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Report To: STAFF GOVERNANCE COMMITTEE 

Report No: C/SGC/06-16 

Date: 22 MARCH 2016 

Report By: FIONA MCOMISH, HR/OD MANAGER 

 

Subject: HROD POLICY ENDORSEMENT 

 
 

1. PURPOSE 

1.1 To seek endorsement for board approval from the Staff Governance Committee for 

the Appraisal and Maternity, Paternity, Adoption, and Parental Leave policies, and 

note the contents of the Travel and Subsistence and Capability policies. 

 

2. RECOMMENDATION/S 

2.1 The Staff Governance Committee is invited to: 

a) Endorse the SFRS Appraisal policy for board approval; 

b) Endorse the SFRS Maternity, Paternity, and Adoption policy for board 

approval; 

c) Note the SFRS Travel and Subsistence policy; 

d) Note the SFRS Capability policy. 

 

3. BACKGROUND 

3.1 The process of harmonising HROD policies, through consultation and negotiation 

with the Trade Unions and in accordance with the Working Together Framework, has 

been on-going since the SFRS became a single service in April 2013. Once 

approved and issued, all harmonised policies replace legacy arrangements. 

3.2 A flowchart, which was agreed by all Trade Unions at the Employee Partnership 

Forum in April 2015, sets out the process for policy consultation and approval. 
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3.3 At a previous meeting of the Staff Governance Committee in 2015, the POD strategy 

was developed in order to confirm the arrangements for approving each HROD 

policy as follows: 

Report SLT SGC Board 

Implementation 

Date 

Maternity, paternity and 

adoption policy Jan-16 Mar-16 Mar-16  1 May 2016 

Appraisal policy Mar-16 Mar-16 Mar-16  1 April 2016 

Travel and subsistence 

policy Nov-15 Mar-16 N/A  1 June 2016 

Capability policy Nov-15 Mar-16 N/A  1 June 2016 

    Therefore, as noted above, both the Appraisal and Maternity, Paternity, Adoption and 

Parental Leave policies are due for board approval on 31 March. The remaining two 

policies (Travel and Subsistence and Capability) have been submitted to SLT for final 

approval and the Staff Governance Committee are asked to note these. 

 

4. HROD POLICY CONSULTATION 

Each of the policies outlined in this report were submitted to the SLT for approval 

prior to issuing them to trade unions and internal stakeholders for consultation. Once 

approved, they were issued for a minimum of 3 weeks’ consultation throughout 2015 

and 2016. A series of meetings with trade union representatives took place between 

January and March. All feedback was reviewed and final drafts were produced. 

These were reissued for a final period of 2 weeks’ consultation which ended at the 

beginning of March 2016. No substantial issues were outstanding as a result of the 

final consultation exercise, however some key issues are noted for each policy. 

 

4.1  Appraisal Policy 

 The Staff Governance Committee are invited to endorse this policy ahead of the next 

SFRS Board meeting on 31 March 2016, when full approval will be sought. It is the 

intention to implement this policy on 1 April 2016. 

 

 A considerable amount of feedback was received for this policy. All Trade Union 

representatives and external stakeholders are supportive of the requirement for the 
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policy, and of the need for it to be established to cover the 12-month period April 

2016 to April 2017.  

4.1.1 A ‘checklist’ style of form was devised in order to streamline the process and ensure 

a simpler, more concise document that is relevant to all staff. It comprises a generic 

checklist outlining key work objectives (all closely aligned to SFRS Values), followed 

by objectives for those who undertake firefighting duties. Up to 3 additional objectives 

can also be noted in a free text section. Employees will be required to discuss their 

performance against each objective throughout the year and tick to indicate whether 

they have exceeded, met, or not met each one at the end of year review. Comments 

from the employee and reviewing manager, and completion of a Performance 

Development Plan (PDP) are required in order to complete the interim and end of 

year cycle reviews.  

4.1.2 As the most significant concern from Trade Unions related to the policy being applied 

fairly and consistently by managers, guidance materials and a Frequently Asked 

Questions document have been developed in order to support the roll-out. A phased 

approach has been planned in order to provide information in stages according to the 

requirements during the annual cycle (i.e. objective setting in March 2016; how to 

conduct the interim review in August/September 2016; how to conduct the end of 

year review in February 2017). This will ensure an even spread of key information as 

and when employees/managers require it, and avoid an overload of information. The 

communication materials will consist of global e-mails, e-zine articles, key messages 

on payslips, posters and material on LCMS. In addition, in order to audit the quality 

and consistency of appraisals, the role of the Countersigning Manager has been 

expanded to undertake random checks within their areas of responsibility. This will 

be based on a 10% minimum sample base.  

4.1.3 More guidance has been provided within the FAQ document to clarify the 

circumstances that may lead to CPD/annual increments being withheld.  

 

4.2 Maternity, Paternity, Adoption and Parental Leave Policy 

 The Staff Governance Committee are invited to endorse this policy ahead of the next 

SFRS Board meeting on 31 March 2016, when full approval will be sought. It is 

intended to implement this policy on 1 May 2016. 

 

4.2.1 Most of the antecedent services previously operated maternity/adoption pay of 6 

weeks at 90% pay, 12 weeks half pay, 21 weeks at SMP, 13 weeks unpaid. The first 
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draft proposal for pay provision was based on what the majority of legacy services 

offered. However when considering revised provision, the SLT were cognisant of the 

following: 

- The desire to support the SFRS’s focus on positive action and work 

towards improving the gender balance within the organisation; 

- Benchmarking across public and private sector organisations, notably 

Police Scotland who recently increased provision in line with the Police 

Federation of England and Wales to 18 weeks full pay (this is 

particularly relevant given that they experience similar recruitment 

issues to SFRS in terms of attracting more women to the force).  

4.2.2  In January 2016, following a full cost-analysis, the SLT agreed to enhance pay 

provisions and base the final draft policy on the following level of maternity/adoption 

provisions:  

- 18 weeks at full pay; 

- 21 weeks at SMP; 

- 13 weeks unpaid. 

4.2.3 In an emergency service where women represent less than 13% of the workforce, 

this enhancement is seen as a positive step towards offering a competitive range of 

terms and conditions which enables the SFRS to establish itself as an employer of 

choice. As there are a relatively low number of employees who apply for 

maternity/adoption each year (30 in 2014/15), enhanced provision is considered 

affordable within existing budgets.  

4.2.4 Adaptations are being made to the i-Trent system and letters are being prepared for 

staff who this policy will impact to ensure a smooth transition to the new policy.  

 

4.3 Travel and Subsistence Policy 

 This policy has been submitted for SLT approval and implementation on 1 June 

2016. The Staff Governance Committee are invited to note this policy and the 

feedback.  

 

The SFRS Travel and Subsistence policy provides clear guidance to employees on 

the process of making claims for business travel, subsistence and overnight stays. 

 

4.3.1  Consideration was given to the provision of an overnight allowance for members of 

staff who are regularly required to stay away overnight on business travel. However, 
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due to lack of benchmarking and historical data which may have enabled a cost 

analysis exercise to be completed, any such provision has been discounted.  

 

4.3.2 Maximum limits have been set (based on HMRC rates) for expenses/ subsistence as 

opposed to an allowance which is paid regardless of actual expenditure. The SFRS 

appreciates that organisations may reimburse employees above this rate (taxation 

applies above HMRC rates), however benchmarking across public and private sector 

organisations suggests that setting rates based on the limits are commonplace/fair. 

 

4.4 Capability Policy and Procedure 

 The Capability policy has been submitted for SLT approval and implementation on 1 

June 2016. The Staff Governance Committee are invited to note this policy and the 

feedback. 

 The Capability policy provides a structured approach for ensuring managers deal 

with issues of performance in a fair, supportive and consistent way. Given the close 

links to the Appraisal policy, both policies have been developed simultaneously and 

designed to compliment and support the other.  The policy was well-agreed early on 

in the consultation process. 

4.4.1 The HR/OD policy team have worked with colleagues from Health, Safety and 

Wellbeing to ensure that the timescales and procedures set out within the Fitness 

Standards and Assessment Procedure (specifically for employees who continually 

fail their fitness test) are consistent with the Capability policy.  

4.4.2 Taking feedback into consideration, a new section which advises managers on how 

to differentiate between cases of ‘won’t’ (conduct) and ‘can’t’ (capability) and how to 

deal with cases involving gross negligence has been inserted.  Further advice is also 

provided in in terms of dealing with performance issues as a result of disability.  

5. TRANSITIONAL ARRANGEMENTS 

5.1 In recognition of the high volume of policies that are due for implementation, 

staggered dates over the coming 3 months have been outlined in relation to each 

policy.  Meetings are ongoing with colleagues from the Finance and Contractual 

Services Directorate to ensure that the relevant Financial systems are in a state of 

readiness for the launch of the policies.  
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5.2 A series of communication materials have been devised to ensure that all staff are 

fully briefed on the details and relevance of the new/revised policies.  

 

5. EMPLOYEE IMPLICATIONS 

6.1 Employee implications are contained within each separate policy. 

 

6. FINANCIAL IMPLICATIONS 

7.1 Where a policy has a financial implication for the SFRS, financial information is 

collated and presented to all relevant parties prior to consultation commencing with 

representative bodies. 

 

7. EQUALITY IMPLICATIONS 

8.1 Equality Impact Assessments have been completed for each policy and will be 

provided upon final approval. 

 
 
 
FIONA MCOMISH 
POD Manager 


