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1. Declarations of interest

2. Apologies

FOR APPROVAL

3. Minutes of Meeting of 27 February 2018

4. Matters Arising
a) H/17/024 Gifts and Hospitality Policy
b) H/17/025 Complaints Procedure — Principal
c) H/17/026 Delivering the People Strategy
d) H/17/028 National Bargaining Report

5. Equalities Policy
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8.
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[ 3. Minutes Meeting of 27 February 2018

Forth For Approval

Valley

College 5 June 2018
HR (INC. NOMINATION) COMMITTEE

Room $1.18, Stirling Campus (commencing at 4.30pm)

Present: Mrs Beth Hamilton (Chair)
Mrs Fiona Campbell
Mr Davie Flynn
Mrs Anne Mearns
Mr Steven Torrie (Co-opted member)

Apologies: Mr Steven Tolson
In Attendance: Mr Andrew Lawson, Depute Principal and Chief O

Mr Ralph Burns, Head of Human Resources
Mr Stephen Jarvie, Corporate Governance and Pla

H/17/021 Declarations of Interest
None

H/17/022 Minutes of meeting held on 21 Novem
Approved.

H/17/023 Matters arising

a) H/17/015 Health S te

Members had
Planning coafi

H/17/024

Members queried whether the register was electronic or paper. It was confirmed that
it is paper at the moment but would move to electronic at some point in the future in
line with many College systems.

Members requested that, for clarity, a summary of changes be included on the front
of the policy. It was confirmed that this would be added.

a) Members approved the revised policy document
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Co||e)ée 5 June 2018

HR (INC. NOMINATION) COMMITTEE

H/17/025 Complaints Procedure — Principal

The Depute Principal and Chief Operating Officer presented the draft procedure. He
highlighted that the procedure was developed as a result of a request from SFC an
that it broadly mirrored the existing procedure for all staff, with the main ch
being the Board’s role in investigation and decision-making.

Members discussed the policy and noted that a flowchart of possible
taken would be advantageous. Members also highlighted a nun
amendments.

It was agreed that the changes highlighted and the flo art wouldibe developed
prior to taking this item to the Board of Management for a val.

a) Members approved the recommendatio
Management for final consideration andfa

of the policy to the Board of

H/17/026 Delivering the People Strategy
The Head of Human Resourc r ed members with a report on the
implementation of the Peop tr was approved by the Board of

Management in December 2017.

t i nt levels of performance setting across the College and
forthis. The Head of Human Resources noted that this was due to
d whether targets being set were shorter or longer-term targets

ad of HR noted that this was coming through more strongly in the process but
was| only a factor where staff express an interest in progressing and there is the
ential to do so.

Members requested more information on the composition of the listening to
employee sessions. The Head of HR noted that the membership was mainly voluntary,
with some key staff asked to participate, and that these sessions were not led by SMT
to allow staff the freedom to express themselves fully. He also noted that the College
was very aware that, when issues were raised, action needed to be taken if possible.

Members noted that attending these sessions may be of interest to Board Members.

Members queried whether the College had an indication of costs associated with this
activity. The Head of HR noted that there weren’t costs at this time as this activity is
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H/17/027

H/17/028

H/17/029

in the early stages but also confirmed that the College, wherever feasible, developed
additional training resources internally to ensure it was tailored to the College’s
environment and culture.

a) Members noted the content of the report

Staff Development — February 2018

a) Members noted the content of the report

National Bargaining Report

The Depute Principal and Chief Operati sented a report updating
members on developments withy natio ining. He noted that lecturers and
senior lecturers core conditions no en approved and confirmed that, while

e erms and conditions would apply to
ugust 2018 onwards.

this would not effect existing f,
any lecturing staff joining the Col fr

submitted by EIS and support staff unions and
ion to these and the options being considered by

He reported on the pay
outlined the current grogre
the Employersisi
these options.

incipal and Chief Operating Officer reported that there have been
of additional funding from SFC but that College would likely need to find
e additional funds.

mbers noted that this should be highlighted to the Board and feedback to SFC that
this is concerning.

The Depute Principal and Chief Operating Officer noted that the Employers
Association was already in discussion with SFC on this and that the College had
budgeted for potential increases.

a) Members noted the content of the report

Review of Risk

Various risks were considered but none were amended
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o@

H/17/030 Any Other Competent Business

None

<
{\60
00




[ \ 5. Equalities Policy
Forth For Approval
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College 5 June 2018
HR (INC. NOMINATION) COMMITTEE

1. Purpose
To present members with the updated College policy outlining FVC requirements under the
Equality Act.

2. Recommendation
That members consider and approve the attached policy for recommendation to r

final approval.
3. Background

FVC has had an Equalities Policy in some form for a number of year he curgent Policy, last
updated and amended in 2015, has just undergone a review/@apdate.

4. Key Considerations

The attached policy was reviewed and updated by t lities, Inclusion & Learning
Services with additional input from the @i imator and Equalities & Inclusion
Coordinator.

sector body. It details the roles a
outlines the requirementsyto h EQE Outcomes, mainstreaming information, equal pay
information and EQIA proc n idence on our website every 2-4 years.

While the existing po de to still be relevant, there were slight amendments made.
These included:

ating jobititlesin terms of roles and responsibilities
i the links between equality and FVC Mission, Vision and Values
idinggmore detail around the requirements under the Equality Act for publishing
ion
phasis on the requirement for staff to understand/demonstrate the equality
ethos of FVC
. ded in FVSA to those with specific responsibilities
updated EQIA information

Financial Implications

Please detail the financial implications of this item — n/a
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6.

%

Equalities

Assessment in Place? — Yes
Please summarise any positive/negative impacts (noting mitigating actions)

Equalities Policy: a positive impact is explicitly intended and very likely.

Risk

QO

Please indicate on the matrix below the risk score. Risk is scored againgt'Impact an ood as

Very Low through to Very High.

Likelihood | Impact
Very High
High
Medium X X
Low
Very Low

Please describe any risks associated with

a robust Equalities Policy in place helps_FV
regarding equality and specifically, the
legal repercussions as well as adverse
all reasonable steps to comply

Risk Owner — Andrew Law

Other Implications -

Communicati

ety —No

Eq

aper. a ssociated mitigating actions — having
0 e its staff and students’ responsibilities

ailure to comply with legislation could mean
The College should demonstrate that it has taken
slation.

Action Owner — Mhairi Shillinglaw

there are implications for the areas below.

ase provide a summary of these implications — Approved Policy made available on website
a harePoint. Ensure previous versions deleted. EQIA of Policy also published on website.

Paper Author — Mhairi Shillinglaw

SMT Owner — Andrew Lawson




Forth Equalities Impact Assessment (EQIA)
Val |ey " revised 10/17

College

The purpose of this template is to ensure that decision makers consider impacts on equality whe
making decisions which may impact on people in some way, or develop new - or revise existi
policies, practices or operating guidelines. This EQIA template should be completed in
conjunction with the Guidance Notes.

. . - . Equalities Policy
Title of the Policy/Decision considered:

Impact Assessed by: Mhairi Shillinglaw

Signature(s) of assessor(s): MS

Date of Impact Assessment: April 2018

(i) What is the purpose of the policy/decisio

developed/reached?
(ii) How does the policy/decision seek t@'a
(iii) How do the aims of the policy/t ate to equality?

This policy summarises Forth lege’s commitment to have due regard to:
. eliminate discrimination, S t and victimisation

. advance equality of o un

. foster good relatio

ity Act 2010 and the Equality Act 2010 (specific duties)
The Policy lists how equality activities will be completed in FVC

(Scotland) Regulatio
' plementing them. The Policy is inherently about detailing

and who is resp

o benefits from this policy/decision?

How does the group of people benefit from the policy/decision?

Who does not benefit from the policy/decision? Is anyone disadvanted?
(iv) If so, how is the group of people disadvantaged by this policy/decision?

This policy applies to all those who use College services, whether staff, students, those
attending training, visitors, or contractors, irrespective of the following protected characteristics:
age, disability, gender reassignment (including identity), marriage and civil partnership status,




pregnancy and maternity, race (including colour, nationality, ethnic or national origins), religion
and belief, sex (formerly gender) and sexual orientation.

As such, all groups are likely to benefit from the policy.

Step 2: (a) Consider the evidence and impact assess

(i) What data or evidence have you used to consider the impact of the policy/decisio

Protected Characteristic group? E.g. student/staff demographic data, consultation re
national data.
(ii) If you lack data/evidence, please outline your plan for obtaining up-to-dat

e.g. consultation, survey, focus group responses, national research.
(iii) Referring to the evidence you have avaliable, would this policy
impact on the following Protected Characteristics groups? If so,
would be possible to minimise negative impact (an act
minimal negative impact in practice/change an aspect

egatively

Duties where possible: elimination of discrimination; adyi& ality of opportunity; and

fostering good relations.

Protected Evidence
Characteristic

how to minimise negative impact).

Disability

Sex (man or woman)

Race (refersto a +
group of people
defined by their race
colour and nati
(including citizenship)
ethnic or pai

>

+
Gender +
reassignment (the
process of

transitioning from one
gender to another)




Sexual orientation +
(whether a person's
sexual attraction is
towards their own sex,
the opposite sex or to
both sexes)

Religion and belief +
(inc. no belief)

Pregnancy and +
maternity
Marriage and civil +

partnership

Other identified
groups (e.g. carers)

(ii) Action Plan to obtain data ide r impact assessmnet:
n/a

o No

s Policy: a positive impact is explicitly intended and very likely.

If ‘yes’, please complete the following sections.

Analysis of the views/evidence gathered from the consultation:




Recommendation(s):

Step 4: Decision Making

Select an option to summarise how the IA has informed your decision-making:

4.1 No amendment to the policy/decision is required (policy/decision is robust, with no neg
4.2 Adjust the policy/decision (take steps to meet the general duty and reduce ne i
4.3 implement the policy/decision without adjustment (continue despite the p

4.4 Stop and remove the policy/do not proceed with decision (where adverse e
cannot be mitigated or where the policy leads to unlawful discrimination).

4.1
Step 5: Publication:
Equality Impact Assessments must be
up need to be How to inform this group:
aware of this EQIA?
tick if applicable)
Students (service users) Publish policy and EQIA on
website
Employees \ Publish policy and EQIA on
website
Partner organisation N Publish policy and EQIA on
stakeholders website
o No




Step 6: Monitoring and Review

How will this policy/decision be monitored to assess its impact on protected characteristics groups? E.g. will
qualitative/quantitative date be collected? Survey, Student Council, Listening to Learners sessions?

The Policy will go to SMT for approval. It will then be published on FVC website for all
relavant/interested stakeholders to access. It will be placed on the website alongside all
associated equality information for FVC.

Where possible, from both staff and student perspective, information will be gathereg

Staff member/designation responsible for writing the Head of El
monitoring report:

Monitoring report publication date: Before P«
Review date: il 2021
(no later than 3 years after the policy/decision has been impact

assessed)

Please send the completed EQIA to equali

If you require any assistance in completing a lease contact
equality@forthvalley.ac.uk

&
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S : Approved
te ersion: Apr—2015April 2018
onstbility for Policy: Associate-Principal-and-Executive
Director-Operational

EffectivenessDepute Principal & Chief
Operating Officer
esponsibility for implementation: Egqualiies- ManagerHead of Equalities,
Inclusion & Learning Services
Responsibility for review: Head of Equalities, Inclusion & Learning

ServicesEgualitios Managor
Date for review: April 201821




Equality for All

Forth Valley College is committed to the provision of equal opportunities in all
aspects of College life. We welcome students and staff from all backgrounds and

advance equality, foster good relations and eliminate discrimination, harassme
victimisation of any kind. Discrimination includes that by association or p
and harassment includes third party harassment.

characteristics of: age, disability, gender reassignmeng, pregna
race, religion or belief, sex and sexual orientation and iage & civil partnership.

Background

This policy summarises Forth Valley C ent the-Gollege's-aims-and
objectives-to have due regard to:

e eliminate discrimination, ha @ and victimisation
e advance equality of opp@rtu a0
o foster good relati

This is required under Act 2010 and the Equality Act 2010 (specific
duties) (Scotland) R 2012.

The College
throughout ou

kmg Learnlng Work” and equality is reflected n-our
Strateqm Plan , particularly in our Vision and

We will ensure all College activities reflect the key principles of equality and
diversity to achieve an inclusive organisation




| Key College aims-—and-objectivesrequirements:

e To-pPublish equality outcomes and progress towards achievement of these
every 4 years

e To-Mmainstream equality in all college functions and publish evidence of this
o TocarryoutComplete equalities impact assessment as and when required
e To-Ppublish employment data as and when required

o To-caryoutjob-evaluationUndertake, -and-equal pay audits_and exami
gender pay gap when required

e Make reasonable adjustments for students and staff to meet indiv

e To-Eensure the College ethos of inclusion is promoted t
via induction and ongoing training

e To Ppromote college provision to
communities

students at the heart of delivery

e Ensure staff fully understand and demonstrate
inclusion and respect

e To-dDevelop links with external ¢
planning partnerships and equaditi
equality outcomes

| e To-dDevelop mechanisms ford nd consultation of equalities
groups with the protected c ticS to inform policy and practice

| »—To-eEnsure that any incj s of bullying, victimisation, and harassment

including third par ment'er discrimination including discrimination by

perception or assoclati dealt with using the appropriate procedures

outlined in the P, arassment and Bullying Policy, the Student

laints Policy and the Hate Incident Monitoring

rt

rships, local community
sist with the delivery of

esponsibilities & Monitoring

ior Management Team: the-Asseciate-Principal-and-Executive Director
| i the Depute Principal & Chief Operating Officer has overall

esponsibility for the strategic direction of equality work within Forth Valley College

Strategic Development Committee, Board of Management: regularly examines and
discusses FVC equality data and information



Equalltles & Stuelem—EngagemeHLGemnm&eelnclusmn Development Group

andmeets reqularlv to dlscuss and |m|olement examme&m#e%maﬂenen&acﬂwﬂes

relating to specific equality work, as well as considering staff and student equality

data staff and student equality profiles

Equalities-ManagerHead of Equalities, Inclusion & Learning Services: responsibility
to ensure that this Policy is communicated and implemented to support the
effectiveness of equality within FVC

Forth Valley College Student Association: as the main body representing stud
responsible for participating in and contributing to equality and diversity w,
including awareness raising, events and training

ey
order to

e undertake egualities-equality, diversity and inclug ingprofressional
development as and when required

e advance diversity and equality of opportuni

e foster good relations

« take action, where appropriate, to ination, harassment and

victimisation
All College users are responsible and ac for implementing and adhering to
this policy.
alNEs a aalaka A\ a mamn

eev.ev '-' ::e;‘.":ﬁ:ﬁ:\?‘ en.e-'e 28 'e--e'- :. '--'----
reghaincy-ahRa-mate : eligion-and-belief,-sex-and-sexual-crientation-and
. = :. A@& aa - ) -"=l= '="=;.=-v'-' ;ll'l.:'=.=.'-
g “ Mgl - verse impact was identified for equalty aroups with these.

ASsociated documents-information

The following decuments-specifically outline eur-activities that-willallow -us-te
deliverdetailing our aims-and-objectivesequality work:

Equality Outcome Plan 2017-21
Equality Mainstreaming Report 2017



Equal Pay Statement 2017

The following are relevant policies and procedures in promoting equality for all at
FVC:

Prevention of Harassment and Bullying Policy
Student Discipline Procedure

Hate Incident Reperting-ProcedureMonitoring process

ComplaintsPolicy-and-Procedure-Guide to Making a Complaint
Complaint Form Q

-Equalities Impact Assessment (EOQIA)

Any changes to, or reviews of, key College policies and practid@ should carefully
monitored and a full EQIA completed before any action taken.

An EQIA on this Policy has been completed. As it outlin®&our commitment to fully
comply with equality leqgislation this Policy will not res m cgative or adverse
impact on one or more groups in respect of age, disab , ggter reassignment,

feedback, please contact: equali




[ : 6. Honorary Fellowship Nominations

Forth For Approval
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College 5 June 2018
HR (INC. NOMINATION) COMMITTEE

1. Purpose

To seek approval for the award of Honorary Fellowships of Forth Valley College by the College
Board of Management.
2. Recommendation

That members recommend the approval of the award of an Honorary Fellow,
Pitcaithly, retiring CEO of Falkirk Council and great supporter of the College t¢
Management.

3. Background

Forth Valley College Board of Management introduced a
contributions of individuals to College life and development t
Fellowship. The Fellowships are recognised and celebrated

ocess for r ng outstanding
gugh the award of an Honorary
graduation.

4. Proposal

There is a single candidate being put forward o] ratign this year — Mary Pitcaithly.

Mary has been CEO of Falkirk Council for 18 y tires in July 2018. Over the last few years
particularly she has been a great ad ollege in areas which include the Estate
Development, our involvement on the Partnership and in supporting our work with the
Falkirk Schools including the settifig uple ery successful SCOTS programme. As a visionary,
Mary has seen the oppo iti he College and Council have been able to make and as a
consequence are seen as pa s in future opportunities including the new Grangemouth
Improvement Plan.

5. Finangial Implica

Assessment in Place? - Yes [ No

Not applicable.
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7. Risk

Please indicate on the matrix below the risk score. Risk is scored against Impact and Likelihood as
Very Low through to Very High.

Likelihood | Impact
Very High
High
Medium
Low
Very Low X X
alig tiioHiKee is well known to Board members as an advocate to the ea ill continue to be

a firm supporter in the future.

Risk Owner — Ken Thomson Action Owner @ ewart

8. Other Implications -
Communications—Yes [1 No X H afety — Yes [ No X

Paper Author — Ken Thomson S — Alison Stewart

N
)
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I\:/O'hth For Approval
alley e
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HR (INC. NOMINATION) COMMITTEE

1. Purpose
To inform members on the proposed Five Year Plan for the People Strategy
2. Recommendation
That members note the content, comment and make recommendations, and approve the p
3. Background
The People Strategy 2017-22 was approved in December along
implementation plan which focused on actions required to begin the p

on which to build upon. This included a workforce plan and a short life w
areas:

e Professional Development
e Leadership Skills Development
e High Potential Development

The workforce plan has been completed an rt womking group met to discuss the subject
matter allowing data analysis, further research t

(Appendix 1). For information, the findings S Li

taken and for the five year plan to be devised
orking Group is attached (Appendix 2).

4. Context

The three initial areas for d
appropriate to the aims of th

p t (as above) were confirmed in the research as relevant and
egym addition, following the information gathering phase, three
include:

Of key importandg was matching the plan to the aims of the People Strategy and thus it was necessary
e each of the six areas contained within the plan, directly with the Strategy.

e plan visually highlights the six areas and how they relate to each other, specifying the
nd aspirations of the plan. This is then broken down where each of these areas follows a similar
ucture by commencing with its key objective and by directly quoting from the People Strategy on

w that area relates directly to the Strategy. Each section then details the actions required to meet
ts objective and includes a means to measure success.

The five year plan is high level encompassing broad development areas. As with the year one
Implementation Plan a more comprehensive yearly plan will provide more detailed operational
planning and allow for reflection and corrective action where necessary.



, 7. Five Year Plan for the People Strategy

Forth For Approval

Valley

Co”ege 5 June 2018
HR (INC. NOMINATION) COMMITTEE

5. Financial Implications
Please detail the financial implications of this item —
Each section of the five year plan has cost attached however allows flexibility dependent on prio
and budget. The plan allows for senior management discussion on the scope of the impleme ion

m
which will have a direct impact on costs.
6. Equalities O

Assessment in Place? — Yes [1No

If No, please explain why — N/A

Please summarise any positive/negative impacts (noting mitig
on all staff equally. Each section of the proposed implementation
it meets the standards required.

ing actions rategy impacts
will be risk assessed to ensure
7. Risk

Please indicate on the matrix below the riskascoreyRi scored against Impact and Likelihood as
Very Low through to Very High.

Likelihood Impa

Very High
High
Medium
Low

Very Low

Please describe any ri associated with this paper and associated mitigating actions — The
requi gular review to ensure it maintains relevance and is adaptable to

Risk Owher — R Action Owner — Andrew Lawson

e indiCate whether there are implications for the areas below.
mmunications—Yes [1 No Health and Safety — Yes [ No
ease provide a summary of these implications — Not Applicable

Paper Author — Ralph Burns SMT Owner — Andrew Lawson
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Background

Forth Valley College set itself the strategic goal of “instilling an energy and passion in
our people, celebrating success and innovation” and in line with this devised the
People Strategy 2017-2022. The college went further stating:

“‘We recognise and value our staff and are keen to support our continued success
through investment in the development of our staff to maintain and enhance their skills
FVC Strategic Plan 20

In creating the People strategy a commitment was made to the following: O
v' Develop and empower our people as a workforce of the futu
v' Ensure all college activities reflect the key principles of equ and diversity to

achieve an inclusive organisation
v" Value staff by recognising and celebrating success

This led to four key areas of focus

Leadership
and Drive

Instilling an
energy and
passion in our
people,

People

Strategy

Recognising

and Celebrating
Success

The dynamiCs workforce are changing and staff expect more, not simply in
monetaryatermsfbut in personal growth, intellectual respect and greater contribution to
sh e'di on of the college. The People Strategy meets these needs through a

sult approach, career development opportunities and engagement.



Introduction

The ambitions of the People Strategy are clear and is strengthened by allowing for the
utilisation of our current processes. However, rather than having individualised
processes, the formalisation of a strategic approach creates synergy. This will focus
priorities, maximise resource allocation, and minimise the risk of repetition.

A formalised approach provides an opportunity to review practices, to develop 8
for improvement, and to incorporate flexibility and adaptability into our practices ¢
advantage of learning experiences and to account for external influences. As pe
that approach a Workforce Planning Review was undertaken and a Short
Group made up of staff operating at varying levels cross college was for
the contributions of Senior Management.

Three key areas of focus, were identified in the initial implemeRtation plaftincluding:

1. Professional Development
2. Leadership Development
3. High Potential Development

On completion of the workforce planning revie Ife working group, the
output from this was linked to the Strategy’s obj dprovided valuable insight,
highlighting further focus areas. Three ion as of focus were identified:

4. Well-being, Engagement and Div
5. Core Competencies and Sta
6. Lecturing Skills Developme

These will form the core iti f the 5 year plan and are detailed in the following
sections.
oeng Engagement & DiVerS~
G

Professional

Development

Leadership High Potential

Development

Development Core

Lecturing
Skills
Development

Competencies
& Standards




Key Activities

1. Professional Development

To meet the aspirations of the individual and the requirements of the College through
a performance review process and individual development plan.

How this meets the strategy:

e Create opportunities for enhanced two-way communications and scé
staff to provide feedback for our future development

e Cultivate a culture that strives for excellence in everything we o andise€
to continually improve and develop

e Cultivate a sector leading workforce of highly skillgd employee
teaching and service departments

e Lead a digital first ethos that ensures digital literacy creatiyity is placed
at the heart of everything we do

e Deliver clear and concise expectations of indi
and impact on the overall success of the Cg

e Create an environment where people flouri
greater autonomy, and celebrate and S cess

idual roles, responsibilities

Action:

c. Review gquality an
of SLWG and o

tiv

mpetencies
ART objectives in line with operational plan and development

ussing career aspirations
Creating an individualised training and development plan
Having meaningful conversations

. Monitor and review effectiveness of process
asuring Success

Development and delivery of line manager training commenced in year 2
Completion rate of PRD at 90% by year 3

Number of PRD meetings for staff at 2 per year by year 3

Positive feedback via survey on the impact and worth of the process rated
as good by year 3 and very good by year 5

coow



2. Leadership Development Programme

Embed the principles of Leadership within all staff through the creation of a tiered
development programme.

How this meets the strategy:

Lead the College through strong governance, sound decision-making and
clear expectations

Enhance the College’s brand position through our shared culture and va
Deliver trust and confidence in our people to deliver a world class se
Instil an agile methodology that responds to the needs of students
stakeholders

Cultivate a sector leading workforce of highly skille
teaching and service departments

Cultivate the very best talent from within and outwit
curriculum development, deliver strategic priorities a
opportunities

Deliver creative development solutions where We learn from each other and

to support
on growth

share best practice and provide forums e ideas and recognise
success
Instil a management culture that lea and seeks to provide

feedback through positive dial\

Action:
a. Consult with staff via Sha ‘ ing Group
b. Define Leadership utilising findings of SLWG and Senior
Management
c. Develop three ti r to leadership development

Suri

~0oo0 o

I orall: providing the individual with core understanding of

eam working, collaboration, engagement and
ce management

rship: skills required and expected of staff in leadership roles

Forth Valley College

ategic Leadership

ent training schedule and deliver
Success

Programme developed: tier (ii) in year 2, and tier (i) by year 3
20% of relevant staff commenced tier (ii) programme by year 3
70% of relevant staff commenced tier (ii) programme by year 5
Roll out of tier (i) by year 3

Programme developed in year 4, tier (iii)

All senior management to undertake tier (iii) programme by year 5



3. High Potential Development Programme

Ensure succession planning and reduction of risk by developing talent from within the
college to meet future needs.

How this meets the strategy:

Action:

Measuri

o®

o

@~o0oa

~ 0o o oo

Cultivate future leaders through a clearly defined talent managemen
programme
Create a student-centric organisation to ensure everyone reaches the

potential

Enhance our position as the employer of choice through @ ass
development opportunities

Deliver opportunities for effective cross college part
on our success

ing to build

opportunities
Create an environment where people flouris
greater autonomy, and celebrate and recag
Enhance staff development opportu
and Staff Development

ance Review and Development (PRD)

Undertake review of the @
process to support asses
Consult with St& rt Life Working Group

a
Develop fra rk lect staff for development programme
Develop ssmemt methods to evaluate candidates learning needs
Priorj te selection based on business priorities

flual development programmes

evelop selection process by year 1
nitiate a bespoke development programme for middle and senior
managers by year 1
Develop the development programme for middle and senior managers by
year 2
Develop programme for first line managers by year 3
20 Staff commenced programme by year 2
40 Staff commenced programme by year 4
60 Staff commenced programme by year 5



4. Well-being, Engagement and Diversity

Providing a culture of inclusion, transparency and clarity, based on the principle
that happier, healthier and more fulfilled employees are more motivated and deliver
improved business performance.

How this meets the strategy:

Action:

a.

Instil a collaborative approach by listening to our people to shape the f;
direction of the College

Lead the College through strong governance, sound decision-maii
clear expectations

Deliver trust and confidence in our people to deliver a
Create opportunities for enhanced two-way commu i d pe for
staff to provide feedback for our future development
Deliver clear and concise expectations of individualSeles, regponsibilities
and impact on the overall success of the Colle

across the College
Enhance opportunities to improve the health
Encouraging staff to enter their work ig
practice and raise their praqfi
endorsement

Celebrate success through in

Ensure effective ch
Listening to E

Maintain reg i ith Unions

ollaboration with Health and Wellbeing Committee

suring Success

Introduce Listening to Employees Year 1

Evidence Equalities Impact Assessments for each relevant area and take
corrective action where appropriate

Conduct a transparent approach via open communications and evidence
consultation



d. Evidence supportive measures to improve engagement including provision

for carers and supporting health and wellbeing at work

5. Core Competencies and Standards

Coordination of College wide, department focused training, compliance learning and
development activities to assess, prioritise and organise based on resources an
business need.

How this meets the strategy:

Action:

d. Maintain a databas

Lead the College through strong governance, sound decision a
clear expectations
Enhance the College’s brand position through our shared culture an@walues

Lead a digital first ethos that ensures digital literacy y is placed
at the heart of everything we do
Deliver clear and concise expectations of idglividual ro sponsibilities

and impact on the overall success of the Coll

Develop a coordinated ap raifing and development with

oach and reducing duplication

Develop e-learning portfolio ompliance materials
Coordinate college wide gh interactive platforms

d development requirements and deliver
at set intervals

Conduct annua needs analysis for departments and source
appropriate et priority needs efficiently and effectively

Measuring Su

a

O

oo

) ual TNA for departments commencing in year 1 for year 2 and
contigue each year
.\ Creat€ a programme calendar for events by year 2 (with Information

ces support)
vidence actions based on TNA results for each year

. Evidence a relevant, functioning e-learning portfolio

Lecturing Skills Development

A structured approach designed to ensure new and existing lecturers have the
necessary skills, knowledge and competencies to meet the standards of service

expected.



How this meets the Strategy:

e Promoting an agile workforce, embracing innovation, facilitation, mentoring
and peer support

e Delivering the benefits of a digital environment through capacity building and
CPD that embraces emerging technologies and practices

e Create a student-centric organisation to ensure everyone reaches their full
potential

e Create a modern, flexible working environment which promotes innovatig
and creativity

¢ Instil an agile methodology that responds to the needs of students, sta
stakeholders

e Deliver clear and concise expectations of individual roles, re
and impact on the overall success of the College

Action:

objectives of the People Strategy, and the actions of Lt
departments will be supported through:

Training Needs Analysis
Line Manager Training

Performance Review and Dgyvel
Consultation and Engage
Leadership developmgnt

©o0oTE

Measuring Success

This will be measuré@ithroughythe outcomes of the objective achievement plan of the
Creative Learni chnologies Strategy.

Cultural Survey

to measuring individual achievement in relation to success criteria, the
e cultural survey will be reviewed in order to review relevance and impact
rategy and five year plan, allowing for appropriate action where relevant.
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Background

The year one implementation plan had a focus on three areas:

1. Leadership Development
2. Professional Development

3. High Potential Development

A Short life working group was set up in the spirit of consultation and in line wij
Strategy to provide an opportunity for consultative inclusion of all lev,
was held with staff from support and academic roles including a ran
the three areas in broad terms. The larger group was then split in
area, and subsequent meetings were held and facilitated by a HR B

The findings of each follow.
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People Strategy — Short Life Working Group — Leadership Development

The Leadership Development short life working group was asked to look at leadership skills
and how individuals could, in the future, achieve the competences required to be a successful
leader. This would allow a ‘success profile’ to be developed from which a training programme
will be developed. The group were asked to look at the skills of a leader, what the current
leaders of the college do well and what can be improved.

Process

A cross college short life working group took place and involved discussions on three d

The short life working group was then broken down into 3 working gr n a specific
area. Each group consisted of staff within support and academic evels. The
Leadership Development group moved the discussion for when loo t the skills of a
leader and what would be required to instil these skills in the ge’s future leaders.

Findings

At the full short life working group, each sub-
two areas: individual and team perspecti
were different requirements for both the ind
the group through short statements and a

igh split the topic of leadership into
ardhat there was a belief that there
team. These were mostly given by

The following meeting was by design used and detailed. The group reviewed the
findings of the first meeting,and lig at the areas were a mix of skills and qualities,
some could be taught, whe ersineeded to be developed over time.

It was added that it may, iaPto have a suite of management training courses on the
college training site re staff could work through management modules in their
own time. It was & d that HR policies could be turned into courses with case studies

t staff who are keen to develop may benefit from shadowing the colleges
also possibly ‘covering’ for a manager who is on holiday or off sick to give
the role. It was also suggested at this point it may be helpful to train current
mentors who can support those interested in developing. It was agreed that the

e group were clear that they felt that there were a number of areas that would be linked to
ensure future talent has the skills we require. It was acknowledged that training would be
beneficial, however, it was also highlighted that staff interested in progression would need an
element of self- motivation, and the group felt they would need to have:
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o Commitment

. A willingness to learn

. Drive

. Be open to feedback

. The ability and foresight to complete self-analysis

. Confidence to put self forward for projects

. An understanding of how to manage pressure/stress
. Time management training

. Resilience training

. Reliability and accountability

The group also felt that the future leaders need to have an awareness of the col
their department, as well as build relationships across the college.

Recommendations

A structured management programme should be developed, takingginto co

QY

eration the

points detailed within the findings. The training programme sheuld be be nd allow each

person to be involved in the developing this programme. Eag
demonstrate that they have the commitment to complete
should look at individual skillset, and needs within the
shadowing, ensuring that the individuals are aware

individual should be able to
gramme. The programme
tilising mentoring and
al and strategic plans.
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What do we need in a Leader? (Individual perspective)

Approachable Good Communicator Accessible Consistent Supportive &
e Open Door e Collaborative decision Approach Have Empathy
e Supportive making
e Never ‘too
busy’
Knowing Good Motivator Being able to Have Proactive
Expectations engage conviction
Being treated as Good people skills Ability to listen Decision
equal e Ensure staff feel Maker
valued
Having ability to Giving clear instructions Trust Bein
coach ¢ No mixed messages tran§parent

What do we need in a Leader (Team Perspective)

Instil confidence in Team | Understand Reflect as a tea Meet as a
everyone’s rolesto | ¢ What has team
give advice when achieved e Have
required. Whai meetings
regularly
e Team
huddles
Leading the team Treating team as Engaging Developing the
e Crossteam individuals team
networking e Have ability t ommunicating e Taking
e Encouraging tailor stylgfas ith staff what time out to
e Integrate team noseve eis is happening look at
e Knowledge of what the e within the direction of
others are doing college team and
a college
Accept that mistakes @al with situations | Know audience Leading by Trust team
happen — be s [ they arise —not | ¢ Ensure example e Don’tdo
and learn fromithem if dealing with this everyone is everything
first time. indirectly through engaged in yourself
email. process
ie d se Understand team Promote values of
fe C and their the college
motivations
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People Strategy - Short Life Working Group — Professional Development

This short life working group was tasked to consider the topic of Professional Development.
Whilst discussions on this topic focussed mainly on the college’s Performance Review and
Development (PRD) process, the group did widen discussions, generally to other factors that
contribute to ‘professional development'.

Prior to this short life working group, the general and statistical feedback suggested that the
PRD, as a tool, was being applied and utilised across the college differently and with varyin
degrees of success in terms of achieving college objectives and motivating staff.

Process

Professional Development generated an initial discussion on the ar
guality of the face to face meetings, the recording process, suppo
development, and achievements.

The short life working group was then broken down into 3 wo
area. Each group consisted of staff within support and ag
feedback from this process was excellent, staff felt like thé
college processes and could do so in a manner that, regea

did not feel intimidated. Staff were very engaged a @ e to the process.
Findings \

The overwhelming feedback from eac vasSithat the PRD process was time consuming
for managers and that despite this, it 2wed as a ‘tick box’ exercise and that it added
very little value to staff or college

There was a large variance eenithe group as to how PRDs were used and how effective
they were, and how long t ing . It was suggested that even within one department,
some PRDs could last es others could last 2% hours.

The general feedb that there was no clear purpose of what the PRD was for.
Feedback sugggstec ould be more focussed on the individual and objectives should
be tailored tom @ eds of individual. The managers on the working group indicated that
not all obj areddriven by the operational plan and that they can be driven by team
evaluation, IV/EVA processes, quality cycle, departmental priority etc. and that the current

format of PRD/could make all this restrictive to capture and this required review.

me to light that awarding bodies have requirements for CPD logs to be completed
ulated qualifications. According to the Learning & Teaching Manager, the current PRD
s not cater for these requirements and therefore there are a number of variations of
logs being recorded throughout the College out with the PRD process. As such, we are
IgSing the ability to capture the richness and range of CPD activity that is currently being
rried out in the College. However, there is a GTCS link on the PRD that lecturing and
management staff find helpful to have on the PRD form. Consideration should be given to a
‘one stop shop’ platform for recording CPD.

With the introduction of the new ‘Mandatory Training’ section within the CPD tab, staff feel that
discussion on mandatory training now has consumed the ‘CPD’ part of their PRD and therefore
no real discussion on general CPD. The other point that was raised that the discussion on
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future role specific training is not recorded on the form, but is simply a list of training that has
been requested via a CPD form.

In terms of training, not all participants felt that training was a requirement, but more a clear
and common understanding of what the purpose of a PRD was and how to use it as a tool.
The feedback was that a review, taking into account the feedback was required and then a
new launch and an emphasis was made on ensuring the correct roll out was undertaken and
not just by sending an email.

Recommendations

A summary of the recommendations going forward are outlined below:

e Engagement in PRD is currently so low that it was suggested that a co
relaunch, perhaps even branded, was carried out. It was sug
not be by email but via face to face briefings. It should inclu
understanding of roles and expectations. Perhaps a structu
with enough flexibility for individual circumstances

e Consider whether utilisation of the 3 weeks on the lead up to th

o Review purpose of PRD — can it be made more pe hdriven by the employee

e Provide a structure (with flexibility built in) for sider timing — feedback
suggests no set cycle and staggeringdghe m ross a year and not cram them
all in the one week as this reducesgua h a more consistent approach to
avoid the 20 mins v 2% hour meetin

e Utilise other college practices to i
evaluation in June

e Obijectives are not always li perational Plan number, so consider a free
text box for justification,

e Full review of CPD [ cross the College and how this can be best recorded
in one area (and incl ss update). Is the Professional Practice Area being
used, and if not, can we best record activities such as peer learning,
secondments, ortant relationships (eg employers), competitions, events,

mentoring, lege committees, formal courses, etc

o Make’ ining’ have its own tab.

Review br Role Specific Training — could this capture future CPD required
fo piing period?

¢ Review h@w we carry out TNAs — is there an easier way to capture the information to

Vv cation from managers. Should all staff have an understanding of what a
IS

StafPDevelopment Days as a whole requires review. Lecturing staff want more than

reative learning day, also want a departmental led day and a day where workshops

are on and they get a choice to book an appropriate workshop.

tive setting at team level e.g. team
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People Strategy — Short Life Working Group — High Potential Development

High Potential Development is identifying and developing employees, from all levels of the
college, with the potential to succeed in key positions that might arise in the future.

The aim of the meetings/short life working group was get views on the types of methods that
could be used to identify ‘potentials’ to be part of the High Potential Development programme
and then to get suggestions as to how individual would be selected.

Process

A cross college short life working group took place and involved discussions on three dif
areas, Leadership Development, Professional Development and High Potential Develop

clarity of this process was very important and individual confidence in t of pe
themselves forward ranked highly as key considerations.

Initial ideas around methods of identifying ‘potentials’ were:

Two pronged approach i.e. identifying people based on priority well as
individual/management/peer identification

360 degree feedback to allow for self-assessment b
CPD records

Application form
Management nomination
Self-nomination

Peer nomination
Through PDR process — perhaps jol uphin with that group?
References — this could be managers therpeople who work closely with the
individual

Headhunting approach

Psychometric tests

Initial ideas around the sele critefia were:
. [ m (there needs to have transparent criteria to assess

linkeghto competencies developed as part of the leadership

elf-nomination

ate a ‘Bank’ of Staff

he group discussed the value of understanding who in the college actually wanted to develop
themselves with a view to progressing, whether this be within the college (ideally, in order to
retain talent) or moving out of Forth Valley College but remaining with the education sector so
still able to give something back. The group did note that a lot of people that work at the
college are perfectly happy doing what they are doing and are not interested in developing
further and that was okay.
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It was felt that there may be a high volume of staff who would want to be part of such a
programme and that there needed to be a way to make numbers manageable from the
beginning. It was decided that information could be given to all staff about the High Potential
Development Programme; with very clear expectations on what would be expected from the
individual and what they would get in return if they were successful on getting a place on the
programme e.g. time commitments, attending formal / informal training such as college
courses etc. It was felt that if people were clear from the outset on what would be expecte

of them and what the programme was all about then people would only ‘apply’ who
serious about being on the programme and would save valuable time later o

and their personal development.

It was thought it would be at this stage that individuals could put the
‘bank’ but that also managers and peers could nominate people to
was thought that by opening up this initial stage to managers and

influence on staff members
putting themselves forward for the ‘bank’ but was recogni t conversation must take

place with line managers so they are aware of the interest

Self-Nomination

It was discussed that at this stage all nQminati ouldibe self-nominations and via an
application form (see Selection Criteria be : ers and peers will have had their
opportunity to add people to the ‘bank’ in the fi It was thought that if individuals were
committed to the programme, they wo a better informed position to apply being
well aware of expectations placed_ o Jiving the college a more secure return on
investment.

There was general discussi bo lationships with line managers and staff and how all
relationships are different; positive and some negative and that if it was for line
e ould no longer be as transparent as it could be seen as
ere was no appetite to include a reference section in the

‘favourites’ being put
application - againgthyi

building in the ‘L :
line managets invo

e volume of applications is manageabile, it is envisaged that there will be a
r to a job evaluation panel, to objectively score the applications (see Selection

ught that a member of HR, a representative from each Union and a member of SMT
b&wbn this panel. It was thought that the panel members will be appropriately trained in scoring
applications objectively.

There was discussion on if there were far too many applications to sift using the method above
and that perhaps another step might be needed first. The group discussed perhaps using
PRD and CPD records as a way to evidence the person’s commitment to development. It was
noted that the PRD process may not be done consistent enough to use this as a sift for this
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year but perhaps next year once the new process is in place. Itis hoped that by adding in the
‘bank’ stage, this could be avoided but still needs considered.

Evaluation Chat

This would be the final stage and it was thought that this would be made up of SMT
members. The group discussed the term ‘interview’ and agreed that this term can be very off-
putting and felt that having an ‘Evaluation Chat’ would be the way forward. The group made
reference to the fact that this was an official part of the process and so the individual would b
evaluated but it could be done in more of a relaxed setting; delving deeper into the applic
form, resulting in a better discussion as everyone would be more comfortable.

Selection Criteria

Following self-nominations using the application form, it was discussed t
transparent and trusting process/programme, there should be a clear,
in which staff could be objectively scored against. The group did
these competencies might be but it was thought the work being done
competencies as part of the People Strategy would form part of this.

should be a base line competency for all levels of manager pt levels of manager would
require different competencies i.e. a potential first line ay not need to have
knowledge of managing a college wide budget but a ' dr manager would.

level of development they are looking to
Potential Head of Department, Potential
application forms and to easily identify he

Psychometric testing was also bri
decision making. The group no ha
would be undertaken and f tood by a qualified individual. The group weren’t sure if

using this type of testing wo n timeline for the start of this development programme.
Key Recommendati

0
Overall, transpare a ust was felt to paramount to this programme being a full success
and should be @d en devising and implementing the High Potential Development

Programme.

Method denti otentials’
) nk’ of Staff

omination (questions in the application to be linked to agreed competency
k)

ection Criteria

1. Create a competency framework for each level of manager
2. Key individuals to be trained in understanding the competency framework and how to
score objectively against application forms
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[ \ 8. Health and Safety Report
Forth | For Discussion
Valley

College 5 June 2018
HR (INC. NOMINATION) COMMITTEE

1. Purpose

To provide the HR Committee with an update on the Health and Safety performance indicators and
Sustainability outcomes in relation to the college session 2017-2018. The update includes th

following;
e Accidents and Incidents figures
e Sustainability Objectives O

2. Recommendation

e To note the key data in this report for continual improvements\fer health safety and
positive performance against our key performance indicators.
Appendix A - provides further detail for our HS Update letter Issue
Appendix B — provides detail on the Work Positive Evaluatienlkorm

Appendix C and D offer additional information on RIDDQ W i

3. Background
The new style Health and Safety Newslett es e used to provide health and safety
updates. The newsletter will be issued t f he'efocus communications.

4. Key Considerations

4.1 A total of 69 incidents eemyreported so far this session, which is well below our key
performance indicator of 1 th ar

4.2 Four incidents wereg€port RIDDORs! however following a detailed review of the guidance,
only two of these we IDDOR reportable. The reporting procedures have been reviewed and
clarified at t e, to ensure all future RIDDOR reporting is accurate.

4.3 Healt m —a new Health and Safety Risk Register has been developed in line with
our New Fal Campus project. This register will be reviewed regularly with the Health and

t ee, to ensure risks are identified collectively and suitable control measures are in
pla rior to occupation.

ncial Implications

No additional financial considerations.

1 Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013.




[ \ 8. Health and Safety Report
Forth For Discussion
Valley

Co”ege 5 June 2018
HR (INC. NOMINATION) COMMITTEE

5 Equalities
Assessment in Place? — Yes [] No

This paper includes reporting of the health, safety and welfare of all staff, students and visitor:
and does not require a separate impact assessment.

6 Risk
Please indicate on the matrix below the risk score. Risk is scored against Impact an
Very Low through to Very High.

Likelihood | Impact
Very High
High X
Medium
Low X
Very Low
Risk Description — The overall College risk remains low e rt of all staff and the sound
safety management operated in compliance witHighe es edhealth and safety procedures.
Mitigating Actions—  To strive for continual improv nt of the health and safety culture.
Risk Owner - Claire Shiels ion)Owner — Andrew Lawson, Depute Principal

Chief Operating Officer

7 Other Implications —

Communications — Ye,
H&S implications ar.

o Health and Safety — Yes X No [
ithin this paper.

Paper Autho SMT Owner — Andrew Lawson




HEALTH AND SAFETY UPDATE

Appendix A

Health and
Safety
Upda‘e

WY
Sy il

Previous Newsletters have been issued to staff via efocus and are available on Sharepoint —
H&S Sharepoint Page - General Information - Newsletters

ISSUE NO. 2

Positive Mental He

In’line with the HSG65 Guidance, our H&S
Structure reflects a whole college approach to

fcfé?ﬁé'y‘,/ positively reflect that H&S is everyone’s
ollege
o responsibility.

Our Health, Safety, Environment and Welfare
Policy is the overarching governing document,

however, the College has a specific Policy and
WORK POSITI NicY Procedure to reflect the College commitment
to positive mental health at work.

- The Work Positive Policy and
Procedure;
- The Work Positive Evaluation Form

Approved

April 2018

Apel 2021

HAS Operatonal Team

; Head of FM and HAS
sspoNsiDUity fof procedurs:  ASsOClale PINCPa and Execulve Director -
Estates Development

‘#8ponsibiiity for Implementation Head of FM and H&S
Responsibiiity for review Head of FM and H&S




HEALTH AND SAFETY UPDATE

Evaluating Work Pressure

The College holds the Healthy Working Lives Award, Bronze,
Silver and Gold and has been progressing with these awards as
part of the annual Estates operational plans.

The Work Positive policy and procedure for identifying
and managing work related pressure (both positive
pressure and negative pressure) has been the specific
focus over the past few months.

Our “Work Positive” process follows the HSE stress standards
and involves the individual (or team) completing a work
positive evaluation form and discussing the outcome with a
trained work positive advisor. We have g trained staff across
the campuses in addition to H&S and HR.

The process is separate to the HR policies and offers an
independent route for support if required, however engages
with HR and the Line Manager to discuss/progress any
reasonable adjustments.

Staff Development Sessions have been held with College
Managers on the following dates. The session covers the
“*Work Positive” process and evaluation form.

To date, 66 Managers have completed

this training.
rds

30 November 2017
15 December 2017
o1 February 2018
26 April 2018

24 May 2018

Six Factors of the HS

We use a simple evaluation sheet to prompt the individual t
focus on key statements and ask for them to score each
statement. Numerical values are added to the Score
Should the score be a HIGH 5 or a 4 score, then a

Agree
Average
Disagree

onsulted in the decision making process, at
local level
have a degree of control over work priorities/

deadlines
| have a degree of flexibility in their work schedule

C4 | or timetabling
C5 | | have a say over the order of my daily tasks.
C6 | | feel | have job security as per my contract.
C7 | | am able to decide when to take my breaks.

Role
R1 | | have a clear job description
R2 | Individual duties relate directly to my job description
R3 | | am clear about these duties and responsibilities

I understand how my duties relate to the overall
R4 | section objectives

R5 | | am clear whom to report to
R6 | | am informed of organisational policies

I am informed of any decisions within the team that
R7 | may affect my role

There is a clear management structure of roles and
responsibilities

R8

The process is used both procatively and reactively and has
been a benefit to individuals and teams.



HEALTH AND SAFETY UPDATE

Safety and Compliance

Servest (formerly Arthur McKay Ltd) Health Surveillance is a mandatory Fire Safety is paramount at the Colleg
continue to provide Total Facilities requirement to comply with various H&S and emergency evacuation drills have
Management (TFM) services for FVC. This Regulations; mainly Reg 6 of the been carried out in line with our. e
engages Servest in all services for Management of Health and Safety at safety commitment.

statutory compliance checks as well as Work 1999, to assess and control risk.

maintenance of plant, fabric and soft

services such as grounds maintenance, The College Operational Team developed

cleaning and energy monitoring. a “risk regsiter” in conjunction with our

Occupational Health Provider (Integral)
This register is based on the various risk
assessment and COSHH assessment
outcomes (including severity and

se rve S t likelihood) relating to the risk profile of

individual roles.

Consequently, we carry out regular he

In addition, Servest are also attending our surveillance, and this caninvolve testin
HS Committee Meetings to feedback on for:

their quarterly quality and safety

compliance checks and to provide detail e  Hand Arm Vibration Syndro
on specific elements of risk control. (HAVS)

e  Hearing Loss

Servest presented an update on the
Control of Legionella and compliance with
the L8 ACOP (Control of Legionnaires
Disease in Water Systems) safety
guidance at the HS Committee meeting in
January 18 and how records are retained
and actions progressed.

Records have been retained on all timings
over the past 10 years and our average
evacuation time, across all campuses ,is an
impressive 3 mins and g seconds. All
actions from practice drills are tracked and
progressed.

The next meeting, in June 18, will be a
joint review with Servest and our FVC HS
Committee and cover a review of the
Asbestos Register at Falkirk, including the
recent Asbestos Management Survey
(April 18) and process undertaken for
remedial actions. Servest will explain their
procedures for managing contracto
relation to asbestos awareness a

Specifically, the College has removed all
toasters from staff areas as a result of
several emergency evacuations caused by
7 these appliances or human factors
involved with the use of these appliances.

A risk approach was taken and the safety

control. Total b4 of all building users was utmost in the
decision to remove these appliances.

Records are retained confidentially by the
Occupational Health provider and
individuals are re-called if any test has an
unsatisfactory result. Thanks to our
control measures working efficiently, we
have had no remedial actions
recommended.




HEALTH AND SAFETY UPDATE

Policies and Procedures

Our main Policy is our Health, Safety, Environment and
Welfare Policy (HSEW) which also covers safety of the
Environment and Welfare of all staff, students, contractors
and visitors.

Additional Policies include:

- Work Positive Policy — which follows the HSE
Guidance on the stress standards and a template to
use to identify work pressures and measure their
impact.

- College Policy on Smoking — which details where
smoking is permitted including the use of e-
cigarettes.

Health and Safety Procedures

There are over 30 HS Procedures and
documents and these are all governed by
overarching HSEW Policy. Each a
equalities impact assessed.

2018. Those
they have been
S Representatives,

All procedures are
highlighted belo
reviewed in conjun
in session 2017-18.

bestos
ttery Charging and Safety
Blood Bourne Virus Information
e  Control of Noise and Vibration Procedures
e Display Screen Equipment Procedures
e Driving Procedures
e  First Aid Procedures
e  Foreign or Extended Travel Procedure
e  Good Housekeeping
e  Health Surveillance
e Inclusive Risk Assessment
e Learner Work Placements
e Lone Working
e Manual Handling
e New and Expectant Mothers
e Parking
e  Personal Emergency Evacuation Plan (PEEPs)
e Risk Assessments (inc. COSHH)
e  Safe Systems of Work
e  Use of Sharps
e  Skin Care and Hygiene
e Work Equipment
e  Work Positive
e Working at Height
e Young Persons

All' HS Procedures are available on the College Sharepoint
Health and Safety Page


http://infoadmin/hs/Policies%20and%20Procedures/Control%20of%20Noise%20and%20Vibration%20Procedures.doc
http://infoadmin/hs/Policies%20and%20Procedures/Display%20Screen%20Equipment%20Procedures.doc
http://infoadmin/hs/Policies%20and%20Procedures/Driving%20Procedures.doc
http://infoadmin/hs/Policies%20and%20Procedures/First%20Aid%20Procedures.docx
http://infoadmin/hs/Policies%20and%20Procedures/Foreign%20or%20Extended%20Travel%20Procedure.doc
http://infoadmin/hs/Policies and Procedures/Control of Noise and Vibration Procedures.doc
http://infoadmin/hs/Policies and Procedures/Display Screen Equipment Procedures.doc
http://infoadmin/hs/Policies and Procedures/Driving Procedures.doc
http://infoadmin/hs/Policies and Procedures/First Aid Procedures.docx
http://infoadmin/hs/Policies and Procedures/Foreign or Extended Travel Procedure.doc
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Competency and Training

All new staff are required to complete the on-line HS Training and Falkirk 18

knowledge check. Current staff have this included in regular Alloa 4
refresher staff development reviews.

Stirling 5
Main Menu Search Report Resources Glossa : Raploch 1
Welcome to Forth Valley College Health and Safety Induction Course First Aiders — respond to first aid
Forth Valley College is committed to operating in line with recognised sector best practice with the Falkll’k has a Pager respons a

aim of achieving “Excellence in Learning” and to providing a safe envir for our staff,
students, visitors, contractors and others who may be affected by our activities.

Alloa and Stirli ave a rota

Specifically our general health and safety policy is to

Falkirk 19

®Systematically indentify operational hazards in order to assess and control risks

® Promote positive occupational health practices

® Provide adequate health and safety training
® Review health and safety performance management systems and audit performance 10
® Consult with employees and their representatives on Health and Safety matters
®Set Health and Safety targets and key performance indicators 1
Signed by: Principal, Ken Thomso
on behal! of the Board of Managen
Introduction to the course & < O
sceen 1o+ I 2o T e cufrently requesting the recruitment of additional first
ening cover at our campuses. The first aider role is
New Starts - HS Inductions on Moodle - since Aug 2017 olUMtary and has a remuneration of £22.50 p/month

ever, most evening staff are teaching and unable to assist
with this role. The HS Committee are progressing action to
address additional support.

58 new members of staff have joined the organisation since
August 2017. Compliance is required for all staff to complete
College HS induction on Moodle.

Staff HS Induction - 58 new st\&

The College now records all training on Moodle and links to
0% relevant on line course for compliance training. HR leads on
omple this annually- some topics from 2017/18 below- in addition,
all staff have been asked to complete GDPR “the basics”
ompleted
100% O

Raploch 1

Evac Chair - trained to assist escape using the
evacuation chair
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Safety Audits and Risk

The College H&S Operational Team carries out schedule
inspections throughout the year. The Audit teamis a
combination of HS TU Representatives from UNISON and
EIS combined with a member of the HS Department.

Audit/Inspections 2017-18

Campus Department % of
compliance
Alloa
03/11/2017 Hospitality and Salon 92%
Services — Hair &
Beauty
09/03/2018 Start of Term Good —some
Housekeeping Tour tidying required
08/06/2018 Human Resources planned
Falkirk
08/09/2017 Start of Term Good —some
Housekeeping Tour tidying required
10/11/2017 Learning Resource 90%
Centre
12/01/2018 Care, Health and Sport | 97%
15/12/2017 Finance / Student 91%
Records
23/02/2018 Engineering
Stirling
29/09/2017 Start of Term
Housekeeping Tour
06/10/2017 Creative Industries
27/04/2018 Hospitality and Salo
Services — Hospijtalit
16/03/2018 Housekeepi od —some
idying required
11/05/2018 61%

5
2
and Sports 1
Historic Environment Scotland 9

Total 17

Our New Campus at Falkirk is underway with Balfour
Beatty Construction and due for completion in A
2019.

relevant risks that are presented by o
control measures requir gate
severity of risk.

Currently, there are 22 H&S risks identified, and a review of
the risk will continue with the H&S Committee throughout
the project term.

Much of the risk will be mitigated by developing and
executing a clear health and safety induction, and building
user guide.

All procedures, risk assessments and COSHH (Control of
Substances Hazardous to Health) assessments will be
reviewed prior to occupancy, and environmental
monitoring will be planned for assessing dust/noise in the
workshops once activities commence.

=
=

e ey
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KPls-
Accident

and Incident
Statistics

Our key performance indicators;

2016-2017 — we targeted fewer than 125 incidents and our final numbg nts;
2017-2018 — we are targeting fewer than 115 incidents (an averagé 5ye data)
Qtr 1 —we had 22 incidents; Qtr. 2 - we had 31 incidents. Q 6 Incidents.

We remain on track for our KPI target of below e 2 69 reported so far this

session.

4 RIDDOR incidents have been reporté

lacerations a

e (09/01/20
e 31/01/2018 of staff broke wrist when exiting door (gym) as automatic door did not
fully ope

Incidents l@be al” are recorded but not included in our College statistics as these are out

)

with th |lege'® ol- e.g. feeling unwell- migraine, out of college.
In la d “misconduct” are again out with our control — e.g. break time, however we track
et jitor trends and to review for mitigation in future.

Annual Incidents
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Bruise/ Burn/ | Crush Flect Eye Fracture/ Puncture Sprain/ F Mis- Near

2016/2017 Abrasion | Scald | Injury Cuts | Shock | Injury Dis Other Wound Strain ‘ Medical Conduct Miss
August - October 7 5 0 13 0 1 1 1 0 5 32 0 3
November — Jan 4 4 1 13 0 2 0 0 5 20 2 2
February - April 6 2 0 7 0 1 0 1 0 3 10 0 1
May - July 0 2 0 1 0 0 1 0 0 3 14 0 0
Total 17 13 1 34 0 4 2 2 0 16 76 2 6

Bruise/ Burn/ | Crush Elect Eye Fracture/ n/ RIDDOR Mis- Near

2017/2018 Abrasion | Scald | Injury Cuts Shock | Injury train Sting Total | Medical | Conduct Miss
August - October 5 2 0 9 0 1 4 0 0 22 26 2 4
November — Jan 3 4 0 13 0 0 4 0 4 31 23 3 2
February - April 5 1 1 7 0 0 2 0 0 16 24 0 0

May - July
Total 13 7 1 29 0 1 10 0 4 69 73 5 6
performance indicators for sustainability continue to progress:
K P I S = i ol — (Learning in Future Environments) - 4 Sections of the Framework is being used to help

. of o the whole college approach to Sustainability. The Tool is an excel document - which offers criteria to
S u Sta] n a b'l l'l ty f-assessment scores to measure progress.The LiFE tool is available on our Sharepoint Estates Page-
ar Sustainability.
Our IT Dept provided an update on Sustainable ICT at our Sustainability Meeting in March 2018. The next update
is scheduled for September 2018, when HR will provide an update on “Staff Engagement and Human Resources”
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Waste, energy, o Leadersiip
paper, travel,
health, Fairtrade, | |
procurement and ol B

Governance ngagemern

curriculum..... W J
Estates and il Leaining,

Operatioi= Teaching

@ Biodiversity an

@ Sustainable ICT Research
@ Utilities
® Travel and Transpod

Community and
Eng

Student Engagement @

: ‘ e , representation across the College teams and agrees the key
T gets and monitors progress throughout the session.

The table e§/progress against this sessions Sustainability Targets for 2017-18

"Bul YouRGreen Future” is being used as a strapline for all sustainability promotions.

pus Cycling Officer was a one year funded post by "Bright Green Business” and is due
te in June 2018. This post has helped progress our cycle initiatives with staff, students and
partMerships.

eWave reviewed and updated our Strategic Travel Plan and have developed a New Falkirk Campus
raft plan for submission to Falkirk Council planning. This includes a set of KPIs to measure
improvements in sustainable travel. Staff and Students will be asked to acknowledge the car park
“terms of use” document and complete the annual travel survey, in order to apply for a vehicle
parking pass. Vehicle passes must be displayed while using the car park (GDPR compliant) and this is
due to be launched in August 2018.
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Sustainable Factors 2017-18 Target Baseline

WASTE - Waste Ratio Aim to continue over 90% recycling to under 10 % landfill- 2015-16 - 94% re 0 6% fill average
On target

TRAVEL - Strategic Travel Management | Aim for less than 295,000 miles staff miles claimed p/annum; | 2016-17 totals 06,584 Cost =

Plan; Travel Mileage claimed,; On target £133,46

FAIRTRADE - Sustain Fairtrade status for | Sustain Fairtrade Status - Deliver the Fairtrade Fortnight & 2
the College; Fairtrade Meetings 2017-2018 - On target, however a charg
is being introduced for Fairtrade Status going forward- still t
be clarified by Fairtrade.

CARBON - Reduce Overall Carbon Progressive Target of 25% reduction in tCO2 by 20
Emissions to gas, electric and travel) — review takes place Sep
ETHICAL PROCUREMENT - Increase the | Aim to award 50% of contracts with Sustainability
% of FVC awarded contracts with BT14. BT14 Guidance On target

@ August 2014 and renewed

again in Sep 6

2008/09 figure 2873.35tC0O2
(2016-17- 21.24% achieved- 2263.03 tC0O2)
2016/2017 - 35% (7 out 20) of awarded
contracts in have been reported as having

Sustainability Benefits. sustainability benefits.
PAPER - Paper consumption from the Increase the print unit figures and reduce i 2016-17 -Print Unit Mono 2,036,261 Colour 1,320,739
print unit. the Multi-function Device printers. TOTAL - 3,357,000 (45%)

: MFDs Mono 3,580,944 /MFDs Colour 512,646
unit has increased and MFD’s reduteu TOTAL = 4,093,590 (55%)

Total Printed = 7,450,590 (100%)

d Aim for 100 course 2016-17 — 130 students successfully achieved

STUDENT (SMHFA) — Student Mental Successfully deliver SMHFA

Health First Aid Training achievement for stude idents attended by end | the course; Note course content changing form

of March 2017 March 18
CURRICULUM 2a) Core and Es epartments — increased 2016-17 was 52% (481/921 students)
Department links to increase student . Developing a Green Champion
understanding of sustainability; j t — Essential Skills achievement table is
HEALTH - Employee Awareness / Levels 0 complete the Moodle training course — as Feb 2017
of training and information for staff : PRDs or Staff Development week. “Sustainability | 341 staff out of 640 completed in 2017 =53%

on” Complete
HEALTH - Health Surveillance ployee health surveillance undertaken against 2016-17 — 88% of appointments were met
| required. Sustain target of over 90% for 16-17
b attended in November — May’s attendance still to be

confirmed.

HEALTH - College Gym Maintain the number of staff using the gym facilities. 2016-17 308 staff gym users (328 students)

Currently 226 staff for 2017-18



http://infoadmin/fin/proc/Sustainable%20Procurement/BT14%20guidance%20%20v1.0%20for%20PSG%20issue.pdf
http://infoadmin/est/Sustainability/17.05.29%20Potential%20Student%20KPI%20SMHFA%20Training.msg
http://infoadmin/est/Sustainability/17.05.29%20Potential%20Student%20KPI%20SMHFA%20Training.msg

WORK POSITIVE EVALUATION FORM (INDICATOR) Appendix B S032 Fo
Please complete after reading the Work Positive Policy
CONFIDENTIAL Tl
To be used only in conjunction with the work positive policy and procedures guidance document
Teacmmygr
Department Support Score Rating Ke
Name of Assesse Role e.g. Support or Teaching
1  Strongly A
Date of Assessment 2 Agree
Name of Facilitator/ Assessor 3 Average- Neither isagree
Does the risk assessment include representation from HR ? YES/NO 4
No.of staff covered by this RA 5
Methods of Consultation Used? |Role Profile YES/NO
Individual Meeting e.g. 1:1 YES/NO St
Please indicate if any other Team meetings
methods were used in the Focus Groups
collation of this data PTS&R Review
other: state
Flag 5 or 4

Role

R1 [l have a clear job description

R2 [Individual duties relate directly to my job description

R3 [l am clear about these duties and responsibilities

R4 [l understand how my duties relate to the overall section objectives

R5 [l am clear whom to report to

R6 [l am informed of organisational policies

R7 [l am informed of any decisions within the team that may affect my role

R8 |There is a clear management structure of roles and responsibilities

Guide Range Below 24

Demands

D1 |l am able to cope with my duties

D2 |l have the skills to do my job

D3 |Work deadlines are realistic and achievable

D4 |Demands for work are manageable (e.g. not requested by severa ard to combine)

D5 [l am able to take agreed breaks |

ot encouraged

D6 |The Culture is such that long hours (+42 hrs p/wk) and taking

D7 _[The working environment is comfortable, heat, light, ventilatio are facilities

D8 |The work environment is well laid out and suitable fo,

D9 [l find the work | do both rewarding and challenging

Guide Range Below 27 |

DEMANDS SCORE




Control

C1 [l am able to participate in the decision making process, at local level

C2 [l am consulted in the decision making process, at local level

C3 [l have a degree of control over work priorities/ deadlines

C4 [l have a degree of flexibility in their work schedule or timetabling

C5 |l have a say over the order of my daily tasks.

C6 |l feel | have job security as per my contract.

C7 [l am able to decide when to take my breaks.
Guide Range Below 21 CONTROL SCORE
Support

S1 |Colleagues will offer to help each other -within the local team

S2 [You are given supportive feedback on the work you do- within your local team

S3 |You can approach your line manager for help with problems at work

S4  [You receive support and respect from your line manager

S5 [Your issues are taken seriously when reported to the manager

S6 [You are given timely feedback on any issues you have reported

S7 |You are given appropriate information to do your job

S8 |You receive the training required to do your job (internal / external training)

S9 |You have adequate equipment to do your job

S10 |Employees are given adequate information on the prevention of stress at work

S11 [Senior Managers are approachable and supportive of employees
Guide Range Below 33 | SUPPORT SCOR
Relationships [

Rel [Colleagues are considerate and respectful to one another within the team

Re2 [Colleagues are not subjected to any form of bullying or harassment, within the team

Re3 [Colleagues within the College are respectful to one another ( outside of the team)

Re4 [There is no evidence of friction between colleagues

Re5 |Line Manager always respectful and supportive of fair behaviour, challenge unkind words ordsehaviour

Re6 |There is good communication between line manager and staff at work

Re7 |There is good communication between staff and other colleagues

Re8 |The College treats its staff fairly and equally
Guide Range Below 21 REL SHIP. ORE
Change

CHL1 [l have sufficient opportunities to become involved in change discussions wij age

CH2 |Employees are always consulted about a change at work in advance

CH3 [When changes are proposed at work, there is a clear understanding ho will worl ractice
Acceptable Range Below 9 CHANGE SCORE

OVERALL SCORE




The process is to complete the questionnaire as a team or as an individual, and highlight areas of concern by "flagging the end column". It is essential that the individual col
the additional comment column for scores or 4 & 5 to help the manager understand the individuals issue.

The high risk areas (ones scoring a 5 or 4) are to be referred for further action with the Manager / Head of Department /HR Dept

Collectively- this evaluation makes up the last of the stressors which is the Culture within the Organisation : can any further comments be highlighted on the Cultur

WORK POSITIVE EVALUATION SHEET RECOMMENDATIONS

Team / Individual:

Date:

Present at the evaluation:

Indicate how long the individual has been feeling like this? [

All suggestions/recommendations must be made collectively and the Manager chairing the assessment should take forw
cannot be immediately resolved. This may involve a separate meeting to focus on what could be done to improve the scor

g any issues whi
or the individual or team

No.

Flags raised- List below Recommendations [ Ta

R5

Role Re-communicate the chain for the reporting of issues 0%




No.

Flags raised- List below Recommendations Target Date

R5

Role Re-communicate the chain for the reporting of issues 01/07/2012

all work related stress culture within the organistaion ?

CULTURE Overall grading of the College Culture? How would

12345 These findings were sample comments of the he next step is to attend another meeting with the team and their Head

of Department to discuss the evaluation an to these issues.

The College cannot offer support to resolve issues unless

WHO DOES THE INDIVIDUAL WANT THE WPA TO PASS THIS FORM E.G. Head of Dept (name)/ other Head of Dept (name) or HR (name)

DATE FOR THE REVIEW OF THESE FINDINGS

DATE THE REVIEW WAS COMPLETED e.g. no further actions_tequired othing more can be

done with regard to this process.

Note: Please refer the individual(s) to the Employee € giService and advise to contact the WPA with an update when the issues are resolved.

is evaluation relates to (no individual data used) . This will enable the college to carry out trend

The College wants to capture the depart
i captured centrally in line with the Work Positive Procedure.

analysis. | acknowledge that statistical d
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Reporting accidents and
incidents at work

A Dbrief guide to the Reporting of Injuries, Diseases and
Dangerous Occurrences Regulations 2013 (RIDDOR)

What is RIDDOR?

Reporting accidents and RIDDOR is the law that requires employers, and oth work

incidents at work .
A brief guide to the Reporting of iseases and prem|ses’ to I’eport and keep reCOrdS Of

Injuries, Di s ar
Dangerous Occurrences Regulations 2013 (RIDDOR)

work-related accidents which cause death;
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There are also special requirement
incidents’).

This leaflet aims to hel rs with reporting duties under RIDDOR,
This is a web-friendly version ~ to comply with RIDDOR' d reporting requirements.

of leaflet INDG453(rev1),
published 10/13

DDOR 2013 comes into force, which introduces
es to the existing reporting requirements. The main changes
eporting requirements in the following areas:

list of ‘specified injuries’;

e previous list of 47 types of industrial disease is being replaced with eight
tegories of reportable work-related iliness;

fewer types of dangerous occurrence require reporting.

There are no significant changes to the reporting requirements for:

m fatal accidents;
m accidents to non-workers (members of the public);
m accidents which result in the incapacitation of a worker for more than seven

days.

Recording requirements remain broadly unchanged, including the requirement
to record accidents resulting in the incapacitation of a worker for more than
three days.

Why report?

Reporting certain incidents is a legal requirement. The report informs the enforcing
authorities (HSE, local authorities and the Office for Rail Regulation (ORR)) about
deaths, injuries, occupational diseases and dangerous occurrences, so they can
identify where and how risks arise, and whether they need to be investigated. This

Page 1 of 5
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allows the enforcing authorities to target their work and provide advice about how
to avoid work-related deaths, injuries, ill health and accidental loss.

What must be reported?

Work-related accidents
For the purposes of RIDDOR, an accident is a separate, identifiable, unint
incident that causes physical injury. This specifically includes acts of non-
consensual violence to people at work.

Not all accidents need to be reported, a RIDDOR report is requin m ent

m the accident is work-related; and
m it results in an injury of a type which is reporta
reportable injuries’).

(as listed @hder “Types of

m the way the work was organised, carfie
® any machinery, plant, substance
m the condition of the site or preg

If none of these factor
be required.

See www.hse.gov.
do and do not ha

Type re able injury

workers and non-workers must be reported if they arise from a work-
nt, including an act of physical violence to a worker. Suicides are not
le, as the death does not result from a work-related accident.

cified injuries to workers

The list of ‘specified injuries’ in RIDDOR 2013 (regulation 4) includes:

a fracture, other than to fingers, thumbs and toes;

amputation of an arm, hand, finger, thumb, leg, foot or toe;

permanent loss of sight or reduction of sight;

crush injuries leading to internal organ damage;

serious bumns (covering more than 10% of the body, or damaging the eyes,
respiratory system or other vital organs);

scalpings (separation of skin from the head) which require hospital treatment;
unconsciousness caused by head injury or asphyxia;

any other injury arising from working in an enclosed space, which leads to
hypothermia, heat-induced illness or requires resuscitation or admittance to
hospital for more than 24 hours.

Over-seven-day injuries to workers

This is where an employee, or self-employed person, is away from work or
unable to perform their normal work duties for more than seven consecutive
days (not counting the day of the accident).

Reporting accidents and incidents at work Page 2 of 5
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Injuries to non-workers

Work-related accidents involving members of the public or people who are not at
work must be reported if a person is injured, and is taken from the scene of the
accident to hospital for treatment to that injury. There is no requirement to establish
what hospital treatment was actually provided, and no need to report incidents where
people are taken to hospital purely as a precaution when no injury is apparent.

If the accident occurred at a hospital, the report only needs to be made if
is a ‘specified injury’ (see above).

Reportable occupational diseases

Employers and self-employed people must report di
diseases, where these are likely to have been caus
These diseases include (regulations 8 and 9):

upational
se by their work.

m carpal tunnel syndrome;

m severe cramp of the hand or forearm;

® occupational dermatitis;

m hand-arm vibration syndrome;

® occupational asthma;

m tendonitis or tenosynovitis of r arm;

® any occupational can

m any disease attrib atignal exposure to a biological agent.
Reportable dag currences

Dangerous oc ertain, specified ‘near-miss’ events (incidents with the
potential to ot all such events require reporting. There are 27 categories
of dan S ocguirences that are relevant to most workplaces. For example:

verturning or failure of load-bearing parts of lifts and lifting

lant of*€quipment coming into contact with overhead power lines;
osions or fires causing work to be stopped for more than 24 hours.

ain additional categories of dangerous occurrences apply to mines, quarries,
shore workplaces and certain transport systems (railways etc). For a full, detailed
list, refer to the online guidance at: www.hse.gov.uk/riddor.

Reportable gas incidents

If you are a distributor, filler, importer or supplier of flammable gas and you learn,
either directly or indirectly, that someone has died, lost consciousness, or been
taken to hospital for treatment to an injury arising in connection with the gas you
distributed, filled, imported or supplied, this can be reported online.

If you are a gas engineer registered with the Gas Safe Register, you must provide
details of any gas appliances or fittings that you consider to be dangerous to the
extent that people could die, lose consciousness or require hospital treatment. This
may be due to the design, construction, installation, modification or servicing, and
could result in:

® an accidental leakage of gas;

Reporting accidents and incidents at work Page 3 of 5
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® inadequate combustion of gas; or
® inadequate removal of products of the combustion of gas.

You can report online.

Exemptions

In general, reports are not required (regulation 14) for deaths and injurie
from:

m  medical or dental treatment, or an examination carried out b
supervision of, a doctor or registered dentist;

m the duties carried out by a member of the arme

m road traffic accidents, unless the accident invol
= the loading or unloading of a vehicle;
= work alongside the road, eg construction or m
= the escape of a substance being ¢ ved by the
= atrain.

Recording requirements

re also important. They ensure that you
properly manage health and safety
gement tool that can be used as an aid to
olutions to potential risks. In this way, records
il health, and control costs from accidental loss.

®E an id occupational disease or dangerous occurrence which
requireSikepo under RIDDOR; and
[ the pational accident causing injuries that result in a worker being

m work or incapacitated for more than three consecutive days (not
he day of the accident but including any weekends or other rest

. You do not have to report over-three-day injuries, unless the
incapacitation period goes on to exceed seven days.

ou are an employer who has to keep an accident book, the record you make in
this will be enough.

You must produce RIDDOR records when asked by HSE, local authority or ORR
inspectors.

How to report

Online

Go to www.hse.gov.uk/riddor and complete the appropriate online report form. The
form will then be submitted directly to the RIDDOR database. You will receive a
copy for your records.

Telephone

All incidents can be reported online but a telephone service remains for reporting
fatal and specified injuries only. Call the Incident Contact Centre on

0845 300 9923 (opening hours Monday to Friday 8.30 am to 5 pm).

Reporting accidents and incidents at work Page 4 of 5
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Reporting out of hours

HSE has an out-of-hours duty officer. Circumstances where HSE may need to
respond out of hours include:

m a work-related death or situation where there is a strong likelihood of death
following an incident at, or connected with, work;

B a serious accident at a workplace so that HSE can gather details of p
evidence that would be lost with time; and

m following a major incident at a workplace where the severity of the ingiel
the degree of public concern, requires an immediate public st t
either HSE or government ministers.

u should

You can find more information about contacting HS
www.hse.gov.uk/contact/outofhours.htm.

Industry-specific guidance

Accident book BL510 HSE Book: 07176 6458 0

www.hse.gov.uk/pubns/ s/a

Incident reporting in sch ' , diseases and dangerous occurrences)
v3) HSE Books 2013

www.hse.gov.uk/p edlis 1"
Reporting inju % nd dangerous occurrences in health and social care:

Guidange fo ploye 2alth Services Information Sheet HSIS1 (rev3)
2 ww.hse.gov.uk/pubns/hsis1.htm

This guidance is issued by the Health and Safety Executive. Following the guidance
is not compulsory, unless specifically stated, and you are free to take other action.
But if you do follow the guidance you will normally be doing enough to comply with
the law. Health and safety inspectors seek to secure compliance with the law and
may refer to this guidance.

This leaflet is available at: www.hse.gov.uk/pubns/indg453.htm.

© Crown copyright If you wish to reuse this information visit
www.hse.gov.uk/copyright.htm for details. First published 10/13.

Published by the Health and Safety Executive ~ 10/13  INDG453(rev1) Page 5 of 5
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Incident reporting in schools (accidents, diseases

and dangerous occurrences)

Guidance for employers

HSE information sheet

Introduction

This information sheet gives guidance on how the
Reporting of Injuries, Diseases and Dangerous
Occurrences Regulations 2013 (RIDDOR) apply to
schools. Most incidents that happen in schools or
on school trips do not need to be reported. Only in
limited circumstances will an incident need notifying to
the Health and Safety Executive (HSE) under RIDDOR.
The information sheet gives practical guidance to
schools about what they need to report and how to
doit.

What needs to be reported?

RIDDOR requires employers and others in contr,
of premises to report certain accidents, diseas
and dangerous occurrences arising out offor
connection with work.

The information sheet includes exal of t
incidents that sometimes result ch gactivities
and are reportable under Rl heet contains

three sections, which cover:

B injuries and ill heal loyees
(Section 1);
B injuries invi up pdother people not at

work (Section 2);
B dan us urrepces (Section 3).

@)

uld feport?

to notify and report rests with the

ible person’. For incidents involving pupils
ool staff, this is normally the main employer at
school. The education pages on HSE’s website
at www.hse.gov.uk/services/education provide
information about who the employer is in different
types of schools.

Some school employers may have centrally
co-ordinated reporting procedures. In others, reporting

Education Information Sheet No1 (Revi-ion 3)

responsibilities and arr:
each school.

sUffer a specified injury or an
injury, the person in control of the

0 pages at www.hse.gov.uk/riddor for
tail on the reporting arrangements for self-
loyed people.)

Who do | report to?

For general advice about how to report, see HSE'’s
RIDDOR web pages. You can report all incidents
online and there is a telephone service for reporting
fatal and specified injuries only. Reporting details
for out of hours incidents are available from HSE’s
out of hours web page at www.hse.gov.uk/contact/
contact.htm.

For incidents on school premises involving members
of staff, pupils or visitors, HSE is the enforcing
authority and you should submit your reports to
them. HSE is also the enforcing authority for nursery
provision provided and operated by local authorities.
For privately run nursery schools, the local authority is
the enforcing authority.

What records must | keep?
You must keep records of:
B any reportable death, specified injury, disease

or dangerous occurrence that requires reporting
under RIDDOR,;

1 of 4 pages
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B all occupational injuries where a worker is away B any other injury arising from working in an enclosed
from work or incapacitated for more than three space which:
consecutive days. From 6 April 2012 you don’t — leads to hypothermia or heat-induced iliness; or
have to report over-three-day injuries, but you — requires resuscitation or admittance to hospital
must keep a record of them. Employers can for more than 24 hours.

record these injuries in their accident book.
Physical violence
You must keep records for at least three years after
the incident. Some acts of non-consensual physical violencegte

injury or a person being incapacitated for O
Section 1: Injuries and ill health to days, are reportable. In the case of a

people at work injury, the incapacity must arise frorg

Under RIDDOR, the responsible person must report
the following work-related accidents, including those Examples of reportabl
caused by physical violence, if an employee is injured,  an incident where a te

wherever they are working: injury because a pupil, ember of the
public assauligthem while ol premises. This
B accidents which result in death or a specified injury  is reportable, b&@ause it arises out of or in connection
must be reported without delay (see ‘Reportable with work.

specified injuries’);
B accidents which prevent the injured person from bhal diseases
continuing their normal work for more than seven
days (not counting the day of the accident, but
including weekends and other rest days) must
reported within 15 days of the accident.

t report occupational diseases when
ritten diagnosis from a doctor that

e has a reportable disease linked to
ional exposure. (See www.hse.gov.uk/riddor
etails of the reporting arrangements for self-

of a work-related disease, specified under RIDIE employed people.)

in writing (see ‘Reportable disease These include:
detailed guidance about RIDDOR r
reporting procedures at www.hse.g carpal tunnel syndrome;

severe cramp of the hand or forearm;

occupational dermatitis, eg from work involving
strong acids or alkalis, including domestic bleach;
B hand-arm vibration syndrome;

B occupational asthma, eg from wood dust and
soldering using rosin flux;

tendonitis or tenosynovitis of the hand or forearm;
any occupational cancer;

any disease attributed to an occupational exposure
to a biological agent.

Stress

B afyinjury likely to lead to permanent loss of sight Work-related stress and stress-related illnesses

orreduction in sight; (including post-traumatic stress disorder) are not
crush injury to the head or torso causing reportable under RIDDOR. To be reportable, an injury
damage to the brain or internal organs; must have resulted from an ‘accident’ arising out of or
B serious burns (including scalding), which: in connection with work.

— cover more than 10% of the body; or
— cause significant damage to the eyes, respiratory  In relation to RIDDOR, an accident is a discrete,

system or other vital organs; identifiable, unintended incident which causes physical
B any scalping requiring hospital treatment; injury. Stress-related conditions usually result from
B any loss of consciousness caused by head injury a prolonged period of pressure, often from many
or asphyxia; factors, not just one distinct event.
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Section 2: Incidents to pupils and other
people who are not at work

Injuries to pupils and visitors who are involved in an
accident at school or on an activity organised by
the school are only reportable under RIDDOR if the
accident results in:

B the death of the person, and arose out of or in
connection with a work activity; or

B an injury that arose out of or in connection with
a work activity and the person is taken directly
from the scene of the accident to hospital for
treatment (examinations and diagnostic tests do
not constitute treatment).

The lists of specified injuries and diseases described
in Section 1 only apply to employees. If a pupil injured
in an incident remains at school, is taken home or is
simply absent from school for a number of days, the
incident is not reportable.

How do | decide whether an accident to a pupil
‘arises out of or is in connection with work’?

The responsible person at the school should consi
whether the incident was caused by:

B afailure in the way a work activity was organi
(eg inadequate supervision of a field trip);

B the way equipment or substances wer
lifts, machinery, experiments etg); an

B the condition of the premises (e
or slippery floors).

rl

cable, the incident wo
is taken to hospital b
(eg an asthma attack
not be reportahle;
activity.

ical condition
seizure) this would

f the common incidents
to pupils at school tend not to
le under RIDDOR, as they do not arise
he way the school undertakes a work

to consider reporting where an accident results

i pil’s death or they are taken directly

m the scene of the accident to hospital for
treatment. There is no need to report incidents
where people are taken to hospital purely as a
precaution, when no injury is apparent.

Incident reporting in schools (accidents, diseases and dangerous occurrences)

Health and Safety
Executive

What about accidents to pupils during sports
activities?

Not all sports injuries to pupils are reportable under
RIDDOR, as organised sports activities can lead

to sports injuries that are not connected with how
schools manage the risks from the activity.

premises or equipment, or because of inad
arrangements for supervision of an acCtivi
accident that results in an injury aris€s becaus
the acdi@ent aQe
( afples of

normal rough and tumble

reportable incidents in
was a facte
hed ports hall floor and left it too
r Sportsper
Suhadequate supervision to prevent
t, OFfallings in the organisation and
t of an event.

had poli

slippery
B ther

accidents to pupils in a playground?

t playground accidents due to collisions, slips,

rips and falls are not normally reportable. Incidents
are only reportable where the injury results in a pupil
either being killed or taken directly to a hospital for
treatment. Either is only reportable if they were caused
by an accident that happened from or in connection
with a work activity.

This includes incidents arising because:

B the condition of the premises or equipment was
poor, eg badly maintained play equipment; or

B the school had not provided adequate supervision,
eg where particular risks were identified, but no
action was taken to provide suitable supervision.

Physical violence

Violence between pupils is a school discipline matter
and not reportable under RIDDOR, as it does not arise
out of or in connection with a work activity.

Other scenarios

Injuries to pupils while travelling on a school bus

If another vehicle strikes the school bus while pupils

are getting on or off and pupils are injured and taken
to hospital, this is normally reportable under RIDDOR.
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However, you do not have to report deaths and
injuries resulting from a road traffic accident involving
a school vehicle travelling on the public highway under
RIDDOR. These are classed as road traffic incidents
and are investigated by the police.

Incidents involving pupils on overseas trips
RIDDOR only applies to activities which take place
in Great Britain. So, any incident overseas is not
reportable to HSE.

Incidents to pupils on work experience placements
If pupils are on a training scheme or work placement,
they are deemed to be employees for the period of
the placement. In these circumstances, the employer,
as the responsible person, should report a death,
injury or disease to a pupil, which arises out of or in
connection with work. This means the wider range of
reporting categories for employees is applicable.

Section 3: Dangerous occurrences

These are specified near-miss events, which are only
reportable if listed under RIDDOR.

Reportable dangerous occurrences in schools typic
include:

B the collapse or failure of load-bearing parts
and lifting equipment;

B the accidental release of a biol
cause severe human illness;

B the accidental release or escape S
that may cause a serious in
health;

B an electrical short circuit
or explosion.

ical t like

u nce
' da o}
erloa using a fire

Suppleme i ion

Consultation

nts available to safety representatives.

IS includes records kept under RIDDOR, except
where they reveal personal health information
about individuals. Further information is available in
Consulting employees on health and safety: A brief
guide to the law Leaflet INDG232(rev2) HSE Books
2013 www.hse.gov.uk/pubns/indg232.htm.

Published by the Health and Safety Executive

ployers must make relevant health and safety

Health and Safety
Executive

Reporting requirements of other regulators

There may be other reporting requirements placed

on schools by other regulators in the education
sector. The requirements of these other regulators are
separate to, and distinct from, the legal duty to report
incidents under RIDDOR.

Further information

For information about health and safe
inconsistencies or inaccuracies in t
www.hse.gov.uk/. You canqiew H

do follow the guidance you
pough to comply with the law.

own copyright If you wish to reuse this
information visit www.hse.gov.uk/copyright.htm for
details. First published 10/13.
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Purpose

To update members on the current staffing establishment.
. Recommendation Q

That member’s note the changes to the current status of the staffing establishme
Background

Staffing establishment review is an aspect of ensuring resource maXimisation control. This
paper provides a view of the staffing at the College and is de ed to informative,
highlighting key points of interest.

Context

The staffing establishment is the capacity and di i source in manpower. The
staffing establishment is monitored on is however monthly reports are
produced to review the organisatio Il e. By monitoring the staffing
establishment, we can ensure that the colle ces are cost effective and efficient in their
deployment. This cannot be looked at iagisels other factors require consideration such
as our equality duty, development née latives, and changing expectations. These
can influence the establishme long with day to day events including new
appointments, secondments, S, S as retirements or resignations as well as a variation
in FTE as a result of a flexi or request or a contractual increase/decrease in hours.

Appendix 1 shows
consistency of staffin
of the establis

affing Establishment is robust and steady as reflected in the
the structured approval process. This provides an overview
anges, and absence details.

Also incl paper is a focus on Absence Management shown within Appendix 2.
K onsiderations

rall the staffing establishment figures (appendix 1) are robust and show the college
raclices and procedures are working as required. There is a steady growth in part time work
iven by requests for flexible working and phased retirements. This accounts for the
creased headcount.

Appendix 2 shows that absence, whilst figures are low, will continue to benefit from focus
and action on areas where support can not only bolster attendance but enhance the
experience and morale of employees and teams. The newly awarded ‘Carer Engaged
Employer Status’ is a first step towards supporting those who may be under additional
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pressure at home. Whilst continuing to offer the flu jab, given the high impact of short term
absence on operational stability, can only be beneficial to reducing absence overall.
6. Financial Implications
Please detail the financial implications of this item — There are implications for H
finance budgets associated with staffing expenditure
7. Equalities O
Assessment in Place? — Yes [ No

If No, please explain why — This report outlines current staffin tablishment levels. It
does not propose any changes which might have an equalities imp

Please summarise any positive/negative impacts ( itigating actions) — Not
applicable

8. Risk
Please indicate on the matrix below ri C k is scored against Impact and

Likelihood as Very Low through to Very

Likelihood

Very High
High
Medium
Low

Very Low

Please descu isks associated with this paper and associated mitigating
actions — Lg likelihood given the approval and monitoring processes in place,

the impa ow given that staffing budgets are accrued for the year ahead and
posts uited without the approval of finance. Monthly monitoring by HR, RAF
and A ss is in place for justification and approval as well as the annual Curriculum

?lcat versus resources.

isk Owner — Ralph Burns Action Owner — Andrew Lawson
Other Implications —
Please indicate whether there are implications for the areas below.
Communications — Yes O No Health and Safety — Yes [ No
Please provide a summary of these implications — Not Applicable

Paper Author — Ralph Burns SMT Owner — Andrew Lawson
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Appendix 1: Staffing Establishment Data

EXECUTIVE SUMMARY
HR MANAGEMENT INFORMATION Q3 comparison 2017-18
COLLEGE HEADCOUNT 642
COLLEGE FTE 532.45
PERM 9
% OF FTE BY CONTRACT TYPE
TEMP 9%
MALE 43! 43.60%
% OF FTE BY GENDER FEMALE 53.4% 52.90%
PREFERNOTTO S 3.50%
74.6% 78.20%
% OF FTE BY CONTACT TERM
25.4% 21.80%
% OF FTE BY DECLARED DISABILITY 15.4% 16.10%
81.6% 77.70%
R NOT TO SAY 3.0% 3.50%
% OF FTE BY AGE BAND 16-24 1.2% 1.00%
25-34 11.8% 12.70%
35-44 25.5% 25.80%
45-54 30.1% 30.10%
55-64 28.5% 27.20%
65+ 3.1% 3.30%
9.8% 12.80%
96.7% 96.70%
12 7
LEAVERS 11 9
% DAYS LOST DUE TO SICKNESS 2.50% 3.60%
APPROX COST £84,040 £129,239
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1. Establishment Overview

Staffing Levels Based on FT,

600

._——.7+ === e
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300 L ® - e O o —= —— -
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100
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- Oct -lJan Apr - Jul -Oct - - Jul - Oct -Jan Apr - Jul - Oct -lJan Apr
n

==@==Suppor e Teaching Departments  ==@==Grand Total

Staffing stability over the past thre
initiatives. The figures for this quatter indj
However this is balanced wi ctiopin teaching FTE and an increase in support functions FTE detailed below.

=
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2. Key Changes

¢ The Department of Learning & Quality: Head of Learning and Quality

Part of the department restructure this post will support and advise Heads of Teac upport services and lead on the achievement of
college strategic priorities across the full range of Learning and Quality functio and further develop the college’s positive strategic
relationships with key external partners and stakeholders, including, awa ies, Education Scotland, local education services and
universities.

e Access & Progression: Researcher - Mental Health

of the Falkirk and District Association for Mental Healt e knowledge of poor mental health in the workplace, in-work poverty and support

A funded role, this is a specialist, customer-focused rgle wi Wi e a wide range of current research methodology and activities on behalf
Imp
that companies can provide their employees.

¢ Information Systems: temporary GD r

in the practical applications of the new GDPR legislation. Their primary task is to assist
sure we are compliant.

Newly appointed, this short term
departments in the transitional peri@d and
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3.Absence Trend

Yearly Overview

3.50%

3.00%

2.50%

2.00%

1.50%

1.00%

0.50%

0.00% 2013-14 2015-16 2016-17 2017-18
— All 2.85% 2.40% 2.98% 2.91%
———Short 1.31% 1.17% 1.48% 1.51%

Long 1.55% 1.23% 1.50% 1.40%

@ days lost based on FTE and the period 2017/18 represents the current year to date figures.
absence in March and April due to positive outcomes of individual cases. Short term absence

, cold and viral infections. Absence management training has been rolled out to all staff with
ocused on supportive measures to improve attendance figures.

Absence figures indicate the percentag
There was a significant drop in lo
continues to be a challenge and focuse
line management responsibilities\@nd thi
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Appendix 2: Focus Topic - Absence Management

This appendix focuses on the key area of Absence Management. The impact of high absence
is more than that paid in sick pay but has implications in the wellbeing of individual employee
and how we as an organisation support them; the morale of the workforce as a whole gth

individuals and on teams.

As a starting point, a review of both the reasons for absence and of th

team and objectives.

Regarding the reasons for absence, 51% of absence o
accounted for by Flu, Cold, Viral, Diarrhoea/Gastric condi
each. This is partly due to the flu epidemic this year.

first time this year and will be again in the autumn.

C nces to date this year are

@ an average of 2.4 days
O

as offered to staff for the
Stress/Depression/Mental Health is the s ign area of impact on statistics with
nearly 28% of absence days lost in this categ

The support given to both areas are gnificance though with far fewer incidents of
stress and the sensitive nature (t_peeded, this tends to be more bespoke to the

individual circumstances.

A review of protected ¢ eris roduce the following:

Head Count Absence
wn disability 81.44% 71.36%

Prefer not to say 2.81% 6.17%
15.76% 22.47%

ho egistering a disability have significantly more absences than those without. The
ege is supportive of staff with a disability and in line with legislation make adjustments, part
hich can include acceptance of increased absence, where these are deemed reasonable.
he aim is to support staff to continue in work and this includes flexible working arrangements
such as part time work or flexible hours where these are appropriate to the nature of the
disability. Advice is regularly sought from occupational health and support is imbedded
throughout the employee life cycle, commencing at the appointment stage and through return
to work interviews, formal sickness absence reviews, training programmes, occupational
health advice and risk assessments.




11. Staffing Establishment

N

I\:/O'hth For Information
alley e
Colle)ée 5 June 2018

HR (INC. NOMINATION) COMMITTEE

Gender Head Count Absence
Female 55.54% 62.61%
Male 41.19% 34.99%
Prefer Not to say 3.28% 2.40%

The figures show a significant difference between male and female

number of suggested reasons for this in journals and the
are lacking. Support mechanisms are in place for all staff in
flexible working, gym and healthy eating facilities. Face
after every absence, welfare visits, access to counsel

ess thoug

*

occupational health to supplement their own GP i ey required.

Age Band eagh count Absence
16-24 1.40% 1.20%
25-34 12.48% 14.92%
35-44 25.90% 26.59%
45- 29.17% 27.10%

26.99% 27.10%

4.06% 3.09%

here are a

ive answers
ding an open door policy,
eturn to work meetings
port and the option for

ith alPother protected characteristics, age has no significant impact on the reasons for

b e overall.

addition to the support available to staff, a review of the support given to care providers is
underway and the college has recently be granted Carer Positive Engaged Status. The
Carer Positive award is presented to employers in Scotland who have a working environment
where carers are valued and supported. They recognise the importance of retaining
experienced members of staff, reducing absence, and cutting down on avoidable recruitment
costs. Further development of this area will be undertaken to ensure staff are supported
where needed and will benefit sickness related absence by reducing stress and removing
any absence related to carer responsibilities.
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