
Employment Policies– supplementary information for inducting officers 

This brief summary has been provided to help managers describe the key employment policies, procedures etc. to new starters.   It is not a complete list of employment policies and should not be used as an alternative to reading the full documents but will help you give an overview of the main policies as part of the induction process.  

	Alcohol, Drugs and Substance Misuse Policy
 
	All employees are expected to adopt the highest standards of performance and conduct. Substance misuse can adversely affect an individual’s use of skill and judgement which may detrimentally affect the standard of health care provided to patients causing unacceptable levels of risk.

The UHB will offer assistance and guidance and promote an honest, positive and caring approach amongst the management and staff to potential and actual problems of alcohol, drug and substance misuse within the workforce.   This policy describes the procedure to follow if a manager identifies or is made aware of a problem.

Throughout this document, substance misuse refers to the use of illegal drugs and the misuse, whether deliberate or unintentional of other drugs including alcohol, prescribed medicines, and substances such as solvents.


	Annual Leave Guidelines (and Annual Leave Purchase Scheme)
	Annual leave entitlements are part of your contract of employment and an important part of work-life balance, but can only be granted subject to the needs of service provision.  It is the manager or supervisor’s responsibility to coordinate annual leave to maintain an adequate level of staffing while taking into consideration annual leave requests.

Requests for annual leave should be made using the Electronic Staff Record (where self service has been rolled out).

The UHB has an online Annual Leave Toolkit which includes FAQs and an annual leave calculator.  

The Annual Leave Purchase Scheme enables some staff to take more than their standard contractual annual leave entitlement without taking the big dip in salary that would usually be associated with taking unpaid leave.  The Scheme means that staff can apply to 'buy' up to 2 weeks’ additional annual leave and spread the reductions in their salary over a 3,6, or 12 month period.


	Capability Policy


	The Capability Policy exists to ensure effective arrangements are in place to deal with capability issues in a fair and consistent manner.  This policy is designed to deal with those cases where the employee is lacking in some area of knowledge, skill or ability, resulting in a failure to be able to carry out the required duties to an acceptable standard. The emphasis is not to be punitive, but to help employees to undertake their work to the required standard.   The policy describes the process to be followed, from identification of a potential concern, through informal discussions, to formal management of the performance issues.


	Data Protection Policy 


	All employees of the Cardiff and Vale University Health Board who process personal data, must comply with the Data Protection Act. Section 4(4) of the Act states that "it shall be the duty of the data controller to comply with the data protection principles in relation to all personal data with respect to which he/she is the data controller". The purpose of a Data Protection Policy is to ensure that the UHB and Cardiff and Vale University Health Board employees comply with the requirements of the Act, when processing personal data.


	Dignity at Work Policy 


	Cardiff and Vale University Health Board (the UHB) will not tolerate any form of bullying and harassment or any other inappropriate behaviour and will take all practicable steps to avoid and eliminate this.  Any form of bullying and/or harassment will be regarded as misconduct, and may result in disciplinary action, including dismissal.

The aim of this policy is to resolve the concerns raised by any employee as quickly and effectively as possible by establishing a clear, fair, timely and effective procedure and ensuring that all employees are aware of their responsibilities in helping to create a working environment that is free from all forms of bullying and harassment.. This will ensure that concerns are not ignored or allowed to get worse and that individuals have every possibility to continue working together in the same capacity in the future.


	Disciplinary Policy


	Cardiff and Vale University Health Board (the UHB) recognises the need to maintain the highest standards of conduct amongst its employees encouraging self-discipline from all staff and for them to accept responsibility for their own conduct and behaviour.  

This policy ensures that fair and effective arrangements exist for dealing with disciplinary issues and to ensure that expected standards of conduct and behaviour are observed.  It describes the rights, responsibilities and obligations of managers, employees and their representatives within the disciplinary process.  It is a tool to promote good employee relations and to correct standards of behaviour, and shouldn’t be viewed as a punitive measure against employees.

The disciplinary process is based on a series of escalating and linked responses to disciplinary matters. The appropriate levels of response will be determined by the circumstances of the case and the seriousness of the alleged offence(s). 

No disciplinary action against an employee will be taken until the case has been appropriately investigated.  Disciplinary warnings cannot be issued to an employee outside of this policy and procedure.


	Domestic Abuse, Gender Based Violence and Sexual Violence Policy
	This Policy includes an organisational commitment which opposes all forms of domestic abuse and violence.   It states that the UHB will strive to create a working environment that promotes the view that abuse against people is unacceptable and that such abuse will not be condoned.   The UHB will provide support to employees in a consistent way and address the impact of domestic abuse and its impact on the workplace.   We will also provide assistance and guidance to employees and managers in identifying and dealing with incidences where domestic abuse and/or its effects become apparent in the workplace.  The policy is accompanied by a Procedure which sets out in more detail the impact of domestic abuse etc in the workplace, the support available and what steps managers and staff should take.  This Policy and Procedure apply equally to all staff, regardless of gender.  


	Dress Code


	An NHS Wales Dress Code has been developed by the Welsh Government to encompass the principles of inspiring confidence, preventing infection and for the health and safety of the workforce.   

The public expect all healthcare workers to project a professional image. Though not all staff may be required to wear a uniform, the requirement to present a smart, professional image applies to everyone. The NHS Wales Dress Code therefore applies to everyone whether they are working in a clinical or non-clinical area. 

There are six principles which all staff are expected to adopt:
1. All staff will be expected to dress in smart (that is, neat and tidy) clean attire in their workplace.
2. All staff will present a professional image in the workplace.
3. Staff should not socialise outside the workplace or undertake social activities while wearing an identifiable NHS uniform.
4. All clinical staff must wear short sleeves or elbow-length sleeves in the workplace to enable effective hand washing techniques.
5. All staff must wear clear identification at all times.
6. Staff who wear their own clothing for work should not wear any clothing that is likely to cause a safety hazard.


	Equality, Diversity and Human Rights Policy

	The purpose of this document is to promote equality, diversity and human rights in relation to employment, service delivery, goods and service suppliers, contractors and partner agencies. The UHB wants to ensure that no individual or group receives less favourable treatment either directly or indirectly. 

The UHB opposes all forms of unjustifiable discrimination and recognises that some groups and individuals in society experience unfair discrimination in employment and in their contact with public services. Discrimination can take the form of treating people less favourably because of their age, colour, culture, disability, ethnic origin, gender, gender re-assignment, language, facial disfigurement, marital or civil partnership status, nationality, carer status, pregnancy or maternity issues, responsibility for dependants, sexual orientation, social class, religion or political beliefs. It can also arise from failing to take account of differences between people and groups which can result in barriers to access to services and opportunities.

All UHB functions and policies must be assessed for their relevance to equality and potential impact on different groups, specifically in relation to the Equality Act 2010 and the Welsh Language, before they are agreed by UHB Board or its committees and as they come up for review.  
We will work to ensure that equality, diversity and human rights principles of fairness, autonomy, dignity and respect are owned, valued and demonstrated by everyone at the UHB - the Board, our staff and those who provide services on our behalf.


	Flexible Working Policy


	The UHB is committed to developing positive flexible working arrangements which allow people to balance work responsibilities with other aspects of their lives.   This policy sets out the principles of flexible working and provides managers and staff with background information on the types of flexible working available and the process to be followed.

All employees who have worked for the UHB for at least 26 weeks have the right to request to work flexibly but only one request for flexible working can be made in a 12 month period.  All applications will be considered seriously and will only be refused if the service cannot accommodate it.     The entire process (including any appeal) must be completed within 3 months of receiving this application.    If the request is granted, this will be a permanent change to terms and conditions, unless otherwise agreed.


	Grievance Policy


	A grievance exists when an employee feels that they need to raise and resolve an issue, concern or complaint. This would include an issue regarding some aspect of their employment; for example, concerns regarding their duties, an interpretation of their conditions of service, working conditions, working procedures, or other matters directly affecting their ability to perform their duties.

The UHB encourages grievances to be resolved informally by the employee through discussion with their line manager, or through a process of mediation. However, where an issue cannot be resolved informally the following procedures are established with the intention of ensuring that grievances are dealt with promptly, fairly and consistently.

Issues where specific provision is made under another policy will not be dealt with under this procedure; this would include grievances involving alleged unfair treatment that amount to discrimination, victimisation, or harassment (refer to the Dignity at Work Process) or where the employee has concerns that the interests of others, or their organisation may be at risk (refer to the Raising Concerns Procedure).


	IT Security Policy 


	It is essential that all information systems in the UHB are protected to an adequate level from events that may jeopardise health care activities. These events may include accidents as well as behaviour deliberately designed to cause difficulties. 

The IT Security Policy is to ensure the safety and security of all Trust IT systems, software and in particular the Trust’s Network so as to produce a safe and secure environment in line with NHS and statutory policies and procedures. This document provides information about responsibilities and the processes to be followed.

Linked with this are the All Wales Policies on Email, Internet and Social Media – these describe the principles to be followed when using email, the world wide web and social media, define acceptable and unacceptable behaviour (including personal use) and outline the processes used for monitoring.


	Maternity, Adoption, Paternity and Shared Parental Leave Policy
	Maternity, adoption, paternity and shared parental leave is available to all employees irrespective of length of service. Entitlement to payment is dependent on length of service and whether or not the employee intends to return to work. 


This policy and accompanying procedures ensure that employees are made aware of their rights surrounding the maternity, adoption, paternity and shared parental leave provisions and any impact they may have on their employment.   They also set out what steps managers and employees must take to ensure that all obligations are met and that the process is as smooth as possible.  


	No Smoking and Smoke Free Environment Policy 

	Cardiff and Vale UHB is a Smoke Free Health Board - smoking is banned across all of the UHB sites.  Staff are therefore not able to smoke in the hospital grounds or on any other UHB premises.

	Organisational Change Policy

	This is an All Wales policy which sets out the principles that apply in managing internal organisational change within NHS Wales.

It is the policy of NHS Wales to prevent all avoidable compulsory redundancies, which could potentially occur as a result of organisational change. As such, it is the aim of this Policy to ensure that the NHS retains the valuable knowledge, skills and
experience of its workforce, by utilising a number of strategies, to assist displaced staff to find suitable alternative employment and / or retraining opportunities, which will enable them to continue to contribute positively to the service.


	PADR policy 

	All staff must have (as a minimum) an annual PADR (appraisal) meeting.   There are two core parts to this discussion:

· Performance/ Personal Appraisal is the process of agreeing objectives and how their achievement can be measured, and then assessing how teams/ staff perform against them, in the context of the organisations goals and values. 
· Personal development planning and review (PDP/R) is the process of defining the types and levels of skills, knowledge and behaviour that staff require in carrying out their work, assessing their current skill levels against these requirements, and then putting development plans in place to close any gaps or shortfalls. 

An outcome of the PADR meeting should be agreed work objectives or performance expectations which relate to the UHBs strategic objectives

This policy applies to all managers and reviewers who are involved in the reviewing of UHB employees under the Agenda for Change agreement.  Separate procedures apply in respect of the reviewing of Medical and Dental staff.  


	Pay Progression Policy 
	The Policy sets out the reasons for pay progression and the procedure to be followed to deal with annual incremental reviews.   It is closely aligned to the PADR Policy.

The UHB has an online PADR and Pay Progression Toolkit which includes FAQs and recording documentation.


	Professional Registration Policy

	It is a requirement that individuals who work within certain professional groups and who are employed and/or undertake work on behalf of the Cardiff and Vale University Local Health Board (the UHB), are registered with their respective professional regulatory organisation.

If a member of staff’s registration lapses they will not contractually, and in many cases legally, be able to continue to carry out the duties of their post if their post requires them to be registered.

The aim of this policy is to provide guidance to managers on the processes for checking and recording professional registration at the recruitment stage and for ensuring that all staff employed (whether on substantive, temporary or fixed term contracts) or engaged on honorary appointments maintain their registration during employment. It further provides information on the actions managers should take if it is discovered that a practitioner’s registration has lapsed.


	Redeployment Policy


	Redeployment is the process by which suitable alternative employment is sought for employees who are unfit or unable to carry out the duties of their current post, either permanently or temporarily.  This policy is designed to provide security of employment, as far as is possible, to ensure that skilled and valued staff are not lost, and assist employees who are at risk of losing their job because of a change in circumstances.    

This policy and the accompanying Redeployment Procedure describe the following with regard to redeployment:
· The responsibilities of the line manager (recruiting and substantive), member of staff and Workforce and OD
· The process to be followed 
· Timescales and trial periods 
· What to do when redeployment is not successful 


	Retirement Policy 


	Redeployment is the process by which suitable alternative employment is sought for employees who are unfit or unable to carry out the duties of their current post, either permanently or temporarily.  This policy is designed to provide security of employment, as far as is possible, to ensure that skilled and valued staff are not lost, and assist employees who are at risk of losing their job because of a change in circumstances.    

This policy and the accompanying Redeployment Procedure describe the following with regard to redeployment:
· The responsibilities of the line manager (recruiting and substantive), member of staff and Workforce and OD
· The process to be followed 
· Timescales and trial periods 
· What to do when redeployment is not successful 

Depending on which section of the NHS Pension Scheme an individual is in, there are various options available to them as they approach retirement.  For a comprehensive list of these options including when they are applicable, please view the Working Longer Group retirement flexibilities factsheets (located on the WOD internet pages)


	Secondment Policy


	The aims of this policy are:

· To provide clear advice, support and guidance to managers and employees regarding their role(s) in managing the secondment approval process and the subsequent management of processes related to the said secondment.

· To provide a cost effective, fair and equitable method of providing employees with work experience and development opportunities outside of their normal area of work and/or the UHB whilst ensuring that the short to medium term staffing needs for service provision are in place.


	Sickness Absence Policy


	The UHB is committed to providing the best possible service to our patients at all times. To do this we need to ensure that our staff are fully fit and able to fulfil their roles to the best of their ability. However, the UHB recognises that from time to time staff may themselves become ill and be unable to work. The Sickness Absence Policy assists managers in supporting staff when ill, manage their absence and help facilitate their timely return to work.

The policy also provides information on:
· Definitions of Sickness Absence
· Responsibilities 
· Notification and Certification of Sickness Absence
· Entitlement to Sick Pay
· Managing the sickness process 
· Returning to Work 
· Seeking Medical Advice
· Premature Retirement on Ill Health Grounds


	Special Leave Policy


	The UHB understands that there are times when it is hard to balance the demands of domestic and work responsibilities.  The Special Leave Policy exists to supports staff at times of urgent and unforeseen need by allowing them to take additional leave.    The situations that this policy is intended to deal with are:
· Emergency carers and dependant leave
· Unexpected crisis leave
· Bereavement leave
The Policy also sets out what to do when time off is requested for:
· Time off for public duties
· Jury service
· Attending job interviews

Leave granted under this policy is not intended for long term domestic and family situations, which may be provided for in other ways, e.g. annual leave, unpaid leave, reduced working hours etc.


	Statutory/Mandatory Training Policy

	The UHB has identified a range of Statutory and Mandatory training requirements which are to be met, to ensure all staff are appropriately skilled and that risks are reduced in all areas of their work.

The policy aims to ensure that staff and Line Managers have a greater understanding of the purpose of the Statutory/Mandatory Training Programme, and to provide clarity in relation to the reasons for attendance and the refresher periods.

All Staff including those staff who work part-time or shifts must be provided with the opportunity to attend / complete Mandatory Training within working hours.   Staff who attend the Induction Programme will be signed off as completing all their Mandatory Training requirements.  The refresher period will then be either one, two or three years later depending on the category.

All Mandatory training requirements should be completed before other 	forms of development are approved.

	Study Leave Guidelines


	The UHB is committed to the continuing education, training and development of all staff to enhance the work environment, competence of employees, and improve the quality of services. The guidelines outline the processes for identifying and prioritising individual, team, department and Clinical Board training needs. 
The objectives of the guidelines are: 
· To provide an understanding of the different categories of study leave 
· To detail the process on how to apply for study leave, to include documentation 
· To outline the roles and responsibilities in the study leave process 
· To explain the process for reimbursement of course/ conference fees and how to reclaim expenses incurred 
· To direct staff to other sources of funding available. 


	Procedure for NHS Staff to Raise Concerns

		Safety is at the heart of all care and must be underpinned by a culture which is open and transparent. This leads to increased reporting, learning and sharing of incidents and development of best practice. The UHB recognises that this is the responsibility of everyone involved in the provision of health and social care services. The UHB is committed to working towards ensuring that all individuals are treated in a service which is open to feedback and encourages as well as supports its staff to raise concerns. 

The aims of this All-Wales procedure are: 
(a) To encourage staff to discuss concerns and safety issues as soon as possible, in the knowledge that their concerns will be taken seriously and acted upon as appropriate.
(b) To encourage staff to report more serious concerns and suspected wrongdoing as soon as possible, in the knowledge that their concerns will be taken seriously and investigated as appropriate and where requested that their confidentiality will be respected. 
(c) To provide staff with guidance as to how to raise those concerns. 
(d) To assure staff that they should be able to raise genuine concerns without fear of reprisals, even if they turn out to be mistaken.





	Working Times Policy

	The UHB is committed to the Health and Safety of all staff and to meeting its obligations under the Working Time Regulations (1998). The UHB recognises that working patterns can have an impact on the health and safety of staff, patients and visitors and therefore sets out the acceptable shift patterns and meal break requirements.  

The purpose of this policy is to ensure compliance with the principles of the Working Time Regulations and the safe working of all staff.   The policy sets out for managers and staff how to work within the regulations or within agreed derogations by describing the responsibilities, rules to be followed and types of breaks.  The policy also describes the process for opting out of the protections given by the Working Time Regulations and what to do if you have more than one job.




