\can be

accessed by everyonegg they are
free from prejudice discrimination.
We are committe eating and

are recog e
to ensuring all olr staff and participants
nd treated fairly. We

ith the Equality Act 2010 and

erything we can to ensure

are motivat

co
willNelo g
You can find more information about your eyone has access to the same range

dvice and information. We always

rights on the Information Commissioneg
website: www.ico.gov.uk Visten to individual circumstances and we

Safeguarding

We aim to provide a safe,
and welcoming environnf
participants, staff apd part
have any issues fedhwe can help
with in terms hysical and/

o

Wepledg#& to take any disclosure
= e will never dismiss any
ion of abuse, we will support
h case as required and we will
ngage with appropriate support
agencies when necessary.

encourage everyone to demonstrate a
positive attitude to difference and treat
others with respect.

Feedback and complaints

We do all we can to listen to feedback
from everyone who participates on the
programme and will share feedback
with staff and participants and make
improvements or changes where
appropriate.

If you have a complaint about the service or
wish to provide feedback, please speak to
your Vocational Rehabilitation Consultant
and ask for a copy of our feedback and
complaints procedure and form.

Alternatively you can call our feedback and
complaints team on 0800 321 3148
or email them at complaints@ingeus.co.uk



Welell=
futures

_Remembzey, you can
contact s at any time

General enquiries and
out of hours support:

Freephone 0800 321 3137
www.able-futures.co.uk

e
-

Department

In | for Work & Able Futures delivers the Access to Work Mental Health Support Service on

partnership 5 . .
with | Pensions behalf of the Department for Work and Pensions and is led by Ingeus UK
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1. Purpose

To inform members on making menopause guidance available to staff.

2. Recommendation

That member’s note the commitment towards staff health and wellbeing acknowledge that the
Menopause Guidance (Appendix 1) has been published to support staff and managers.

3. Background

The menopause has been a relatively taboo subject over the years. Eve all woman and
trans-men will be impacted by the menopause, it is something p Jhesdrganisations have
shied away from addressing. With the recent rise in media attentign and through conversation
within our college network, it is evident menopause guidance_is ess for not only staff who

are/will experience the menopause but also for manag need to understand what is
expected from them in order to support their staff.

The menopause guidance document has now become f the suite of health and wellbeing
support on offer by the college. This will sit under@ur fupure staff wellbeing strategic framework
which is currently in development now we havesecured funding for Karina Buchanan, HR Business
Manager, to be seconded 0.4 FTE of her tj ext year to focus on the overall commitment
to developing the College’s approach to t @ ision of education and awareness learning for the

workforce around health and well forwstaff.
Staff and manager workshops r taken place in September 2021 on the topic of the
menopause, which were full kedNand have received positive feedback which shows there is

a keen interest from staff to\undef§tand the subject more.

4. Key Consideration

considered;

On considerir@ eed a menopause guidance document, the purpose and uses need

individuals the effects of menopause are so severe that they can fall within the

efinition of a disability. In other words, it can have the effect of substantially impeding

sical or mental wellbeing and produce a long-term adverse effect on an individual’s ability
to carry out normal day-to-day activities (where long term is usually understood to mean
longer than one year) and we must protect the college from any potential risk.

e The guidance explains the different stages of menopause i.e. perimenopause, menopause
and post menopause and what this means.

e The guidance provides a clear and consistent message over expectations and responsibilities
of all employees, employees experiencing the menopause, line managers and occupational
health with regards to the menopause.

e |t details the most common physical and psychological symptoms associated with the
menopause and how to address them.
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e It reinforces the need for effective communication between managers and staff and how
confidential and uncomfortable conversations should be handled.
e It provides information on where staff can seek additional support

5. Action
Although the Menopause Guidance is currently available for staff to access, we publicly launched
the Menopause Guidance in line with Menopause Awareness Day on 18 Octobe in which
an article was produced for Efocus.

6. Financial Implications

Please detail the financial implications of this item — There are no @o ications.

7. Equalities

Assessment in Place? - Yes X No [ @:

If No, please explain why — N/A V
Please summarise any positive/negativoting mitigating actions) — Currently being

undertaken. No negative impact is expe Dnly positive impact is anticipated for woman and

e

trans-men who will now have a b aderstanding of the support in place for them when going

through a menopause transitj

8. Risk

Please indicate on ri below the risk score. Risk is scored against Impact and Likelihood as
Very Low thr toWNery High.

ikelihood Impact

Low

Very Low

Please describe any risks associated with this paper and associated mitigating actions — This is a
supportive tool to give guidance and clarity

Risk Owner — Alison Stewart Action Owner — Karina Buchanan
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9. Other Implications -

Please indicate whether there are implications for the areas below.

Communications — Yes No [ Health and Safety — Yes [ No X

Please provide a summary of these implications — Staff, Managers !

Paper Author — Karina Buchanan SMT Owner — Alison Stewart

C)O

>
<&

C)O
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INTRODUCTION

The College is committed to supporting staff experiencing menopause related symptoms at
work. The purpose of this guidance is to raise awareness of menopause related issues at
work, to assist managers in supporting employees and to inform employees who are
experiencing the menopause of their options and the support they should expect.

Menopause should not be taboo or hidden. All employees should understand what
menopause is and be empowered to talk about it openly without embarrassment.

Menopause is a natural process which can have little or no effect in many cases. Reasonable
adjustments should, however, be considered whether this definition is met or not.

It is important to note that not everyone will experience symptoms. The severity of mgnopause
is down to the individual. Of those experiencing menopause, 75% show some s ms and,
of these, around 25% could be classed as severe.

Menopause is defined as the biological stage that occurs when a woma man) stops
menstruating. Usually, it is defined as having occurred when periods 'k eased for over
twelve consecutive months. The average age for reaching menopause iS*51, however it can

be earlier or later than this dependent on individual circumstanceS, A pfemature menopause
can occur before the age of 40.

Perimenopause is the time leading up to menopause,
periods, hot flushes, night sweats, bloating, weight gain,
This can take several years.

Post menopause is the time after the menopa semycurred, defined as being the absence
of periods for twelve consecutive month ptopfis normally continue for around 5 years
after the last period, but there is a 10% @ that symptoms will persist for a little over 10
years.

EQUALITIES IMPACT ASS &\l

The statement has been fully comply with all obligations in respect of employment
law and equality legislétion to take account of recommended best practice. It is therefore
not anticipated that tement will result in a negative of adverse impact on one or more
groups in respe génder, race, disability, sexual orientation, religion or belief, age or other
characteristic? We Welcome feedback on this Statement and the way it operates. We are

interested to ny possible or actual adverse impact that this Statement may have on

any gro::f|
ASSO D POLICIES/PROCEDURES/STATEMENTS

This Statement should be considered in association with the following policies, procedures
and statements (this list is not exhaustive):

Flexible Working Policy

Flexi-time Scheme Guide

Absence Management Policy & Procedure
Work Positive Policy

Managing and Supporting Performance Policy
Equalities Policy



RESPONSIBILITIES

All employees are responsible for:

e Demonstrating willingness to help and support colleagues who are experiencing the
menopause.

e Supporting any necessary adjustments their colleagues are receiving to help address
menopausal symptoms.

e Ensuring that no colleague experiences language or behaviour that is humiliating,
intimidating, degrading, hostile or offensive in relation to the fact that they are
experiencing the menopause.

Employees experiencing the menopause are responsible for:
e Taking personal responsibility for managing their own health. k
e Talking to their GP if symptoms become difficult.
e Being open and honest in conversations with their line manag@ n Resources

and Occupational Health.

Line managers must: ‘ ,

e Be familiar with the content of this guidance informed enough to hold

conversations.
e Male managers should not refer an emplayegfto @ female colleague for such
conversations unless this is the express wish o mployee concerned.

o Be prepared to have open discussionsNabout the menopause, appreciating the
personal nature of such conversations

e Treat any discussion sensitively apd9professionally.

¢ Record adjustments agreed and : @ to be implemented.

e Ensure that all agreed adju communicated to relevant staff and adhered
to.

e Manage further suppo% ay include referral to Occupational Health for advice,

ie

recommendation or review?
Occupational Health,th man Resources, will:
!

e Carry ou assessment of individuals to determine if the menopause is
contributing togoroblems with wellbeing.
Provi ice’and guidance in line with current research.

o Si dividuals and College managers to appropriate sources of help and advice.
vitle support to managers in determining and agreeing reasonable adjustments,

whete required.

SUPPORT

There are a wide range of physical and psychological symptoms associated with the
menopause. The most common symptoms and the most straightforward options to address
them are described in this section, but these are not exhaustive. Requests for any kind of
reasonable adjustment should be viewed sympathetically and met with positive action.



Hot flushes may be alleviated by:

¢ Requesting temperature control for a work area, such as a fan on their desk, moving
nearer to a window or away from a heat source.
Easy access to drinking water.

e Adapting a uniform, if applicable, for example by removing a jacket when required.

o Allowance of short periods to withdraw from busy office space to wait for a hot flush to
pass, reducing embarrassment in front of colleagues.

Heavy periods may be managed by:

Having easy access to toilet facilities.

Requesting an extra uniform, if applicable.
Ensuring storage space is available for storage of a change of clothing.
ilet facilities.

Ensuring employees are aware of the free sanitary products availale

Headaches may be managed by: O
Easy access to drinking water.

[ ]
e A quiet working space.
¢ Noise reduction headphones to wear in open office gayironments.
e Time out to take medication and allow it to take eequired.
Difficulty sleeping and poor concentration may b aged by:
e Asking for flexible working for periods WW of sleep has a particularly severe

effect.
e Adjusting work patterns and practi
Reviewing task allocation and wo
e Providing action boards, li
systems of work.
Noise reduction head
o Having agreed ‘prote

atterns of poor concentration.

s fopbusy office environments.
disturbed) time to catch up with work.

e, anxiety and panic attacks may be managed by:

rmission.
uddy’ to talk to outside of the immediate work team.
tact with a Mental Health Ambassador.
ing a ‘time out’ space so that the colleague can withdraw and manage their

ask f

Low mood, loss of Q
° Agreein@ out’ exit option from situations when required, without needing to

00Qd.
ving regular protected time with their manager to discuss any issues.
e Having agreed protected time to catch up with work.

Employee Counselling Service (PAMASssist) is also available for all staff. They offer a 24 hour,
365-day confidential telephone support and counselling service and also provide access to
their extensive on-line help resources via their website. Contact details:



CONFIDENTIAL CONVERSATIONS

In preparing for a conversation with their manager in relation to their menopause symptoms,
employees should:

e Think about whether it will be difficult to talk to a line manager who is male, and if this
feels uncomfortable, requesting that a female manager of similar responsibility is
present or that this female manager has the conversation on their line manager’'s

work and possible solutions for the workplace.
e Determine what they would like the outcome of the conversatio e, including

timeframes.
e Prepare for the conversation to be sure all aspects of daily chal % are covered.
e Be prepared to allow managers to take a little time to cor@ esdest solution and

behalf.
o Prepare by keeping a diary of symptoms, their effects, their direct impactm&to day

put an effective set of reasonable adjustments in place.
e Be prepared to work positively with the Occupational Hea rvice to get the best
solution for themselves and the College.

In preparing for a conversation with an employee wi
managers should:

iencing the menopause, line

¢ If requested by the employee (of am Iinger), arrange for a female colleague
of a similar level of responsibilitygte Nfsent at the conversation or to hold the
conversation. Please note - it is iv that this is done only in the event that an
employee has expressly req d

¢ All managers should see i
this subject where requiyéd.

e Ensure there is adequgte isturbed time set aside to hold the conversation in a room
which enables appropriate confidentiality.

e Encourage the emplgyeeto speak openly and honestly
Ensure follo ectings are scheduled every time you meet and planned for with
the same ess as the first. Ad hoc chats are not sufficient to ensure that
actions @re warking on an ongoing basis. Symptoms may lessen in one area while

escal in another, so constant vigilance and a flexible approach is required.

EXTIQLINKS

¢ National Institute for Health and Care Excellence (NICE) guidelines. These explain
how your GP will determine what types of treatments and interventions they can offer
you. You can find out more information by using the following link
https://www.nice.org.uk/guidance/ng23/ifp/chapter/About-this-information.

o The National Health Service provides an overview of menopause. You can find more
at http://www.nhs.uk/Conditions/Menopause/Pages/Introduction.aspx.

¢ Menopause information. The Royal College of Obstetricians and Gynaecologists offer
further information in a dedicated area of their website at:
https://www.rcog.org.uk/en/patients/menopause/.

e Premature Ovarian Insufficiency (POI) information and support on very early
menopause. You can find out more at https://www.daisynetwork.org.uk.

their day to day duties to have conversations on



https://www.nice.org.uk/guidance/ng23/ifp/chapter/About-this-information
http://www.nhs.uk/Conditions/Menopause/Pages/Introduction.aspx
https://www.rcog.org.uk/en/patients/menopause/
https://www.daisynetwork.org.uk/

Information on hysterectomy. This provides an insight into surgically induced
menopause as a result of having a hysterectomy. Further details can be found at at
https://www.hysterectomy-association.org.uk.

Henpicked. This site provides information on managing menopause, and an insight
into women's stories (see https://henpicked.net/menopause/)
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1. Purpose

To update the HR Committee on the recent Health & Safety Audit, and progress made towards
meeting recommendations.

2. Recommendation

That members discuss the recent Health & Safety Audit, and subsequent progress made towards
meeting recommendations.

the report issued in September. The overall level of assuranceflof thg report was Requires
Improvement, and this rating was primarily the result of the College
levels of Health & Safety training which staff had undertake
three of which overlap, with four recommendations in
of evidence of training undertaken. Of the five objective
assessed as good, two were assessed as satisf

3. Background
A Health & Safety Audit was undertaken by Henderson Loggie IastEC)Qe final version of

unable to evidence the
ere were six recommendations,
g to the aforementioned lack
ieWed through the audit, two were
each with a relatively minor
recommendation, and one area (Health & Safetyw rogramme) was assessed as requiring
improvement. The full audit report is prode e this update report.

4. Key Considerations
Progress against recommendatij

A tracker has been created®and is€attached as Appendix 1. The following provides a summary of
progress to date.

Recommendation I te

This recomm‘ndati’n related to a small number of policies and procedures where review dates
had been relatively minor changes such as a change in telephone number as a result of
the e, hadn’t been updated. Allimpacted policies and procedures have been updated
and takenthrough the Health & Safety Committee, and all policies and procedures have had their
reView dates updated on SharePoint.

Recommendations 2, 3 and 4: Partially Complete

These recommendations overlap and relate to the College’s Health & Safety training programme.
It was identified through the audit that there were issues in the accurate recording and reporting
of staff Health and Safety mandatory training. Staff undertake Health & Safety training through
Moodle, the College’s VLE, with completion of training subsequently written back to the College’s
HR System, UNIT-e. It was evidenced that there were significant issues in both the recording of
staff completion of these courses within Moodle, and also the information being written back to
our HR System, and as such reports were incomplete.
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An investigation into all mandatory training was undertaken by staff from the Learning Digital
Skills Academy, Business Transformation and HR departments to understand the reason why this
was the case, with three issues identified. The first was a very simple issue which was that in some
cases the training course code stored in Moodle was different from the training course code
stored in UNIT-e. This was resolved with a simple update of course codes within Moodle. The
second was that some courses within Moodle hadn’t been set up correctly to record the grade
achieved by a member of staff, which again was a simple fix within Moodle, and the thigd was that
some staff had the wrong role assigned to them for their Moodle course, which resulted in their
grade achieved not being recorded. When members of staff use Moodle as “
assigned the role of “Tutor”. When they undertake a course as a “Student” t
must be changed from “Tutor” to “Student”. This step had been missed fQue \ber of staff. All
three issues resulted in the member of staff believing they had complet training course,
with this completion not being updated on their staff record. This reod ngomplete reporting

of training undertaken.

Significant progress has been made with all issues resolved
updating as staff complete mandatory training courses.
being updated to provide staff and line managers of
mandatory Health & Safety training, and when this will

e record of when staff complete
he Business Transformation Team
are working on developing a suite of reports whw he percentage of completion of each
mandatory Health & Safety course, overall@nd by Wepartment (see Appendix 2). These are
currently being piloted and will be rolled g V&! owners and line managers, with the ability
to drill through to see which members ove training outstanding or out of date. A system
of email alerts is also well develop staff that training is lapsing/lapsed/outstanding,
and will be piloted prior to roll

The issue of not accuratel
College Risk Register. T

epofting on staff Health & Safety training has been added to the
of Estates post is currently vacant, and an update of the College’s
e undertaken by the Head of Estates, once appointed. The College is

competent persons Jistw
currently procuring @ System and the final two actions relating to these recommendations
will be consid egh place.

O
Recommen C) Complete

Thisr endation is on the Health, Safety, Environment and Welfare Policy and was in relation
to'wpdating the policy in line with changes surrounding the College’s Staff Development Approval
Form:® This has been updated accordingly and taken through the College’s Health & Safety
Committee.

Recommendation 6: Complete

This recommendation related to some department risk assessment reviews which had not been
undertaken as planned, or reviews not updated timeously. The main reason for this was that staff
had not been on campus because of the pandemic, and the review timetable had slipped. The
review timetable has been re-introduced and departmental risk assessments are back to being
undertaken as timetabled.
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5. Financial Implications
Please detail the financial implications of this item — No financial implications.
6. Equalities
Assessment in Place? — Yes [l No
If No, please explain why — Not applicable
Please summarise any positive/negative impacts (noting mitigating acti
7. Risk
Please indicate on the matrix below the risk score. Risk is scored agal pact and Likelihood as
Very Low through to Very High. Q
Likelihood | Impact
Very High
Medium X X
Low
Very Low
Please describe any risks associgted@vith this paper and associated mitigating actions — Without
being able to track confide at staff have completed mandatory Health & Safety training,
there is a risk that not all staff have appropriate awareness of Health & Safety to safely perform
their role.
Risk Owner — LMTO Action Owner — LMT
8. Other Implications
Plea hether there are implications for the areas below.
Co cations—Yes XI No [] Health and Safety — Yes X No U

Please provide a summary of these implications -

Paper Author — David Allison SMT Owner — David Allison




Appendix 1 - Health & Safety Audit Tracker

Rec No [Recommendation Management Response Actioned By Completion | Grade Actions March 2022 Update
Date
R1 The College should ensure that all health and safety policies and procedures [The College actively works to keep all Health and Safety Head of Estates Nov-21 3 Complete
(as noted in Appendix 1) are reviewed and updated. Management noted that |policies and procedures up to date and reviewed at agreed
the current Health, Safety, Environment and Welfare Policy (June 2020) is intervals or on a significant change. There is an acceptance
currently under review due to the significant change in circumstances with the points raised in relation to updating headers and
relating to Covid-19 and the Scottish Government environmental changes. All[footers on documents and to ensure continual improvement
policies and procedures (see Appendix 1) should be updated to ensure that [this admin exercise has commenced. It is acknowledged that
old dates and references to the previous H&S policy are removed. Telephone |due to the urgent priority that the pandemic brought and
numbers within procedures should also be checked to ensure they remain up |with reduced occupancy in campus it allowed for some
to date. Link should also be made in the Policy to key procedures, such as the [review dates to be exceeded. The College’s Health and
Risk Assessment Procedure. The Risk Assessment Procedure should be Wellbeing at Work Strategic Commitment (April 2017) will be
enhanced with reference to decision flow charts. The College’s Health and reviewed by the H&S Committee.
Wellbeing at Work Strategic Commitment (April 2017) should also be
reviewed to ensure that it remains current to any post-COVID-19 recovery
requirements
R2 Management should review all new staff records to ensure they have The College is in agreement with R2 and is making Head of HR, 2 Investigate and resolve Complete
completed all mandatory training requirements within their probationary adjustments to reflect the required changes. The College will |of Estat technical issues with VLE
period. The root cause as to why staff records were not created on My review the process of identifying mandatory training for all  |Directars of (Moodle) and it's integration
Employee Record should be identified and a mitigating control established, |staff to develop a matrix of mandatory training by role Curricu with HR System (UNIT-e)
such as a checklist for HR managers to check these have been established profile, which will be linked to staff records. A suite of Ensure My Employee Record is |Complete
and mandatory training is completed before probationary periods are reports will be developed to identify outstanding mandatg being updated
complete. The risk to the organisation of not having evidence of H&S training |training, and when training is due to lapse, including aledts Develop a suite of reports for [Partially Complete - Reports developed (see
completed should be identified in the risk register and actions identified to  [line managers and HR managers. Completion of mandato H&S Mandatory Training Appendix 2)
ensure there is no reoccurrence. A process for reporting the completion rates|training will be monitored through LMT on a regulaw Add Health & Safety Training to |[Complete
of student H&S training should be developed to inform management of any |Health and Safety will be added to the College register, College Risk Register
gaps and support required in curriculum areas. and there will be a review of current proce e that Introduce an alert system for [Partially Complete - Alerts developed - to
@ y recorded. staff to inform that mandatory |be tested and rolled out.

student Health & Safety training is bein: :.

training is elapsing/has elapsed.

Update of competent persons
list

To be undertaken by Head of Estates, once
appointed

A feasibility review into the
creation of role specific Skills
Matrix

New HR system is being procured and in
addition National Job Evaluation
guestionnaires can be utilised to determine
specific role needs agreed by the employee
as within their remit. This will require
investment in time and a scoping project
will be needed once we better understand
the capabilities of the new system.

A review of reporting and
checking protocols to ensure
mandatory training is complete
within induction period

In line with the introduction of a new
integrated HR system, Induction is being
reviewed to take advantage of the systems
offerings. Management and Employee self-
service is key here as is a sound reporting
tool to review progress. The new system
will have this.




Rec No [Recommendation Management Response Actioned By Completion | Grade Actions March 2022 Update
Date
R3 A more ‘joined-up’ approach between HR and H&S is required to ensure that |Please refer to management response to R2. Head of HR, Head| Mar-22 2 Partially Complete - See Actions for R2.
H&S training needs are identified and delivered in a costReffective manner. A of Estates and
process should be developed to ensure that HR and H&S teams review all Directors of
specialised H&S training requests to determine need and inhouse provision. Curriculum
All H&S training should be reported to HR using the SDAF. No H&S training
should be approved without due diligence over SDAF forms by the H&S
Team. Management should identify the H&S skills and knowledge needed for
staff to do their job in a safe way. This could take the form of a skills matrix
based on job roles that details the mandatory and desired H&S training
requirements. The process for reporting H&S training needs to HR and H&S
should be defined in polices for staff awareness, including that training needs
be identified from completing risk assessments and who to communicate
needs to.
R4 A process for reporting refresher training compliance rates from across the |The College acknowledges the recommendation and will Head of Estates, 2 Partially Complete - See Actions for R2.
College should be developed with quarterly reports provided to the HR strive to verify the data received to ensure accurate data Head of HR, Head
Committee in line with good practice. H&S refresher training compliance submissions and trend analysis are carried out. Links of Quality
rates should also be reported quarterly to the H&S Committee and H&S between both H&S and HR to be established and developed
Operational Committee in support of their remits. Any gaps in compliance further as necessary. We will aim to obtain and retain
should be identified and support provided where necessary by the H&S credible data to develop a reporting structure to ensure
Team. A process for reporting H&S training completed by named ‘Competent |overall compliance and reporting to the relevant committees. C)
Persons’ should also be developed, such as reports from My Employee Further development of Moodle courses for new starts.
Record. The Competent Person list should also be updated.
R5 The Health, Safety, Environment and Welfare Policy (published June 2020)  |Version date is 2020 with document review date of 202 Head of Estates, Jan-22 3 Complete
should be updated with details of the mandatory and refresher training due to the significant change in circumstances not qnly irector of
requirements and accountabilities for nonBcompliance should also be clearly [relating to covid 19 but the Scottish Government (» Infrastructure,
documented. The process for requesting specialised training in line with environmental change the policy is being revie\W ill |College Trade
updates made to processes in R3 and documented in the Health, Safety, and [be discussed with the Trade Unions once t} urgsfr Union
Environmental policy. The Contractor induction form should also be version |the summer break prior to approval. The ' representatives
controlled in line with good practice. it will work with all relevant parties @
policy that encapsulates recom dation R5 The College
acknowledge the version con /&ﬂer hd has since been
updated.
R6 The College should ensure that risk assessments are completed as required, |The Health and Safety d mentvigorously work with Head of Estates / Oct-21 2 Complete

they should also be reviewed, and updated on time. The H&S Committee
should be provided with regular reports detailing the level of compliance
with updating risk assessments and be informed where there are areas of
significant nonBcompliance with their regular review and updating.

departments and traél
general risk ass
acknowledged fthat d
assessments
trainin

nH&S reps to adapt and review
ecessary. Although

artments require to sign of risk
department will carry out further

new starters and current post holders are

xpectations when completing and uploading a
ent Please refer to response R2 for College intent
training records and identify areas for
improvement.

Director of
Infrastructure




Appendix 2 — Mandatory Health & Safety Course Completions — March 2022
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where exception was noted 16

Level of Assurance

assessed and graded on an overall basis to deng el of assurance that can be taken from the
report. Risk and materiality levels are consid assessment and grading process as well as
the general quality of the procedures in place

In addition to the grading of individual recommen%tions action plan, audit findings are
el
t

Gradings are defined as follows:
&
Good Systefy, meets control objectives.

Satisfactory ®t meets control objectives with some weaknesses present.

improveme

REGITES ( , System has weaknesses that could prevent it achieving control objectives.

System cannot meet control objectives.

Action Grades

Issue subjecting the organisation to material risk and which requires to be
brought to the attention of management and the Audit Committee.

Issue subjecting the organisation to significant risk and which should be
Priority 2 addressed by management.

Matters subjecting the organisation to minor risk or which, if addressed, will
Priority 3 enhance efficiency and effectiveness.
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Health and Safety

Management Summary

Overall Level of Assurance

Requires Improvement | System has weaknesses that could prevent it aco ntrol objectives

O

Forth Valley College (‘the College’)
in place to mitigate the risk of

Risk Assessment

There are no specific Health & Safety (H&S) related risks
Strategic Risk Register however this review focused on the

Background O

As part of the Internal Audit progr
the College’s H&S arrangemen
campus. Our Audit Needs Asse

Internal Audit can assist in idi
the related control envir
level.

e akthe College for 2020/21, we have carried out a review of
consideration of specific risks from the move to the new Falkirk
identified this as an area where risk can arise and where
ssurances to the Board of Management and the Principal that

is operating effectively, ensuring risk is maintained at an acceptable

At the time of audit, no students and staff were physically located on campus due to the national
lockdown restrigtiGns brought about by the global COVID-19 pandemic. However, contractors for
Balfour Be &S team continued to work together to complete construction requirements

at the Fadki s. At the time, the teams were working on recommendations from a fire safety
inspection Falkirk Campus, conducted in December 2020, which raised some issues around
fire d ese issues were in the process of being resolved during our fieldwork. The annual

health a fety audit schedule was postponed during 2020 due to national restrictions. However,

the schedule for 2021 includes the review of arrangements within 10 areas at Falkirk Campus.

Within the College it is important to demonstrate full implementation and embedding not only of H&S
legislation but demonstrate that H&S issues are considered by all staff, students, and management.
This will reduce the risks related to accidents and occupational health. Furthermore, all staff should
receive appropriate training to not only identify risks to themselves but to understand that H&S is their
responsibility, and not only that of management. The recommendations from this report will be
applicable for arrangements across all three campus sites at Falkirk, Stirling and Alloa.
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Health and Safety

Scope, Objectives and Overall Findings

The main objective of this audit was to review the College’s overall arrangements for dealing with
H&S issues and to consider whether these are adequate.

The table below notes the specific objectives for this review and records the results:

Objective Findings Actions
already
underwa
The specific objectives of this audit y
were to obtain reasonable assurance 2 3
the College has:

1. H&S policy and documented
procedures which are communicated Satisfactory - -
to all staff Q

2. H&S training programme which
includes induction training, refresher Requires i < 3 ’ 1 v
training and training for new Improvement
equipment or legislation
3. Regular monitoring of H&S systems
to ensure that they are functioning
effectively including H&S audits, Satisfactor@ 1 i %
carried out either internally or by
external agencies such as the Health
and Safety Executive
4. Anincident and accident recording
system with follow-up process and ®o

implementation of new controls where

required
5. Regular reporting of H&S to seni
management and to the Boa& Good

Management
- 4 2
¢ Requires
Overall Level of Assu @ Improvement System has weaknesses that could
Q prevent it achieving control objectives.
Audit oach

From discussion with the Head of Estates, Facilities and H&S, the H&S Coordinator and Head of
Human Resources, and review of procedural documentation, we identified the internal controls in
place and compared these with expected controls including by the Health and Safety Executive
(HSE). A walkthrough of key systems was then undertaken to confirm our understanding, and this
was followed up with compliance testing were considered necessary.

We have reported on areas where expected controls were absent, not operating effectively, or where
controls could be further strengthened.

Discussions were held remotely on Microsoft TEAMS due to national COVID-19 restrictions at the
time of audit.

@ mha
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Health and Safety

Summary of Main Findings

Strengths

e The College has a H&S Policy in place which is supported by a comprehensive range of
additional H&S procedures.

e The current H&S policies and procedures are being reviewed and updated.

e The College has a H&S Committee which meets four times per year and receives appropriate
updates and statistics on all relevant H&S issues across all campuses. The committee
includes members of the College Board of Management, its senior leadership team and
senior managers who are well placed to respond to the H&S risks identified and make
improvements to the culture within the College.

e The College also has a H&S Operational Committee that reviews matters y andhdrives
actions across staff, students, and contractors.

e There is an online database for reporting and recording accidents and 4
tracking that is efficiently maintained by the H&S Coordinator. Full a
accurate reporting to the H&S Committee.

e Allrisk assessments completed are centrally retained by the H&S Coordinator who offers
support to departments where required.

e There is a programme of audit that was interrupted in 20
imposed by the COVID-19 pandemic and Trade Union 1€
The revised 2021 audit programme was underway
priority for the H&S department.

e There is an agile approach to new H&S requirement as revised risk assessments for
&' k a;

and action
allow for

N

e to national restrictions
ehtation not being available.
f our audit, as a matter of

staff working from home due to COVID-19 an ssed arrangements around the new

Vaccination Centres at each campus.
e There is a desire to continually improvg t H&S approach and address the current
I

weaknesses in its application across C .
e Out with weakness noted below, gance arrangements for reporting the status of
H&S arrangements are satisf itA*&ction plans for groups reviewed established and
monitored.

Weaknesses

Our audit highlighted sgo ar iImprovement in the following areas:

practise as follows:

e The audit identified that 45 new starters, who have joined the College since April 2020, were
not recorded on the HR training system, My Employee Record, and therefore there was no
evidence that they had completed any mandatory training on Moodle. We have concluded
that remote working arrangements during 2020/21 may have been a contributory factor, with
a corresponding detriment to HR oversight of arrangements. However, there has also been
an absence of reporting on new start mandatory training completion to the H&S committees
over this period. Management should ensure all new starters have completed their mandatory
training and assess the risk to the organisation of this gap. Without recorded evidence, there
is an increased risk that the organisation may be in breach of its regulatory obligations to
ensure the health and safety of all staff.

@ mha
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Health and Safety

Summary of Main Findings (Continued)

Weaknesses (Continued)

e There is an absence of a joined-up approach between HR and the H&S Team that effectively
identifies all staff requiring H&S training, refresher training, and any training gaps in the
organisation. This is impacted by the following:

¢ There is absence of a skills matrix for identifying mandatory and desired H&S training
for job roles.

¢ The current process for reporting specialised H&S training requirements is not
effective. In practice, Staff Development Activity Forms (SDAFs) are submitted on an
ad hoc basis. However, HR reported that the documentation may not be
completed, impacting on effective review of training needs by HR.

e There is currently no reporting on the compliance levels of refresher traini
completed across the College to the HR Committee and H&S refresher.
completion rates to the H&S Committee.

e There is no process for reporting the student rates of H&S trainin pleted to the
H&S Team for oversight of support required by curriculum area

e There is no process for reporting H&S training completed by competent persons to the H&S
Team, impacting on the FVC Competent Persons list beinggout of . A process should be
developed to ensure the organisation has a record of the npleting required training for
their role and responsibilities.

e While the Health, Safety, Environment and Welfar
training responsibilities lie with HR, it does not link
courses to be completed by staff or the proce
which should be updated on the back of recom
for staff not completing mandatory trainin

e Contractor induction form template (
good practice.
ts

We would like to take this 1 to thank the staff at the College who helped us during our audit

visit.

fhe 2020) defines that H&S
nduction policy to identify the
sting specialised H&S training -
ions from this report. Accountabilities

quires to be version controlled in line with

Acknowledgemen
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Health and Safety

Main Findings and Action Plan

Objective 1: A H&S policy and documented procedures which are communicated to a

pported by a comprehensive range of H&S procedures which
llege. These policies and procedures are made available to staff

The College has a Health, Safety, Environment and Welfare Policy (published June 20
address key risks and support the delivery of effective delivery of health and safety actossfthe
on both the College website and the H&S staff intranet site, eFocus.

line manager through one-to-one meetings. Contractors undertaking work witRi ampus are made aware of the College’s health and safety policies and

All staff are required to undertake induction and mandatory training in health%c efore their probation is successfully completed. This is monitored by their
th
procedures, which they are required to comply with, and there is an ind %w n place for them to complete with the Head of Estates, Facilities and H&S.

Students also have Moodle eLearn to complete as part of their inductiongy ollege. However, this aspect of the process is not monitored by H&S.

gement team. Our review of the 32 documents provided confirmed that most were
legislation and good practice. However, some exceptions were noted (see Appendix 1), this
session 2020/21 due to the COVID-19 pandemic.

All H&S policies and procedures are maintained centrally by th
updated in line with their review schedule and were in line wi
was primarily due to management reprioritisation during a

Our testing confirmed that all policies are made availab aff, cover the key risks, outline how work tasks should be performed safely ensuring the College

complies with its legal requirements. O

. © mha
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Health and Safety

Objective 1: A H&S policy and documented procedures which are communicated to all staff (continued)

Observation Risks Recommendation Management Response
As noted in Appendix 1, not all H&S policies Health and Safety policies R1 The College should ens t he College actively works to keep all
and procedures have been reviewed in line  and procedures do not all health and safety policies an Health and Safety policies and
with their agreed schedules and do not reflect current risks and procedures (as noted in Ap re procedures up to date and reviewed at
evidence management review that they practices in place to reviewed and updated. agreed intervals or on a significant
remain appropriate to current effectively manage the change.
arrangements. health and safety risks Management noted that the Burrent

Health, Safety, Enviro and There is an acceptance with the points
Many have older dates recorded in Welfare Polic 2020) is currently raised in relation to updating headers and
footnotes or refer to the previous Health, under revie e significant footers on documents and to ensure
Safety and Welfare Policy rather than the change i ces relating to continual improvement this admin

revised Health, Safety, Environment and Covid-1 cottish Government exercise has commenced.

Welfare Policy (June 2020) which could environmen anges. All policies and

confuse readers. Inspection of the Display procagdures,(See Appendix 1) should be It is acknowledged that due to the urgent
Screen Equipment Procedure (January datet\6 ensure that old dates and priority that the pandemic brought and
2021), for example, also had a telephone %es to the previous H&S policy with reduced occupancy in campus it
number for H&S Manager that did not e ¥femoved. Telephone numbers within  allowed for some review dates to be
match their present number. ocedures should also be checked to exceeded.

nsure they remain up to date. Link

The Policy also did not refer to other key should also be made in the Policy to key The College’s Health and Wellbeing at
documents such as the Risk Assessment procedures, such as the Risk Work Strategic Commitment (April 2017)
Procedure. Review of the Risk Assessment Assessment Procedure. The Risk will be reviewed by the H&S committee
Procedure also noted that it should be Assessment Procedure should be and HR Committee

enhanced with references to decision flow enhanced with reference to decision

charts to support understanding of the flow charts. To be actioned by: Head of H&S and
requirements. College Leadership Management Team

The College’s Health and Wellbeing at

The Health and Wellbeing at Work Strategic Work Strategic Commitment (April 2017) No later than: 1 November 2021
Commitment (April 2017) has a seven-ye should also be reviewed to ensure that it

review period that could be excessive remains current to any post-COVID-19

no longer be relevant to current focU§in recovery requirements. Grade 3
post-COVID-19 recovery envirorgnent.
6
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Health and Safety

Objective 2: H&S training programme which includes induction training, refresher training and training for new equipment or legislation.

alth, Safety, Environment and Welfare
cords. Mandatory training requirements
he frequency of training refresh is

Our audit reviewed the measures which the College has in place to train staff in health and safety. The review of the
Policy (published June 2020) states that Human Resources (HR) are responsible for the retention of any H&S trainj
are detailed in the Recruitment and Selection — Induction Guidelines (March 2020) and the list of mandatory traini
documented. These are as follows:

Course Hosted by Pass rate of as§ Frequency of refresh
VDU and Workstation Health & [Health & Safety Co-ordinator Every 18 Months
Safety
DSE - Display Screen Equipment |Health & Safety Co-ordinator N/A Every 2nd Year
Safe Manual Handling Health & Safety Co-ordinator 60% Every 3rd Year
Fire Safety & Evacuation Health & Safety Co-ordingtor 60% Every 2nd Year
Sustainability - Staff Induction |Health & Safety Co- 80% Every 3rd Year
Mandatory training is completed using e-Learn modules on Moodle w ining system, My Employee Record, recording outcomes and triggering the next

review date. Any refresh overdue is highlighted red and is to be By line managers through one-to-one meetings with their staff. HR support management
by providing mandatory records to departmental meetings. Lin S”should be meeting with their staff for one to ones to check training has been completed
and not approve the probation period until all mandatory trainifg,is cOmpleted. Confirmation of the completion of this process for all new employees is submitted
to HR. Should employee contracts have limited hours, employeeSycan be paid additional hours to ensure they complete all necessary training required. However,
these arrangements are not detailed in policies review

The H&S Committee and H&S Operational Commij ea ave training oversight as part of their duties and noted in their remits. H&S management also
request a My Employee Record report on new sta g completed and report statistics within their Newsletter supplied to the H&S Committee and HR
Committee. The latest report detailed new st romei@vember 2019 to April 2020 and showed 100% completion.

Training requirements are also split into t

an Excel spreadsheet available for st

ithfSpecific requirements with a role in H&S and refresher training for all other staff. A Competent Persons List is
ve had specific H&S training across the College. Members of staff requiring specialised H&S training are required
to complete a Staff Development Ac orm (SDAF) with their line manager and send to HR to help record training needs and completion. This allows HR to
review if there is a cost involved@nd tragk training completed on the My Employee System. Training is also provided by the Health and Safety Coordinator on
specific issues such as risk assesSment’‘completion. However, the audit highlighted that training arrangements require strengthening and there are controls that
are not operating effectively impacting. These are addressed in more detail below.

it
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Health and Safety

Objective 2: H&S training programme which includes induction training, refresher training and training for new equipment or legislation (continued)

Observation Risks

The Management of Health and Safety at Work
Regulations (1999) identifies situations where health
and safety training is particularly important, such as
when people start work, on exposure to new or
increased risks, and where existing skills may need
updating.

The organisation cannot
demonstrate that all new
staff have adequate H&S
knowledge.

Discussions with management and review of committee
reporting noted that mandatory training completion
rates across the organisation are not reported (see R4),
except for new starts as part of the H&S Newsletter
reports. However, new starters who joined the College
since April 2020 had not had their mandatory training
records reviewed. The audit identified that no records
on My Employee Records were established for the 45
new starters, therefore there was no evidence that they
had completed the training on Moodle. This risk is
partly mitigated by staff working off campus due to
national lockdown requirements, however, it impacts
demonstration that these new starters have awareness
of their H&S responsibilities before returning to

campus.
While working remotely due to the global COVID-
pandemic may have impacted the efficiency of re

of records, the issue had not been identified t

audit. Actions by management to identify the root

cause was underway at the time of our audit.
We also noted that the H&S Team iS\gofgrovided with
reporting on student H&S training,completion rates,

0

impacting organisational knowled ny gaps and
additional support required.

Recommendation

R2 Management s
review all new staff rec to

ensure they have all
mandatory traini ements
within their period
The root cau 0 why staff

ished, such as a checklist
R managers to check these
e been established and

andatory training is completed
before probationary periods are
complete.

The risk to the organisation of not
having evidence of H&S training
completed should be identified in
the risk register and actions
identified to ensure there is no
reoccurrence.

A process for reporting the
completion rates of student H&S
training should be developed to
inform management of any gaps
and support required in
curriculum areas.

Management Response

The College is in agreement with R2
and is making adjustment to reflect the
required changes.

The College will review the process of
identifying mandatory training for all
staff to develop a matric of mandatory
training by role profile, which will be
linked to staff records.

A suite of reports will be developed to
identify outstanding mandatory
training, and when training is due to
lapse, including alerts to line
managers and HR managers.
Completion of mandatory training will
be monitored through LMT on a
regular basis.

Health and Safety will be added to the
College risk register, and there will be
a review of current processes to
ensure that student Health & Safety
training is being effectively recorded.

To be actioned by: Head of HR,
Head of Estates and Directors of
Curriculum

No later than: 31 March 2022

Grade 2
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Health and Safety

Objective 2: H&S training programme which includes induction training, refresher training and training for new equipment or legislation (continued)

Observation Risks

Staff lack awareness of
the current H&S
requirements ensuring the
health and safety of all
people at the College.

There is absence of a joined-up approach between HR
and the H&S Team that effectively identifies all staff
requiring H&S training, refresher training, and any
training gaps in the organisation. This is in part due to
roles and responsibilities in relation to approving H&S
training not being clear. While the training budget lies
with HR, H&S is required to assess any specialised H&S
training needs to determine if training can be provided
inhouse or approve any external training providers
requirements.

H&S training needs are
not effectively planned
and prioritised.

NV
&

However, this is not always happening and there is a
breakdown of communicating specialised H&S training
needs from requests to HR to the H&S Team. While
some H&S training needs are identified by the H&S
Team, others are not, potentially impacting on effective
use of training budgets.

In practice, SDAFs are submitted on an ad hoc basis to
HR who maintain the training budget. HR management
reported however that they may not always be

completed, also impacting on HR’s oversight of traigi
needs. O

There is absence of a skills matrix for identiffing
mandatory and desired H&S training for k es.

Recommendation

R3 pproach
between HR ang quired to
ensure that g needs are
identified 3 ed in a cost-

effective

p&efalised H&S training requests
ermine need and inhouse

vision. All H&S training should be
eported to HR using the SDAF. No
H&S training should be approved
without due diligence over SDAF forms
by the H&S Team.

Management should identify the H&S
skills and knowledge needed for staff
to do their job in a safe way. This could
take the form of a skills matrix based
on job roles that details the mandatory
and desired H&S training
requirements.

The process for reporting H&S training
needs to HR and H&S should be
defined in polices for staff awareness,
including that training needs be
identified from completing risk
assessments and who to communicate
needs to.

Management Response

Please refer to management
response to R2.

To be actioned by: Head of
HR, Head of Estates and
Directors of Curriculum

No later than: 31 March 2022

Grade 2

© mha
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Health and Safety

Objective 2: H&S training programme which includes induction training, refresher training and training for new equipment or legislation (continued)

Observation

There is no process for monitoring mandatory
refresher training rates across the College.

For example, there is no reporting of:

o refresher training completion rates to
the HR Committee in line with good
practice, and

e H&S refresher training to the H&S
committees, impacting awareness of
the level of compliance across the
College.

There is also no process established to review
the training completed by all Competent
Persons through My Employee Reports,
impacting on the Competent Persons list online
being out of date.

O

10

Risks Recommendation

Staff are not aware of the R4 A process for reportj
health and safety requirements training compliance rates

impacting on their safety and College should be deyélopedwith

the safety of others. quarterly reports pro @ the HR
Committee in li itigood’ practice.

H&S refresher traini

should 3

compliance rates
sonbe reported quarterly to the

) e and H&S Operational
Copihi support of their remits. Any
i pliance should be identified
rt provided where necessary by
Team.

V process for reporting H&S training
completed by named ‘Competent

O Persons’ should also be developed, such
Q~ as reports from My Employee Record.

The Competent Person list should also be
updated.

Management Response

The College acknowledges the
recommendation and will strive to
verify the data received to ensure
accurate data submissions and
trend analysis are carried out.

Links between both H&S and HR
to be established and developed
further as necessary

Aim to obtain and retain credible
data to develop a reporting
structure to ensure overall
compliance and reporting to the
relevant committees.

Further development of Moodle
courses for new starts

To be actioned by: Head of
H&S, Head of HR, Head of
Quality

No later than: 1 November 2021

Grade 2

© mha
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Health and Safety

Objective 2: H&S training programme which includes induction training, refresher training and training for new equipment or legislation (continued)

Observation

The Health, Safety, Environment and Welfare
Policy (published June 2020) defines that
H&S training responsibilities lie with HR.
However, the Policy does not reference what
training should be completed such as
mandatory H&S training, and when, such as
by new starters or refresher training. There
was also no link to the College’s HR induction
policy that would supply further details on
requirements. The process for requesting
specialised H&S training is also not
documented.

Accountabilities for staff not completing
mandatory training or refresher training are
also not defined in policies reviewed.

The Contractor Induction form was noted not
to be version controlled and dated January
2014 impacting transparency that
arrangements documented are in line with
current requirements.

O

11

Risks

Organisational assurance
around staff H&S
awareness.

Oe.

Recommendation

R5  The Health, Safety, Envirg
Welfare Policy (published June

should be updated with detail5™8
mandatory and refresher trz @
requirements and acc pilities’for non-
compliance should algo be alearly
documented.

Uesting specialised

tan

The process {0

ctor induction form should also
vergion controlled in line with good

Management Response

Version date is 2020 with document
review date of 2023 but due to the
significant change in circumstances
not only relating to covid 19 but the
Scottish Government environmental
change the policy is being reviewed
and will be discussed with the Trade
Unions once they return from the
summer break prior to approval.

The College advises that it will work
with all relevant parties to agree an
updated policy that encapsulates
recommendation R5

The College acknowledge the version
control footer and has since been
updated.

To be actioned by: Head of Health
and Safety, Director of Infrastructure,
College Trade Union representatives

No later than: 3 January 2022

Grade 3

© mha
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Health and Safety

Objective 3: Regular monitoring of H&S systems to ensure that they are functioning effectively.

The Health, Safety, Environment and Welfare Policy (June 2020) defines that the H&S Department monitors the progréss of College health and safety via the
operational plan, which includes, where required, actions for all Departments, and organises and carries out sched ctive monitoring inspections and audits in
conjunction with the Departments and the Health and Safety Trade Union Representatives.

An annual H&S audit schedule is established to review H&S arrangements. Due to national restrictions broug
Union representatives not being available, no physical audits were completed between March 2020 to De
reported to the H&S Committee, HR Committee and Board of Management for awareness. At the time oRo
underway. There is a detailed approach in place for conducting audits and inspections these includg®

the global COVID-19 pandemic, and Trade
20. The gap in physical auditing was
dit, the schedule for 2020/21 was established and

e The person(s) responsible and the Trade Union representatives for the area would be conta arrange a convenient date and time for carrying out
the inspection,

e The inspection would involve a tour of the workplace and may involve talking to me

e Reviewing documents and records to support compliance, including training rg€or

bf staff working within the area and talking to students; and
' risk assessments.

L]

Any identified issues would be formatted in to three compliance categories: V

e High — Meets conditions and criteria,
e Medium — Meets most but not all criteria, and,

e Low - Fails to meet criteria.

The report as described above is then submitted and summaris ings and recommendations. An Action Plan is also distributed to the individual
responsible for the area under review and is monitored for copgpletiOg. Reports detail the remedial action, the rating of the action, action owner, target date. In line
with continual improvements the College monitors actions ingyfrom*the audits using the Health and Safety Audit Tracker on the H&S SharePoint.

Progress against the audit plan and issues emerging f dit inspections are reported to the H&S Operational Committee and H&S Committee and results

are reported to the Senior Leadership Team meetingsab
five H&S audits completed before national restricti @
the documented approach.

ommittee and onwards to the Board of Management via H&S Newsletter reports. Our audit reviewed
venhted physical audits in 2020 and confirmed that these inspections were being completed in line with

A key element of the health and safety fr rk i8S the use of risk assessments to identify hazards and produce a safe system of work to mitigate the identified
risks. The importance of these requirementsh municated to staff within their targeted training and within the Health and Safety Handbook. Within the College
each Curriculum Area and Support artment will have their own series of risk assessments. There is a standard approach in place with the required
use of the College template for risk a: ents detailed on the eFocus intranet. The risk assessments are completed by staff who have received training in their
completion and guidance is also ilable to support the assessment.
12
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Health and Safety

Objective 3: Regular monitoring of H&S systems to ensure that they are functioning effectively (continued).

These completed risk assessment templates are undertaken by a nominated person and are reviewed and approved

assessment is maintained within the relevant academic or support service with a copy submitted to the Health and

assessment for completeness. All completed risk assessments are documented on the eFocus system to enabl S

assessment.

Training on the completion of risk assessments is provided by the Health and Safety Coordinator along

Observation

As part of our audit programme, we tested a
sample of 10 risk assessments to confirm
these were complete, approved, and had
been reviewed in line with the review date
set. Testing identified that 2 of the 10 risk
assessments reviewed were not complete
such that they missed reference numbers and
were not signed or dated to confirm they were
approved; and 4 of 10 did not have a review
date set.

These issues of non-compliance with the
required risk assessment process and a lack
of a formal review date, weakens the overall
effectiveness of the health and safety
processes in place.

Risks

Health and safety risks are
not adequately identified and
acted on and may result in
incidents where staff or
others are injured.

Recommendatio

ge should ensure
ents are completed

ar reports detailing the level
liance with updating risk

re

of c
Vssments and be informed where
O ere are areas of significant non-

&

O

13

compliance with their regular review
and updating.

the area Director. The completed risk
féty Coordinator who also reviews the

0 access any completed risk

anee to support their completion.

Management Response

The Health and Safety department
vigorously work with departments and
trade union H&S reps to adapt and
review general risk assessment as
necessary.

Although acknowledged that
departments require to sign of risk
assessments the H&S department will
carry out further training to ensure new
starters and current post holders are
aware of the expectations when
completing and uploading a risk
assessment

Please refer to response R2 for College
intent to rectify training records and
identify areas for improvement.

To be actioned by: Head of Health &
Safety / Director of Infrastructure

No later than: 1 October 2021

Grade 2

© mha
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Health and Safety

Objective 4: An incident and accident recording system with follow-up process and implementation of new controls where required.

The College has in place an incident reporting system on the eFocus intranet. All incidents should be recorded on the§tandard incident reporting template which
requests details of the incident and whether it is a reportable incident. Reportable incidents are defined in the Reparting) of Injuries, Diseases and Dangerous
Occurrences Regulations (RIDDOR) to the Health and Safety Executive (HSE) under the Health and Safety at 974. Should any RIDDOR incidents occur
they are reported to the HSE by the Head of Estate, Facilities and H&S.

All incidents are logged directly onto the reporting system by the person identifying the issue and an ema
Head of Estates, Facilities and H&S. The Head of Estates, Facilities and H&S will decide if any investigatig
will identify the root cause of the incident and review current working practice, including the risk as
visitors, or students. An audit trail of all actions is retained directly on the system and Microsoft Acce

tically generated to the H&S Coordinator and
pequired and who will undertake it. This investigation
™0 prevent a recurrence and further injury to staff,

SS reports generated for monitoring purposes.

These incidents are monitored and reported at every H&S Committee meeting broken dow

e Type of Incident
e Type of Injury
e RIDDORS
o lliness V
e Status (student, staff contractor etc) V
e First Aid Stats; and
e Adverse notifications (near miss, hazard, unsafe practice, or da @ occurrence).
Audit testing of this process did confirm the accurate recording, gy and reporting of health and safety incidents. There is also a process established for

management to monitor incidents across the College and thegtatus'ef any investigations through audit trail recorded in the system. This enables accurate reporting
on health and safety incidents across the College.

In reviewing the incidents recorded on the monitoring s re was clearly a reduction in the reported health and safety incidents to the H&S Committee for
Quarter 1 of the 2020-21 academic year, due to thgsfed n of staff and students being onsite because of the pandemic, although there was 1 near miss and 2
dangerous occurrences highlighted. No issues wé @ d from this review.

O
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Health and Safety

Objective 5: Regular reporting of H&S to senior management and to the Board of Management

The College has a H&S Committee in place which includes all relevant members of the College’s senior management
Management. An up-to-date remit is in place outlining its roles, responsibilities, meeting frequency and reporting lines.
year and reports to the Senior Management Team, the HR Committee and onward to the Board of Management.
health and safety performance across the College, its standing agenda items include the following:

am and a member of its Board of
he H&S Committee meets four times per
of its remit the H&S Committee reviews

e Absence statistics,

e Incident statistics,

e Health and Safety Quarterly reporting statistics,
e Departmental Health and Safety Reporting; and
e Health and Safety Policy and action planning.

The committee is supportive of measures in place to improve the health and safety cultu
and being supportive of initiatives such as the development of Health and Safety Key B€rf

en the overall process including monitoring, training provision
Indicators (KPIs).

During the audit, copies of the two most recent minutes from the quarterly H&S Cgmmitt eetings were obtained. Out with the training gap noted in Objective 2,
an evaluation of these documents showed adequate reporting and consideration ofé@ll rejevant health and safety issues.

There is also a H&S Operational Committee with a remit that is up to dat; A
2020/21 were reviewed and action plans updated. No issues were note @

agmonthly working group to review all H&S operational matters. Minutes over
review.

15
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Health and Safety

Appendix 1: Table of Health & Safety Policies and Pror.e%res reviewed
where exceptions were noted.

POLICY/PROCEDURE DATE NEXT I
ABRASIVE WHEELS PROCEDURE June 2020 June
ACCESSIBLE PARKING PASSES FLOWCHART October 2018  Ngt detal
BATTERY CHARGING AND SAFETY PROCEDURE June 2020 June,20
BLOOD BORNE VIRUS INFO October 2017 4, Febr 2021

CONTACTING OF FIRST AIDERS PROCEDURES
DISPLAY SCREEN EQUIPMENT PROCEDURE
DRIVING PROCEDURES

PROCEDURE FOR FOREIGN OR EXTENDED TRAVEL
INCLUSIVE RISK ASSESSMENT PROCEDURE
MANUAL HANDLING PROCEDURE

SHARPS PROCEDURES

O

16

April 2018 Wom
January 2 anuary 2024
Janua arch 2021

Not detailed

O

i'g Due April 2021
oberg020 October 2023
April2018 April 2021

O

X

EXCEPTION NOTED

Footnotes dated 2016

Next review date is not detailed
Footnotes dated 2016

Not updated in line with review date
Footnotes dated 2012

Tel number for H&S Manager is out of date
Footnotes dated 2011

Next review date is not detailed
Footnotes dated 2012

Footnotes dated 2014

Footnotes dated 2015

© mha
HENDERSON LOGGIE
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10. Complaints Overview 2020/21
For Discussion

21 April 2022
HR COMMITTEE

1. Purpose

To provide members with an overview of the complaints received by the Executive Office in

academic year 2020/21.
2. Recommendation
That members note the content of the report.

3. Background

The College is required to manage complaints in line with the SPSO @ sh”Public Sector
Ombudsman) model complaints handling process. Part of this is mo gimplaints received.

Complaint handling within the College is coordinated by the Corpora

Officer and managed by the Principal.

The College utilises complaints information to provid

vernance and Planning

n @ghnualupdate to SMT members.

Following consideration by the Committee, this rw e published on the College website.

4. 2020/21 Complaints

The College monitors complaints t
either at stage 1 (frontline resol

number of complaints receiv t st
as demonstrated by the ch@gt be
topic are counted once 4 ures below).

140

O

120

80

60

40 31

Qtted to the College. Complaints can be dealt with

ge 2 where the complaint comes to the Principal. The
2 has stayed relatively steady for a number of years now
. (Note multiple complaints from an individual on the same

O Number of Complaints

31 33 32
30 -

20

09/10

10/11

11/12 12/13 13/14 14/15 15/16

16/17 17/18 18/19 19/20 20/21
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It is encouraging to note that, despite the profound challenges students and staff faced as a result
of the Covid-19 pandemic and changes to the delivery of learning, there has not been an increase
in serious complaints.

Under the complaints handling process, the College has to respond to these complaints within 20
working days wherever possible. In 2020/21 all but one complaint received a response within this
timescale. The complaint that did not receive a response within the timeline related to one in
which a specific staff member needed to be spoken to for the investigation but who was off ill for
an extended absence at the time the complaint came in. The complainant was m a of this
and the expected response timescale.

Trends O

When dealing with a relatively small number of complaints, it can @to extract trends from
the data. In 2020/21 however, the clear trend was the strike action u aken by EIS in response
to the introduction of the Instructor Assessor role within t e.
There were a total of 18 complaints regarding the strike 69% "6t total complaints) in relation to
this topic. Of these 18 complaints, 13 (72%) were in favaur of the strike and 5 (28%) were either
against strike action or didn’t take a side and relaw d to the impact striking was having on
classes.

It was interesting to note that, of the 13 e complaints received, 10 of them used the exact
i

same email template, irrespective rYenél of course. It appears from the content of the text
that the template was provid mber of staff or by EIS themselves to encourage
complaints, although the C ot seek to confirm this as we are required to treat all
complaints at face value.

While the breakdo b could be seen as a negative, it did provide the Principal to address
these individuals ¢ @ directly, with most receiving a response on the same or next day from
the Principal.

Additionallyi remove the strike related complaints to look at those in relation to general
Coll ns over the year, then there are only 8 complaints at stage 2 which is a testament
to the ive manner in which College staff deal with issues as they arise.

Of thefemaining 8 non-strike related complaints, these were primarily a mix of complaints relating

e The College not being able to offer on campus learning owing to Scottish Government
restrictions
e Applicants who were unsuccessful in securing a place on their course of choice

Given a breakdown of the 18 strike related complaints is given above, the summary contained in
appendix 1 looks at the remaining 8 complaints.
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Unacceptable Behaviour by Complainant

One complainant, who is known to the College through previous complaints, complained multiple
times (60 plus) about not securing a place on a course. Given their tendency to complain to
multiple staff, make accusations against staff and threaten legal action, police action etc against
staff and their families owing to perceived violations of disability legislation as well as commenting
on the College social media channels, the College took the decision for the first timegto restrict
their interactions to a single point of written contact in line with the College unacceptalile actions
procedure.

This matter is ongoing at this time as the complainant has ignored thigsi tion and legal
avenues are being explored.

5. Financial Implications < ,
Please detail the financial implications of this item — NonQ
6. Equalities @

Assessment in Place? — Yes [ No
If No, please explain why — Complaints s#hieh an equalities component will be notified to
the Equalities Team as and when they a Q

Please summarise any positive QMpacts (noting mitigating actions) — Not applicable

7. Risk

Please indicate on :‘E below the risk score. Risk is scored against Impact and Likelihood as
@b igh.

Very Low through

Likelihood | Impact

Very Low

Please describe any risks associated with this paper and associated mitigating actions — While
complaints are relatively stable, losing focus on fast and effective complaints resolution would
lead to poor student/stakeholder service and could result in the College being reported to the
Scottish Parliament by the Ombudsman.

The College is also developing a tracker to ensure oversight of stage 1 complaints is also possible.

Risk Owner — Alison Stewart Action Owner - Stephen Jarvie
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8. Other Implications -

Please indicate whether there are implications for the areas below.

Communications — Yes [1 No Health and Safety — Yes [ No X

Please provide a summary of these implications — Not Applicable

Paper Author — Stephen Jarvie SMT Owner — Alison Stewart &

C)O

>
<&

C)O
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Appendix 1

Complaint _Investigation Outcome _ _Lessons Learned
Procurement Complaint that the College was not The staff member who had arranged the plty given to The need to ensure all staff
offering contracting opportunities contracts had not fully consulted the full list§ company that had raised who can «call off of
to one company on a particular of companies on the framework complaint to tender frameworks are conversant
procurement framework for the relevant business. with procurement guidance
Procurement  processes on doing so
and procedures reinforced
to staff involved
Class Concerns that practical elementsof It was identified thatV was a The College had reviewed Effective use of available
the class would not be possible requirementforin caw tytoensure all classes, prioritising capacity and ongoing
during lockdowns resulting in non- completion of e %and that the thosethatcould comeinto communications with
completion of course Department % ing this into the campus first once students to convey the
College wi m review that was restrictions were relaxed. current situation and allay
ongoin Communications were concerns as much as
issued to all affected possible
students.
Class Parent complained of the inability | ion showed that there was a risk of Department engaged with None
of their child to complete wog urse completion owing to the parent to discuss options
placement leading to no strictions in place at the time. The that had been previously
completion of course Pepartment had identified of a range of communicated to student
contingency options for placements and had
already communicated these to the student.
Class Follow up complai ouple of No change to the circumstances the College Further engagement from None
months  laterq, regakding the was operating in was identified Department with
complaint outline evious line complainant
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Complaint

_Investigation Outcome

Action Taken

_Lessons Learned
Recording of interviews of

Application That the College had discriminated While technically academic decisions are not The pplicant was
against an applicant owing to their considered under the Complaints process, a infa @ at the decision individuals with a history of
disability both  through the full investigation was done, including ag of theWmterview was being unfounded claims was a
interview and by not offering a review of the recording of the Teams$ uphgld by the College positive step to support the
place interview which was made wit he investigation.
Complainants consent. It was foundd!
interviewing staff had accom at
challenges experienced by the cang and
that the decision made wag fair.
Lecturer Poor communication from lecturer Investigation demonstrzwery low Outcome of investigation None
re course and assessment attendance from stu W so arange of communicated along with
requirements support offered rer, including 1 an offer of support for
to 1 meetingswh not taken up catch up activity over the
summer for the student to
enable them to progress
Class Parent complained disabled Inve n showed student had not met Outcome of investigation None

daughter had been thrown off
course owing to a College error
then offered a place at the Stirli
campus which was not acceptable

ga
the comditiohs of their offer to proceed to
level of course. Following
ions with student and staff and
mises of greater engagement, an offer
Was made at Stirling campus owing to a
waiting list being in place at Falkirk. Student
had confirmed to staff that they were happy
with the offer, as they would also be working
with a lecturer who is trained in support and
who the student had a positive relationship

with already

communicated to parent
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Complaint Investigation Outcome Action Taken _Lessons Learned

Application International student currently in Investigation showed that the applicant had FollgWing, Q review, the None
UK appealed against decision notto a range of conditions to secure a place on app was informed
offer a place on a course the course and, despite numerous attempts# that ollege’s decision

by staff to engage with the applicant, the

deadline for the conditions had passed.

not Jto offer a place was
ng upheld.
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1. Purpose

To update members on the current staffing establishment.
2. Recommendation

That member’s note the changes to the current status of the staffing establishment.
3. Background

Staffing establishment review is an aspect of ensuring resource maximi p and control. This
paper provides a view of the staffing at the College and is designed to be @ tive, highlighting

key points of interest. Q
4. Context

The staffing establishment is the capacity and distributi rce in manpower. The staffing

establishment is monitored on an on-going basis how y reports are produced to review

the organisation’s overall resource. By monitoringythe staffihg establishment, we can ensure that
the college resources are cost effective and efficienfWingtheir deployment. This cannot be looked
at in isolation and other factors require ge n such as our equality duty, development

needs and initiatives, and changing expe hese can influence the establishment priorities

along with day-to-day events in #v appointments, secondments, leavers, such as
retirements or resignations as wel vafiation in FTE as a result of a flexible working request or

a contractual increase/decr houts. In addition key points of interest relating to the staffing

establishment are highli or information.
Appendix 1 shows establishment as at the academic year, ending January 2022. Included is a
statistical overyi establishment trend and absence statistics.

5. Key Consideration

The figu remain stable with notable fluctuations in the increase of under 24’s supported
tAgoughfprogrammes such as Kick Start and an increase in establishment overall through new
busi generated by Commercial business. This is coupled with increased project work such as
the Health and Wellbeing initiative which saw a number of new staff employed on short term
contracts. The result is an increase in establishment albeit likely to be temporary in nature.

6. Financial Implications

Please detail the financial implications of this item — There are implications for HR and finance
budgets associated with staffing expenditure.
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7. Equalities

Assessment in Place? — No

If No, please explain why — This report outlines current staffing establishment levels. It does not
propose any changes which might have an equalities impact

Please summarise any positive/negative impacts (noting mitigating actions) — Not applicable

8. Risk

Please indicate on the matrix below the risk score. Risk is scored against n Likelihood as
Very Low through to Very High.

Likelihood | Impact Q
Very High
High
Medium
Low X X
Very Low VV
'aper and associated mitigating actions — Low in

monitoring processes in place, the impact would be

Please describe any risks associate

terms of likelihood given the ap
low given that staffing budg crued for the year ahead and posts cannot be recruited

without the approval of H nce Monthly monitoring by HR of the RAF and ACF process is

in place for justificatio roval as well as the annual Curriculum Review of Celcat versus
resources.
Risk Owner -Aliso art Action Owner — Ralph Burns

9. Other

se indlicate whether there are implications for the areas below.
Communications — No Health and Safety — No

Paper Author — Ralph Burns SMT Owner — Alison Stewart
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Appendix 1: Staffing Establishment Data
EXECUTIVE SUMMARY
HR MANAGEMENT INFORMATION - QUARTER 2 2021-22 Q2 ;220'
COLLEGE HEADCOUNT 659 629
COLLEGE FTE 556. 537.8
PERM 3% 92.37%
% OF FTE BY CONTRACT TYPE
TEMP 7% 7.63%
MALE 41.28% 39.53%
% OF FTE BY GENDER FEMALE 55.72% 57.50%
PREFE O SAY 2.99% 2.97%
F 62.67% 63.28%
% OF STAFF
@ E 37.33% 36.72%
% OF FTE BY DECLARED DISABILITY S 14.31% 14.06%
NO 82.75% 83.28%
PREFER NOT TO SAY 3.09% 2.66%
% OF FTE BY AGE BAND & 16-24 2.69% 1.25%
25-34 10.17% 10.31%
35-44 24.02% 23.75%
45-54 30.04% 29.84%
55-64 28.88% 29.69%
65+ 4.21% 5.16%
11.85% 11.87%
91.26% 90.64%
NEW STARTS (IN QUARTER) 37 12
LEAVERS (IN QUARTER) 14 11
% DAYS LOST DUE TO SICKNESS (IN QUARTER) 3.61% 3.35%
APPROX COST *** £183,571 | £161,455

*Total number of leavers over rolling year / Average number employed over same period x 100
**Number of staff with service of one year or more / Total number of staff in post one year ago x 100 (updated calculation method)

*** Average Daily Rate of Pay
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Staffing stability is highlighted here. A Q month review of teaching and support departments revealed fluctuations which are explainable
through absence, and recruitm . There are robust checks done prior to approval of a new post. The growth in support department FTE
is mainly down to the uptake©f Ki ts, a government scheme to support young people, and the increase in the Commercial business with
additional construction assess
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2.Absence Trend OQ

All Absence as a percent f days available
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Absence figures indicate the percenta tal days lost based on FTE for full academic years with 21-22 being the first 6 months of that year.
The figures from 2019-20 indic t of lockdown and a drop in reported absence. Following this trend through to the blue line of 2020-21
the absence begins to returg to | torical norm percentage. Long term absence cases are the significant influence on the figures and are

managed in accordance to ourglic¢ies.
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