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Links to Strategy

SFRS Annual Operating Plan 2015-16 - Strategic Aim 4 Develop a culture of continuous
improvement.

Governance Route for Report Meeting Date Comment

Employee Partnership Forum 1 September 2016 Noted

Staff Governance Committee 6 September 2016 Noted

1 Purpose

1.1 To provide an update to the SGC regarding on-going work in relation to HROD policies.

2 Summary
Main
Report
Ref:

2.1

2.2

40 HROD policies have been implemented since the SFRS became a single
service in April 2013, and the process of harmonising HROD policies continues.

A process to review policies that have been implemented for more than 2 years
has commenced. The aim will be to ensure that policies remain legally compliant
and fit for purpose for the SFRS. The review process also presents an
opportunity to review end to end processes within HROD.

3 Recommendation Main
Report
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Ref:

3.1 The SGC are invited to note the contents of this report.

4 Key Strategic Implications
Main
Report
Ref:

4.1
4.1.1

Financial
Where a policy has financial implications for the SFRS, financial information is
collated and presented to all relevant parties prior to approval and
implementation.

4.2
4.2.1

Legal
All policies comply with employment legislation, are responsive to case law and
aim to follow best practice.

4.3
4.3.1

Performance
All policies will be monitored closely to ensure compliance. Where applicable,
SFRS performance relating to matters of policy will be measured and reported.

4.4
4.4.1

Environmental & Sustainability
There are no implications that require to be noted.

4.5
4.5.1

Workforce
Employee implications are contained within each separate policy.

4.6
4.6.1

Health & Safety
Where applicable, matters relating to health and safety are clearly outlined
within each separate policy.

4.7
4.7.1

Engagement
Consultation has taken place with the Trade Unions, Service Delivery Area
colleagues, and HR colleagues during the policy harmonisation process.

4.8
4.8.1

Timing
Reviews and harmonisation of policies is an ongoing process.

4.9
4.9.1

Equalities
Each policy contains a section dedicated to matters of equality and diversity.
Equality Impact Assessments are also completed for each policy.

4.10
4.10.1.

Risk
There are no implications that require to be noted.

5 Core Brief

5.1 The HR/OD Manager provided an overview of the progress being made in relation to the
review and harmonisation of HROD policies and procedures.

6 Appendices

6.1 None
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HROD POLICY UPDATE

1 PURPOSE

1.1 The purpose of this report is to provide an update to the Staff Governance Committee on
the progress made in reviewing and harmonising HROD policies.

2 BACKGROUND

2.1

2.2

A policy review exercise is underway within HROD to ensure that policies which have been
in place for 2 years or over are reviewed to ensure they remain legally compliant and fit for
purpose.

This report also outlines the current work activities ongoing within HROD in respect of the
development of new policies and procedures

3 DISCUSSION

3.1

3.2

3.3

3.4

Each review is led by an HR Advisor and involves completion of a checklist to ensure that
changes in legislation or organisational requirements are captured and considered. This
exercise commenced in August 2016 and work is underway on the following policies and
related documentation:

 SFRS Grievance Procedure;
 SFRS Discipline Policy;
 SFRS Death in Service Policy.

Grievance
The SFRS Grievance policy, which was implemented in April 2013, has been reviewed with
only minor changes being identified. Details of the changes will be shared with Trade Union
colleagues for noting. These include;

 Inclusion of a flow chart (for insertion as a policy appendix) to provide a visual
summary of the grievance procedure;

 Adaptations to grievance letters to provide further clarity surrounding the process;
 A flow chart, for internal use within the HROD department, to clarify the end-to-end

administrative processes involved in the grievance procedure.

Discipline
The SFRS Discipline policy has been in place since April 2013. An emerging pattern which
features in quarterly performance statistics relates to low completion rates within the policy
timescale of 4 weeks. Benchmarking with other comparable public sector organisations
suggests that whilst they all commence investigations immediately, the average timescale
for the completion of cases is 8 weeks or more. This evidence is likely to result in some
minor changes to the policy: a revised draft will be shared with Trade Unions colleagues for
consultation during December 2016.

Death In Service
The SFRS Death in Service policy was implemented in July 2014. At the request of the

SCOTTISH FIRE AND RESCUE SERVICE

Staff Governance Committee
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3.5

Balmoral Bar Recommendations Implementation group, a review of the Death in Service
policy has been carried out to ensure it reflects CFOA “Death in Workplace Guidance”. The
policy now includes more details in respect of the process to be followed when a death in
service is initially reported, and the means of support for employees affected by this. The
initial draft of the policy is currently being reviewed by members of the Implementation
group, after which time, it will be shared for consultation with Trade Union colleagues.

Future Policy Reviews
The next group of policies to be reviewed by the end of 2016 include;

 Relocation;
 Attendance During Adverse Weather;
 Employment and Criminal Convictions

4 CURRENT ACTIVITY

4.1

4.2

4.3

4.4

4.5

4.6

In addition to the work being undertaken as part of the HROD policy review exercise, some
other key work activities include;

No Smoking Policy
The SFRS No Smoking policy came into effect on 27 October 2016 and has been
developed in collaboration with Trade Union representatives and the Healthy Working Lives
Corporate group. The policy enforces a total ban on smoking (including e-cigarettes) within
public premises, SFRS buildings and vehicles which are primarily used for business
purposes. Measures are currently being taken by Property Services to ensure that
appropriate signage is displayed within all SFRS premises and vehicles. The policy was
launched in October to coincide with the national Stoptober campaign, which encourages
people to stop smoking throughout October as research has shown if you can stop for 28
days, you are five times more likely to quit for good. A series of communication articles are
planned for February 2017 to promote the policy again on the lead up to UK No Smoking
Day.

Special Leave Policy
The SFRS Special Leave policy was implemented on 12 October 2016. It provides
guidance on the various types of special leave and explains how to make a request. An
FAQ document has also been produced to support the policy.

Maternity, Adoption, Paternity and Parental Leave
The Maternity, Adoption, Paternity and Parental Leave policy was implemented in April
2016. Whilst the policy is not yet due for review, some insertions are being made to reflect
that the SFRS has recently signed up to the “Working Forward” initiative. This initiative is
led by the Equality and Human Rights Commission and provides a toolkit and guidance for
organisations on how they can support pregnant women and new mothers in the workplace.

HROD colleagues are currently examining the ways in which the SFRS supports pregnant
employees and new mothers through our policies / procedures, access to information,
training and development activities, recruitment and promotional opportunities, and flexible
working arrangements. It is anticipated that both the policy and the managers handbook
will be updated to reflect the key elements of the tool kit by the end of the calendar year.

Managing Attendance Policy
Whilst the Managing Attendance policy is not yet due for review, the SFRS group that has
been set up to support managing attendance activities has requested that guidance is
strengthened around the need for capability cases to be initiated at the most appropriate
point possible (taking individual circumstances into account), and that managers need not
wait for a period of six months before initiating the capability process. Examples of
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4.7

circumstances where this may be appropriate are currently being included within the
Managing Attendance Handbook, and all relevant documentation will be shared with Trade
Union colleagues.

Recruitment and Selection Policy
The Recruitment and Selection policy and handbook is currently being reviewed in light of
the SFRS pledging its support to the “Disability Confident” scheme. From Wednesday 2
November 2016, the Department of Work and Pensions replaced the Two Ticks positive
action scheme with the Disability Confident Scheme. Over the coming months, the SFRS
will be working towards our commitment to the Scheme through the review of our HR-OD
policies, procedures and working practices, and exploring how a disability confident culture
within the workplace can be developed and promoted.

5 FORWARD PLAN

5.1

5.2

5.3

The HROD policies and procedures currently being developed include;

Flexible Working Hours Scheme
At present, legacy policies continue to apply in relation to the flexible working hours scheme
applicable to SFRS Support Staff. A review has commenced which focuses on the
development of a harmonised scheme to ensure that all staff are complying with the same
rules and entitlements in respect of the accrual and use of flexible working hours. The
expected timescale for the implementation of a harmonised scheme is Spring 2017.

Career Break Policy
A draft Career Break Policy, which will outline the arrangements for applying for a career
break, eligibility requirements and timescales, is in the process of being developed. It is
expected that a first draft will be shared with Trade Union colleagues in early 2017.

1 RECOMMENDATIONS

6.1 The SGC is invited to note the updates set out within this report.


