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FIVE FACTS

In the first of a new series about employment issues, here are FIVE FACTS about CARER LEAVE:

1  Carer leave can be used to help you balance your personal and work life;

2  Carer leave is designed to support you in urgent and unforeseen circumstances;

3   If you have a child, or look after a dependant adult, who suddenly becomes ill you can have up to 2 days at full pay and 3 days at half pay to deal with the situation;

4  All you need to do is speak with your manager;

5  If your need for time off for caring is likely to be frequent, your manager may speak with you to agree a plan to respond to your needs.

For more facts on carer leave, see the Trust's Equality and Diversity Policy or speak with your manager, trade union representative or Personnel.

FIVE FACTS

In the second of a series about employment issues, here are FIVE FACTS about INJURY ALLOWANCE:

1  If you have a work caused injury or illness, you may be entitled to injury allowance;

2  Temporary injury allowance prevents your pay falling below 85% of your pre accident earnings;

3  To claim temporary injury allowance, ask your manager to inform the payroll department;

4  If you have to leave your job altogether, you may be entitled to move to permanent injury allowance;

5  The scheme is supervised by the NHS Pension Agency, but you don’t have to be a scheme member and the cost of the allowances is charged to the Trust.

For more facts on Injury Allowance, speak with your manager, trade union representative or Payroll.

FIVE FACTS

In the third of a series about employment issues, here are FIVE FACTS about LONG SERVICE AND RETIREMENT AWARDS:

1  You are entitled to a long service award when you have worked for the Trust (or its predecessors) for 20, 30 and 40 years.

2  The awards are £75, £200 and £700, usually taken in vouchers to avoid any income tax liability.

3  Retirement awards are made to people at the end of their working lives.  Everyone gets an award on retirement from the employment of the Trust, but those with 20+ years service receive a higher amount.

4  If you simply take a break from work to claim your pension and then return, your award will be held until you retire fully.

5  To claim an award, ask your manager to contact the Personnel Department.

For more facts on Long Service and Retirement Awards, see the Trust's Policy on Awards for  Long Service and Retirement, or speak with your manager, trade union representative or Personnel. 

FIVE FACTS

In the fourth of a series about employment issues, here are FIVE FACTS about SICKNESS ABSENCE:

1  When you return from any period of sickness, your manager should speak with you when you get back.  This is called a Return To Work Interview (RTWI);

2  The purpose of the RTWI is to ensure that you are now well and have no ongoing problems;

3  If you are off sick for a long period, you manager will want to keep in touch with you, either by visiting you at home or by seeing you at the hospital if that is convenient for you;

4  If you are off sick for 12 weeks or more, your manager is likely to refer you to Occupational Health for their help and advice;

5  If you are off 4 or more times in 12 months for unrelated reasons, your manager may consider giving you a 'notification of unsatisfactory attendance'.

For more facts on Sickness Absence, see the Trust's Sickness Absence Policy, or speak with your manager, trade union representative or Personnel. 

FIVE FACTS

In the fifth of a series about employment issues, here are FIVE FACTS about HARASSMENT AT WORK:

1  In the last employee opinion survey, 189 of you said that you had been harassed or bullied by a fellow employee in the last 12 months, while 220 of you said you had been bullied or harassed by a service user;

2  If you feel that you are being harassed or bullied at work, you can get help;

3  There is a wide range of people you can talk with - your Manager, Occupational Heath, Learning Services, your Trade Union Representative, Personnel, a Chaplain;

4  Everything you say will be treated in confidence;

5  The problem can be dealt with formally or informally, but you will remain in control of the situation.

For more facts on Harassment at Work, see the Equality and Diversity Policy, or speak with your manager, trade union representative or Personnel.  

FIVE FACTS

In the sixth of a series about employment issues, here are FIVE FACTS about STANDARDS OF MANAGERIAL CONDUCT:

1  All staff must be treated with courtesy, helpfulness and honesty by their managers;

2  This means that your manager will welcome your comments and suggestions;

3  Your manager will try to help you to balance your work and personal commitments;

4  Your manager will not knowingly mislead you;

5  In return, you are expected to treat your manager with courtesy, helpfulness and honesty.

For more facts on Standards of Managerial Conduct, see the Equality and Diversity Policy, or speak with your manager, trade union representative or Personnel. 

FIVE FACTS

In the seventh of a series about employment issues, here are FIVE FACTS about STAFF AND TRADE UNION INVOLVEMENT:

1  The Trust has a number of formal committees for discussing issues with staff representatives;

2  The Joint Consultation and Negotiation Committee (JCNC) meets 6 times a year and discusses all topics to do with the Trust and its staff;

3  A Trade Union nominee, Mr Marten Davies, attends and speaks at Trust Board meetings;

4  The Trust's Human Resources Strategy makes plain the Trust's wish to extend staff and staff representative involvement into all its formal committees and groups;

5  Staff involvement in planning and development is a key way to improve patient services.   

For more facts on Staff and Trade Union Involvement, see the Human Resources Strategy, or speak with your manager, trade union representative or Personnel. 

FIVE FACTS

In the eighth of a series about employment issues, here are FIVE FACTS about IMPROVING WORKING LIVES (IWL):

1 Improving Working Lives is a national standard in the NHS and is also a key plank in the delivery of the NHS Plan;

2 The general principle behind IWL is that staff, patients and the service all stand to gain if modern, supportive employment policies and practices are in place;

3 IWL covers issues such as communication, staff involvement, health & safety, work/life balance, learning & development, respect at work;

4 The Trust has a joint management and staff representative group looking at all IWL issues;

5 The Trust's performance against the IWL standard will be subject to external assessment during the week commencing 25 November 2002.

There will be a series of Trust the Facts articles about Improving Working Lives starting this week.  For more information speak with your manager, trade union representative or Personnel.

FIVE FACTS

In the ninth of a series about employment issues, here are FIVE FACTS about the HUMAN RESOURCES AND ORGANISATIONAL STRATEGY:

1  The Human Resources and  Organisational Development Strategy is intended to help staff within the Trust meet the challenges of the NHS Plan;

2  A key plank in the strategy is the full involvement of staff and their representatives in all planning, implementation and evaluation of  services we provide to the local community;

3  Active promotion of life long learning and development for all staff is critical to the success of the strategy;

4  The implementation of the strategy is overseen by a joint management/staff representative group called the Human Resources Committee (HRC);

5  The HRC met for the first time at the end of September to agree action on the strategy and will meet monthly for the foreseeable future.   

For more facts on the Human Resources and Organisational Development Strategy speak with your manager, trade union representative, Personnel or Learning Services.

FIVE FACTS

In the tenth of a series about employment issues, here are FIVE FACTS about the 2 TICKS SYMBOL:

The Employment Service award the right to use the 2 Ticks Symbol to organisations which make 5 commitments to disabled employees and job seekers.  These are;

1 to interview all applicants with a disability who meet the criteria for a job vacancy and consider them on their abilities;

2 to ask disabled employees at least once a year what we can do to make sure they can develop and use their abilities at work;

3 to make every effort when employees become disabled to make sure they stay in employment (managers, Occupational Health and Personnel to ensure on a case by case basis);

4 to take action to ensure that key employees develop the awareness of disability needed to make the commitments work;

5 each year to review these commitments and what has been achieved, plan ways to improve on them and let all employees know about progress and future plans.

For more facts on the 2 Ticks Symbol see the Equality and Diversity Policy or speak with your manager, trade union representative or Personnel.

FIVE FACTS

In the eleventh of a series about employment issues, here are FIVE FACTS about THE PENSION SCHEME:

1    The NHS Pension scheme is based on final salary and so is not dependant on the state of the stock market.

2  As well as ordinary retirement benefits, the scheme provides life assurance cover, family benefits, voluntary early retirement benefits, ill health retirement benefits and redundancy benefits for full time and part time employees.

3 The net cost of all these benefits for most members is only 3.5% of their pay as the scheme is contracted out of SERPS.

4 Members have the option to increase their benefits by paying extra contributions.

5  It is possible to draw a pension and continue working.

For more facts on Pension Scheme speak with your manager, trade union representative, Payroll or Personnel.

FIVE FACTS

In the twelfth of a series about employment issues, here are FIVE FACTS about FLEXIBLE WORKING:

1  The Trust's Equality and Diversity Policy encourages staff and their managers to identify flexible ways of working that help staff to balance work and personal needs.

2  Any employee may ask for a change to their working pattern, usually to support a change in their home circumstances, and can expect the request to be carefully considered and supported where practicable.

3  The Trust's Career Break Scheme guarantees a job back after a break of 3 months to 5 years.

4  Flexi time, term time employment and self rostering are further examples of flexible working.

5  Flexible working is of benefit to the Trust as well as staff as it helps us to retain people who might otherwise have left the service.

For more facts on Flexible Working speak with your manager, trade union representative or Personnel.

FIVE FACTS

In the 13th of a series about employment issues, here are FIVE FACTS about the GRIEVANCE PROCEDURE:

1  The Grievance Procedure can be used to raise any concern to do with your employment with the Trust.

2  The first step is to approach your direct line manager informally.  S/He might be able to sort things out very easily.

3  If that is not the case, you can raise a formal grievance to be heard firstly by your direct line manager and then, if necessary, by your managers boss.  There is also a final appeal to Executive Directors

4  You may be supported in raising a grievance by a trade union representative or a fellow employee.

5  There are strict deadlines for managers dealing with grievances.

For more facts on the grievance procedure with your manager, trade union representative or Personnel. 

FIVE FACTS

In the 14th of a series about employment issues, here are FIVE FACTS about the DISCIPLINARY RULES:

1  The disciplinary rules list out examples of conduct which the Trust is likely to find unacceptable.

2  There are 2 sections in the list - 'misconduct' and 'gross misconduct'.

3  Misconduct covers actions for which a warning may be issued by the Trust.  Unauthorised absence from work would be an example.

4  Gross misconduct covers actions for which dismissal might result.  Theft or violence would be examples.

5  While there should be no surprises in these rules - they really are commonsense - it is a good idea to be aware of their contents.

For more facts on the Disciplinary Rules speak with your manager, trade union representative or Personnel. 

FIVE FACTS

In the 15th of a series about employment issues, here are FIVE FACTS about STAFF COMMUNICATIONS:

1  The Trust has a range of formal methods of communication including Team Briefing, Trust the Facts, the Horse's Mouth, the Annual Report, The Deal Is…,Personal Development Planning and notice boards as well as specific publications such as the Training Bulletin, The Employment Law Update and Directorate/Departmental Newsletters.

2  The intranet, internet and email also play an increasing role in communication.

3  Formal meetings such as the Trust Board, Health and Safety Committee and the Joint Consultation and Negotiation Committee are communication channels as well.

4  The Trust recognises that Staff Representatives have a key role to play in communication.

5  The most critical, two way, communication channel,  remains direct communication between managers and members of staff.

For more facts on Staff Communications speak with your manager, trade union representative or Personnel.
FIVE FACTS

In the 16th of a series about employment issues, here are FIVE FACTS about the Trust's CHILD CARE arrangements:

1  The Trust has a Child Care Co-ordinator (Dawn Allenby, based in Personnel) who is accessible to all staff for advice/information on the availability of all types of childcare facilities. 

2  The Child Care Co-ordinator can provide staff with access to a database of all childcare facilities available in their area, linking in with local authority Childcare Information Services. 

3  The Trust promotes the take-up of the Working Families Tax Credit. 

4  The Trust supports flexible working patterns and the Child Care Co-ordinator helps staff and managers to find workable solutions. 

5  The Trusts Child Care Strategy forms  part of its overall approach to Improving Working Lives for staff.

For more facts on Child Care arrangements speak with your manager, trade union representative, the Child Care Co-ordinator or Personnel.
Remaining articles to be written in the near future.

