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1
INTRODUCTION

1.1
General Principles
1.1  The Personnel Department is primarily concerned with the development of the Trust as a good and effective employer for the benefit of the Trusts patients and actual or prospective staff.

1.2  This over arching objective covers both strategic and day to day human resource issues.

1.2 Aims
1.2.1 The Department aims to:

a) contribute to the leadership to the Trust in strategic human resources issues which have a fundamental impact on the Trusts ability to provide effective patient services;

b)  contribute to the development of the Trust as a good employer with particular emphasis on equality of opportunity and employee relations;

c)  provide clear and accurate professional advice at the appropriate time;

d)  support effective systems of staff involvement and communication; 

e)  offer effective and responsive services to managers and staff as outlined in this document.

1.2.2  This is reflected in the Department's formal Statement of Purpose:

The Personnel Department aims to provide a high quality, cost effective and clearly defined range of services to support managers and staff of the Trust in delivering strategic and operational human resource management (HRM) objectives. 

1.3 
Organisation
1.3.1  The Department is organised as a single section.  There are primary points of contact for:









Name


Ext

a)  Recruitment and Selection:

Sarah Shaw

2129








Joanna Wood
2198

b)  Vacancy Monitoring:


Irene Payne
2316

c)  Nurse Bank Administration:

Irene Payne
2316

d)  Medical Staffing:


Anne Boyle

2317








Lynn Jenkins
2318

e)  Employee Relations



    & General Advice to Managers:
Jon Workman
2137

f)  Workforce Planning




    & General Advice to Managers:
Tammy Horrocks
2514


1.3.2
Additional support is provided by Hayley Bloor and Tracey Taylor.

1.3.3
The Director of Operations has board level responsibility for the duties covered by the Personnel Department.  Day to day responsibility rests with the Personnel Manager.

1.3.4  The Personnel Department is open from 9.00 am to 12.30 pm and 1.00 pm to 5.00 pm Monday to Thursday and 9.00 am to 12.30 pm and 1.00 pm and 4.45 pm on Friday.  Staff may be available outside these times, but this cannot be guaranteed.  An answerphone operates outside these core times and may also be used during departmental meetings, training or during periods of staff absences.  Staff will not be available during team briefing which normally takes place at 3.00 pm on the Tuesday that the team brief is published and lasts between 20 and 45 minutes.

1.4 Personal and Professional Development
1.4.1  All staff take part in Personal Performance Planning which includes the identification of development needs and opportunities.

1.5
Quality Assurance
1.5.1  Reports on a number of indicators are made to the Trust Board on a quarterly, ½ yearly and annual timetable.

1.5.2  Comments, suggestions and complaints are welcomed and service users are encouraged to make them orally or in writing to the Personnel Manager or Director of Operations.

1.5.3  Formal policies are subject to review by set dates.

1.5.4 The following quality indicators apply:

a)  All staff are identifiable by name and post, through use of a badge, ID card and through correct procedure for answering the telephone.

b) Callers to the department to be dealt with promptly, politely and effectively.  Requests for return calls to be dealt with as soon as possible and in any case within 1 working day.

c) All staff to have appropriate training for their duties and have the opportunity to benefit from Personal Performance Planning.  

d) All matters will be dealt with ensuring appropriate confidentiality at all times.  Records are held in accordance with hospital standards. 

e) Appointment letters to be issued within 5 working days unless the timetable for appointment allows a longer period.


f) Amendments to contracts of employment to be issued within 8 weeks of commencement.

g) Requests for application forms and other recruitment documentation will be dealt with by the end of the working day following receipt.

h) Those parts of the vacancy monitoring procedure which are within the control of the Personnel Department will be actioned within two working days.

i) Agenda papers for meetings will be sent out 5 days in advance.

j) Workforce information will be timely, accurate and suitable for the purpose for which it is provided.


k) Procedurally and legally accurate advice will be provided to managers.

1.5.5  To meet these quality standards, the Department relies upon the support and co-operation of all other sections of the Trust.  The timely, complete and accurate provision of information is essential.  Managers are also encouraged to seek early advice in matters such as employee relations and workforce planning

2
RECRUITMENT, SELECTION AND RELATED SERVICES

2.1. Full details of the services, standards and requirements of the recruitment and selection services provided by the Department are given in the Recruitment and Selection Code of Practice (1998).

2.2  The following services are available, covering all staff groups and Directorates:

a) Monitoring of vacancies against agreed establishments and executive approval to fill;

b) General guidance on job description, person specification, advertisement copy and media selection.  Specific advice may be available in cases of special importance;

c) Advice on legal aspects of recruitment and selection such as work permit requirements, equal opportunity legislation etc.;

d) Production of a weekly vacancy bulletin;

e) Administrative support to the recruitment process in accordance with the Code of Practice;

g) Advice on the provision of feedback by managers to candidates.  Notification to candidates of the outcome of their interview and the provision of feedback, if required, are managerial responsibilities;

h) Provision of contractual documentation;

i) Advice on application of terms and conditions of employment;

j) Provision of training for managers and supervisors in all aspects of recruitment and  selection (min. 2 events per year);


k) Maintenance of lists of employees prepared to undertake nurse bank duties.  

3
MEDICAL STAFFING
3.1  In addition to the general recruitment services described above, the following additional services are available for medical staff:

a) Advice on rota arrangements and appropriate payments (actual rota preparation is a Directorate responsibility);

b) Provision of locum medical staff;

c) MMS documentation for salaries and wages;

d) Maintenance of personal files;

e) Calculation of annual leave entitlements;

f) Processing of agency invoices on behalf of Directorates in relation to locum staff;

g) Monitoring of appointments and planning of  advertisements for vacant posts;

h) Checking of General Medical Council registration and work permit status on appointment and updating work permits as necessary.

4
EMPLOYEE RELATIONS

4.1  These services are provided primarily by the Personnel Manager.  They cover both support to individual Directorates and Trust wide activity.

4.2  Subject to leave and other commitments, the Personnel Manager is usually in the Trust between 8.45 am and 5.45 pm Monday to Friday.  Messages may be left in the Personnel Department.

4.3  Advice, information, support, coaching and training is available in the following areas;

a)  The development, implementation and application of employment policies including -


Equal Opportunities


Special Leave


Trade Union Facilities


Grievance


Capability


Sickness Absence


Discipline

b)  The management of change involving employees;

c)  Employment law;

d) Employee involvement and communication, including communications with trade union organisations;

e)  Pay, terms and conditions of employment.

4.4  Services listed above are available both on request from Directorates and at regular meetings as appropriate.

4.5  The following publications are produced;

a) PACT FACTS (or update through Trust Facts/Team Briefing) - after each PACT meeting;

b) PACE Update - (through Trust Facts/Team Briefing) after each PACE meeting;

c) Employment Law Update - 4 times a year.

5
WORKFORCE PLANNING

5.1 These services cover both annual workforce planning exercises and individual or ad hoc work. 

5.2 Preparation of the Trust's contribution to the consortium's workforce plan will be co-ordinated by the Personnel Department.  Full involvement of Directorates will be ensured.

5.3  Advice/support will be available on skill mix analysis/reprofiling in conjunction with the Training and Development Manager.

5.4  Regular workforce information is prepared on a routine basis.  Ad hoc requests will be considered by the Personnel Manager in light of the value to be obtained and the resource implications.

APPENDIX 1





     SUPPORTING GUIDANCE

The Service Level Agreement outlines the range of facilities provided by the Personnel Department.  Additional guidance can be found in the following policies, procedures and related documents:

EQUAL OPPORTUNITIES (includes harassment at work)

JOB SHARE

CAREER BREAK

SPECIAL LEAVE




TU FACILITIES

SICKNESS ABSENCE


GRIEVANCE





CAPABILITY





DISCIPLINE





EMPLOYEE LOANS




LONG SERVICE/RETIREMENT AWARDS


MANAGERIAL STANDARDS OF CONDUCT


CODE OF PRACTICE ON RECRUITMENT AND SELECTION

PROTOCOL ON FREEDOM OF SPEECH AND MEDIA RELATIONS

MATERNITY LEAVE AND PAY GUIDANCE NOTES

