(By email)

Our Ref: MGLA190919-2817

17 October 2019

Dear I

Thank you for your request for information which the Greater London Authority (GLA) received
on 19 September 2019. Your request has been dealt with under the Freedom of Information Act
2000.

You requested:

I would like to request, a copy of the following legally required documentation from the Greater
London Authority (GLA):

1. Health and Safety 'Risk Assessment’ under the Management of Health and Safety at
Work Regulation 71999.

2. The GLA and 'Policy for Reasonable Adjustment' for people with mental or physical
disabilities under the Equality Act 2010.

Our response to your request is as follows:
1. Please find attached our risk assessments for Health and Safety

2. Reasonable adjustment, including reasonable adjustment for people with mental or
physical disabilities, is covered by a number of different policies and documents at the
GLA.

The following are attached:
e Managing disabled staff — managers” guidance

Reasonable adjustment agreement form

The GLA’s Sickness Absence Policy
The GLA’s Recruitment and Selection Policy

Please note that some names of members of staff are exempt from disclosure under s.40
(Personal information) of the Freedom of Information Act. This information could potentially
identify specific employees and as such constitutes as personal data which is defined by Article



4(1) of the General Data Protection Regulation (GDPR) to mean any information relating to an
identified or identifiable living individual. It is considered that disclosure of this information
would contravene the first data protection principle under Article 5(1) of GDPR which states
that Personal data must be processed lawfully, fairly and in a transparent manner in relation to
the data subject.

If you have any further questions relating to this matter, please contact me, quoting the
reference MGLA190919-2817.

Yours sincerely

Information Governance Officer

If you are unhappy with the way the GLA has handled your request, you may complain using the
GLA’s FOI complaints and internal review procedure, available at:
https://www.london.gov.uk/about-us/governance-and-spending/sharing-our-
information/freedom-information




Managing disabled staff — managers’ guidance

Introduction

The GLA sets employment targets to ensure that our workforce profile is representative
of all of London's communities and wants to recruit and retain more disabled people.

As a line manager you have a responsibility to make sure your disabled staff are treated
fairly and have the same opportunities as their non-disabled colleagues.

Definition of disability

Under the law the term ‘disability’ is wide and people you might not regard as disabled
and who may not even think of themselves as disabled are protected. This may include,
for example, people with diabetes, asthma, back problems and mental health conditions
like depression. Other people, who have cancer, multiple sclerosis (MS) and HIV are
automatically covered.

The GLA recognises the broader, social model definition of disability in addition to the
legal definition contained in the Equality Act. We ask employees and prospective
employees to make their own assessment of whether they consider themselves to meet
either definition of disability.

The legal duty to make reasonable adjustments

Disabled people are protected against discrimination at work under the Equality Act
2010. The law requires employers to make reasonable adjustments for disabled
employees. This means removing barriers wherever possible that get in the way of a
disabled person doing their job. This can mean changing where they work, the way in
which they do their job or providing equipment to help them.

Examples of reasonable adjustments are:

e Giving some minor duties that a disabled person finds difficult to do to someone
else.

e Providing specialist software or equipment, such as a specially designed chair or
keyboard

e Allowing time off during working hours or rehabilitation, assessment or
treatment, e.g. physiotherapy or psychotherapy.

e Allowing a disabled person to change their working hours for example to part-
time, or perhaps starting and finishing later so they don’t have to commute at
rush hour

e Allowing someone to work at home for some of the time because the commute
to work is too tiring or difficult.

Most adjustments cost nothing or very little. Where adjustments are expensive funding
may be available from the government as part of the Access to Work scheme. Further
advice is available from the HR Group.

What is reasonable?

The checklist at appendix 1 will help you decide whether or not a particular adjustment
is reasonable, bearing in mind service needs. You might need to ask the HR group for
advice. Remember also to always include the disabled person in discussions about what
might be possible and reasonable.



A manager who makes reasonable adjustments realises that to get the best from their
team they must recognise people’s differences and where possible, accommodate them.
Remember that treating everyone in the same way does not necessarily mean that you
are treating them fairly.

Recruitment

As part of the recruitment process, administered by the HR group, applicants for GLA
jobs are asked whether they have a disability and whether they need any adjustments to
enable them to submit an application, attend the interview and selection process or to
do their job. The HR group will alert managers to any adjustments requested and can
advise on how they can be met.

The GLA operates a guaranteed interview scheme which provides for disabled
applicants for jobs to be automatically selected for interview if they meet the essential
criteria for the job. The HR group monitors applications and advises shortlisting
managers when there are disabled applicants.

The role of Occupational Health

All prospective employees are subject to medical screening by our Occupational Health
service. Occupational Health will provide advice to the HR group and the relevant line
manager about any reasonable adjustments needed, based on their assessment of the
employee.

Occupational Health can carry out workstation assessments to determine whether
any specialist equipment is needed, for example a specially designed chair or keyboard.
The HR group manage a corporate budget for major items of equipment but budget
holders are expected to meet the cost of minor items such as footrests and document
holders.

Where there is concern about the health of any employee, the manager may ask HR to
arrange an appointment with Occupational Health to seek advice, including any
adjustments that will assist in getting them back to work.

Induction and probation

If you know that a new employee has a disability, you should use the induction and
probation process to regularly check that the adjustments are working and discuss any
improvements that are needed. You may also need to make colleagues aware of
reasonable adjustments, with the agreement of the employee, for example ensuring that
written information is sent by email or in large print.

Learning and Development

All'line managers should take a proactive role in the learning and development of their
staff. This includes ensuring that the learning opportunities (both internal and external)
are accessible for disabled staff. HR can, on request, arrange for adjustments to be
made for the internal learning opportunities (such as large print, providing a BSL
interpreter). The request should be made by the member of staff or by the line
manager, with the agreement of the employee. Reasonable adjustments can also
include using alternative learning methods (i.e. not limiting development to classroom-



based training), including 1:1 mentoring or coaching, seminars, distance learning,
teambuilding, on-line learning, CD-based resources or work shadowing.

Managing performance

As a manager you need to monitor the performance of all members of your team and
discuss this with them at regular one-to-one and performance review meetings. If an
employee’s performance deteriorates, or is not as good as it should be, you should
always consider the possibility that they might have a disability. When discussing
performance with the employee you should try to find out if there is anything about the
working environment that is making it difficult for them to do their job. If so, you can
then explore ways — together and by seeking advice from HR — to overcome these
difficulties by making reasonable adjustments.

Time off for medical appointments or treatment

You might discover from the employee or an Occupational Health report that the
employee needs time off work for regular treatment, for example physiotherapy or
counselling sessions. In this situation you might together be able to agree reasonable
adjustments that will help you and the organisation to accommodate the appointments.
For example:

e Arranging appointments at the beginning or end of the day and making up time
by starting or finishing later

e Making up the time during the rest of the week

e If the person works shifts, altering shift rotas to allow the person to go to
appointments on days off

e For short, fixed periods of time, allowing the person to take the time they need
without having to make it up.

If you cannot reasonably accommodate the time off that the person needs, for example
because of service needs, you will need to ask HR for advice.

Managing sickness absence

The HR group provides monthly reports to managers on sickness absence of staff they
manage, including the reasons for sickness absence. Currently the GLA does not record
disability related sickness absence separately from other absence, although this is under
review.

Not everyone with a disability will need to take time off work. If you have concerns
about the attendance of someone you manage, you should talk to them about it and
explore whether there are any adjustments to their working environment or working
arrangements that might help them improve their attendance. If so, you should make
adjustments where possible to help overcome the barriers they are facing. The law
requires you to make reasonable adjustments if you know or could reasonably be
expected to know someone is having problems doing their job because of a disability.
You may need to ask the HR group for advice.

However, as part of the back to work interview and informal and formal review
meetings under the Sickness Absence Policy, managers should try to find out, without
being unreasonably intrusive, whether there is a disability related reason for the
absence. If so, then this will need to be taken into account when considering



appropriate action under the policy. Each case will need to be considered on its merits,
but you might decide that as a reasonable adjustment you will allow an employee who
Occupational Health have said will need more time off sick than other employees a
longer period of absence before triggering action under the policy. Other options
might include:
e allowing the person to work from home if they find it difficult to come into
work but are well enough to do some work
e Allowing the person to work additional hours and ‘bank’ extra hours to take
when they are unwell

Allowing someone to take more unplanned time off sick than someone without a
disability might not be possible or reasonable in their current job, for example because
the job has time critical deadlines or because cover cannot be found for them at short
notice. In this case, you should consult the HR group for advice.

You may be able to change some things immediately but it is likely that you will need
more information before reasonable adjustments that will really help are identified and
this may mean asking the HR group to refer the employee to Occupational Health. It is
important to reassure the employee that what you want is advice on what reasonable
adjustments can be made to help them to do their job and improve their attendance.
Occupational Health may need to write to the person’s GP or specialist for more
information about their illness or disability but they cannot do this without the
employee’s consent.

Phased returns from long term absence

After a period of long term absence, there may be circumstances where the
Occupational Health service advises that an employee phases their return to work over a
period of time. Phased returns usually take place over a short period of a few weeks
and enable the employee to build up their working hours gradually. Where appropriate
and practicable, phased returns may also involve varying the employee’s normal duties
and/or allowing them to do some work from home.

Further details are contained in the Sickness Absence Policy and advice is available from
the HR group.

Redeployment

If it is not possible to make reasonable adjustments in the employee’s current job that
mean the employee is able to meet the requirements of that particular job, the law
requires employers to consider the further reasonable adjustment of redeploying the
employee into another, more suitable vacancy, if available. The HR group can provide
further advice.

Permanent ill-health

If no suitable redeployment is available, and where the Occupational Health adviser
confirms that an employee is permanently unable to carry out their job due to ill health
or infirmity, early retirement will normally be granted to members of the local
government pension scheme, with enhanced pension benefits. Enhancements vary
depending on the employee’s expected ability to recover to obtain gainful employment
by age 65.



Where the employee’s condition does not meet the criteria for ill-health retirement with
pension benefits, action under the Sickness Absence Policy will need to be considered.
Managers should seek advice from the HR group.



Appendix 1
Factors to take into account when making decisions about reasonable
adjustments:

e Has advice been sought from anyone else, e.g. Occupational Health adviser,
Jobcentre Plus adviser?

e How effective will the adjustment be in preventing the disadvantage?

e Has advice been sought from anyone else, e.g. Occupational Health?

e How practical is it to make this adjustment? For example how long will it take
to implement; will additional training be needed for the disabled person or
anyone else?

e Are the financial and other costs reasonable?

e s financial or other assistance available, e.g. Access to Work?

e What, if any, disruption will be caused by making the adjustment?

e What effect, if any, will the adjustment have on service delivery?

o What effect, if any, will the adjustment have on other employees?

e What adjustments have been make or are required for other employees in your
team?

e Would making the adjustment result in unacceptable risks to the health and
safety of any person (including the disabled person)?

e Would making the adjustment reduce a health and safety risk for anyone
(including the disabled person)?

e Has the employee been consulted on the adjustment and agreed that it is
needed?



CONFIDENTIAL

Reasonable adjustment agreement

This is a record of the reasonable adjustments agreed between the employee and line
manager named below.

Employee’s name:

Job title:

Unit/Directorate:

Line manager’s name:

The purpose of this agreement is to:

e ensure that both the employee and the employer have an accurate record of what has
been agreed;

e minimise the need to renegotiate reasonable adjustments every time the employee
changes job, is relocated or is assigned a new manager within the organisation; and

e provide the employee and his or her line manager with the basis for discussions about
reasonable adjustments at future meetings.

This agreement may be reviewed and amended as necessary with the agreement of both
parties:

e at any regular one-to-one meeting;

e at a return-to-work meeting following a period of sickness absence;

e at six-monthly and/or annual performance reviews;

o before a change of job or duties, or the introduction of new ways of working; or
e before or after any change in circumstances for either party.

However, expert advice from third parties, such as occupational health advisers, Access to
Work or IT specialists may be needed before changes can be agreed and implemented.

Employee

In the workplace

My disability has the following impact on me at work:
(include, for example: any aspects of the job that your disability would prevent you from
doing easily; any impact on sickness absence levels)




I need the following reasonable adjustments, that have been agreed with my manager:
(Indicate whether adjustments are permanent or temporary, and the duration/review period
where appropriate)

i Date impl I Duration/revi

Emergency contacts

If I become too unwell to remain at work, | am happy for my line manager to contact any of
the following emergency contacts in the order of preference indicated below:

[insert details as appropriate]

Preference 1 Preference 2

Name: Name:

Relationship to me: Relationship to me:
Telephone number: Telephone number:
Mobile telephone number: Mobile telephone number:
Address: Address:

| will let you know if there are changes to my condition that have an effect on my work
and/or if the agreed adjustments are not working. We will then meet privately to discuss
any further reasonable adjustments or changes that should be made.

If you notice a change in my performance at work or feel that these reasonable adjustments
are not working, | would be happy to meet you privately to discuss what needs to be done.




Line manager

Keeping in touch

If you are absent from work because of sickness or for a reason relating to your disability for
more than 7 days and have followed the usual procedures for notifying the GLA of your
absence, | will keep in contact with you in the following way:

[insert details as agreed]

Who will contact whom?

How will contact be made? (email, telephone, text, letter, minicom)

How often? (daily, weekly, monthly)

When? (preferred day, preferred time)

Conversations while you are on sick leave
We have agreed that the topics that we will discuss while you are absent include:

[add/delete as appropriate]

. how you are feeling;

. what | can do to help;

. how your current work will be dealt with;

. the possibility of a planned phased return to work where appropriate; and
. the return to work date.

Return to work

When you are ready to return to work after a period of sickness or disability-related absence
of more than 7 days, we will meet to review this agreement and make any necessary
amendments.

At this return-to-work meeting we will also discuss:

[add/delete as appropriate]

. any current work issues;

. any phased return-or back-to-work plan;

. what to tell the team; and

. any assessments to review existing reasonable adjustments (such as by Access to

Work or occupational health) and identify new adjustments that might be needed.
Unauthorised absences from work

If you are absent from work and have not followed the usual procedures for notifying us
that you are sick or absent for a reason relating to your disability, we have agreed that | will
try to contact you on your mobile and/or notify your emergency contact(s) as set out
above.




Records

An up-to-date copy of this form will be retained by the employee, line manager and Human
Resources, who will place a copy on the employee’s personal file.

A copy of this form may also be given to a new or prospective line manager. If the
employee changes job, is relocated or is assigned a new manager, the new manager should
accept the adjustments outlined in this agreement as reasonable and ensure that they
continue to be implemented. The agreement may need to be reviewed and amended at a
later date but this should not happen until both parties have worked together for a
reasonable period of time.

Employee’s signature Date

Manager’s signature Date




Sickness absence policy

1.2

1.3

1.4

1.5

Purpose and scope

This policy aims to ensure that the GLA meets its objectives of optimising attendance
and delivering its duty of care to all staff. It aims to provide a framework for the fair,
consistent and effective management of sickness absence across the GLA and for the
management of performance and capability issues relating to ill-health. It is intended
to complement the GLA’s policies and procedures for helping individuals to improve
the balance between home and work life, and other measures introduced to support
people in the workplace.

The policy specifies the responsibilities of individuals and line managers in promoting
good attendance and provides guidance on the process of monitoring and reviewing
sickness absence and facilitating return to work.

In the majority of cases the adoption of good management practices will enable
employees to achieve the required attendance. This policy outlines the actions to be
followed in dealing with failure or inability to meet attendance standards.

This policy applies to all employees except:

e employees during their probationary period, including probationers on fixed term
contracts - where any attendance issues will be dealt with under the probationary
assessment process.

e Staff seconded to work in London’s European Office — where a modified sickness
absence procedure applies (see intranet for details).

This policy applies to the following employees, with modifications as indicated:

e The Head of Paid Service (Chief Executive), the Monitoring Officer and the Chief
Finance Officer (“the Statutory Officers”) — where this policy will be modified by
the terms of the Statutory Officers Protocol

e Staff appointed by the Mayor under s 67(1) of the GLA Act 1999 (as amended) -
where this policy will be modified by the terms of the Protocol on Mayoral
appointments.

e Staff appointed by the HOPS but managed by staff appointed by the Mayor under
67(1) — where this policy will be modified by the terms of the HOPS scheme of
delegations (see appendix 5 of the Sickness Absence Policy)



2.1

2.2

23

24

3.1

Attendance standards

The GLA is committed to improving employee attendance through fair and effective
attendance management procedures. The GLA will balance the needs of individual
staff with the need for an effective and efficient organisation, recognising the impact
of sickness absence on productivity, value for money and staff morale.

The GLA will be sympathetic and supportive in its approach to attendance
management and will deal with issues in a confidential and sensitive manner.
Managers will be encouraged to seek and follow expert advice on managing complex
sickness issues.

The GLA will ensure that the management of attendance is consistent and fair and
without bias in relation to age, disability, gender identity or gender expression, gender
reassignment, marital status or civil partnership, pregnancy and maternity, race,
religion or belief, sex or sexual orientation.

All employees must comply with the GLA’s sickness absence policy and its aims to
improve attendance standards through the provision of effective support and clear
attendance standards for employees.

Responsibilities of managers

Managers will communicate attendance standards and manage attendance through
the following measures:

A structured induction into the GLA for all new employees

A formal probation process for all new employees

Employee performance review

Ensuring consistency in the application of policies and procedures

Clearly communicating procedures for reporting sickness/attendance

Accurate recording of sickness on the HR System

Ensuring sickness information is kept confidential

Maintaining contact with employees during periods of absence

Effective monitoring and support via return to work interviews

Making recommendations for referrals to Occupational Health

A process of informal and formal review meetings

Regular support and guidance to employees to enable them to improve

attendance,

e Monitoring workloads and hours worked and supporting staff to achieve a healthy
home and work balance

e Encouraging staff to proactively manage their own health issues by participating
in workplace health initiatives and making use of appropriate advice and support
from the Employee Assistance Programme

e Monitoring team sickness absence to identify trends or themes and seeking HR

advice where appropriate



4.1

5.1

6.

Attending absence management training and other appropriate GLA training
programmes such as Well Being training.

Responsibilities of employees

Employees are expected to:

Attend work unless unfit to do so

Raise concerns with their manager if they believe that their job is causing or
contributing to illness,

Report sickness absences promptly, in accordance with the sickness absence
reporting procedure (note: intranet version will link to relevant page) (see
Appendix 1)

Ensure that the appropriate GP fit notes are submitted in accordance with the
policy and in order to qualify for occupational sick pay.

Ensure that medical advice and treatment, where appropriate, is received as
quickly as possible in order to facilitate a return to work

Maintain reqular contact with their manager during periods of sickness absence
Communicate effectively with the manager about their sickness absence
Participate openly in return to work interviews

Co-operate fully with Occupational Health

proactively manage their own health issues by participating in workplace health
initiatives and make use of appropriate advice and support from the Employee
Assistance Programme

Responsibilities of Human Resources

The Human Resources and Organisational Development (HR&OD) Unit will:

Provide advice and support to line managers on managing attendance and ill-

health issues where requested

Provide training for line managers on managing attendance and ill-health issues

and encourage participation in such training

Oversee the maintenance of sickness records in the HR System and provide
support to managers to access and review reports

Arrange Occupational Health referrals, in consultation with managers

Promote to staff and managers the range of GLA policies and initiatives aimed at

encouraging work-home balance and workplace well-being

Assessing attendance

Short term absence



6.1

6.2

Short-term absence is broadly defined as a series of illnesses or where there is a
pattern of absenteeism, which may be self-certified or certified by a medical
practitioner.

See section 7 for details of how to deal with short term absence.

Long term absence

6.3

6.4

Long-term absence is defined as a continuous period of absence lasting for four
consecutive weeks or more.

See section 8 for details of how to deal with long-term absence.

Chronic ill-health

6.5

6.6

6.7

Chronic ill-health may be defined as physical or mental illness which prevents an

employee from attending work or impairs the individual’s ability to carry out their full

duties competently and without risk to self or others. This includes:

e Long term absence arising out of a single or underlying illness

e Repeated shorter periods of absence arising out of a single or underlying illness

e A chronic illness, where it is unlikely that the individual will recover sufficiently to
return to their current job

Chronic ill-health may be identified during or following a period of long-term sickness
absence, but may also be identified where no sickness absence has occurred.

See section 8 for details of how to deal with chronic ill-health.

Short-term absence procedure
Return to work interview

The manager should conduct a return to work interview following each occasion of
sickness absence and as soon as possible after the employee returns to work to:

e Welcome them back and update them on what has been happening in their
absence

e Check they are fit to return and whether any support is required.

o Check if there are any underlying problems, and discuss any link between health
and the workplace

e Discuss whether a referral to Occupational Health is appropriate

e Check the ‘reason for absence’ input by the manager into the HR system and the
start and end dates for the period of absence are correct.



7.1.2  Where the absence is for less than 7 days, the electronic entry on the HR system
provides a sufficient record of the absence period.

7.1.3  Where the absence is for more than 7 days, the employee must provide a medical
certificate (“fit note”) from their doctor confirming their sickness absence.

7.1.4 The meeting should be informal and can be very brief, depending on the nature of the
absence.

7.1.5 Where possible, the cause of the absence should be identified and, where appropriate,
support and guidance provided to try and avoid similar absences in the future,
including any reasonable adjustments that may be appropriate.

7.1.6 The manager should make a written file note of the meeting. A copy of this note
should be kept on the employee’s personal file.

7.2  Informal review meetings

7.2.1  Where an employee’s absence causes concern the manager will hold an informal
review meeting with the individual to discuss their attendance. Trigger points
requiring informal action are:

= certified or uncertified sickness absence exceeding 5 working days in any rolling
six-month period, (pro-rata for part time staff) or

= 3 or more occasions of sickness absence in any rolling six-month period, or

= regular patterns of absence, for example, sickness absence that falls on Mondays
or Fridays, or

e absence levels just below the trigger point on a number of occasions.

7.2.2 The manager should review the employees” attendance record during the last 12-
month period and try to establish the nature and extent of any illness or illnesses.

7.2.3 The manager should verify that the record of absence is correct and try to find out if
there is a particular problem resulting in sickness absence, and whether the GLA can
provide any further assistance to the employee. Where appropriate, the manager
should consider requesting a referral to Occupational Health (see Appendix 2). If a
referral is made, the manager should explain to the employee the reason for the
referral.

7.2.4 The manager should consider whether any reasonable adjustments are necessary, for
example to working hours/patterns of work or physical adjustments (these may be
short or long-term adjustments). See section 12 for guidance on disabled employees
and reasonable adjustments.

7.2.5 The manager should make clear to the employee that a sustained improvement in their
level of attendance is expected and agree an action plan with the employee for
improving attendance. The manager should inform the employee that a failure to



achieve the required improvement within a specified time period might lead to formal
action being taken under the procedure.

7.2.6 The manager should also raise any issues concerning failure to comply with the
sickness reporting procedure at this review meeting, informing the employee that a
failure to follow this procedure might lead to formal action being taken under the
disciplinary procedure and/or loss of pay.

7.2.7 The manager should keep a written note of any meetings with the employee regarding
their sickness absence. The manager should write to the employee within 5 working
days of the meeting to confirm the details and any decisions reached and a copy of
the letter and any notes made by the manager will be placed on the employee’s
personal file.

7.3 Formal sickness review

7.3.1 If, having taken these initial actions, attendance has not improved where it could have
been reasonably expected to, a formal sickness review will be arranged between the
line manager and the employee. A member of the HR&OD Unit will normally attend
meetings at this stage.

7.3.2 The purpose of the meeting will be to:

» bring to the attention of the employee problems with their attendance record
which impacts on their ability to perform the duties of their job

= explain how it fails to meet required standards

= give the employee the opportunity to explain any individual circumstances
affecting their attendance or health, and

= consider any advice received from Occupational Health as to whether there is an
underlying medical reason for absences and whether treatment being received is
likely to improve attendance.

= where appropriate, set targets for improving attendance and decide over what
period the improved attendance will be assessed.

= establish any reasonable adjustments or other support required to encourage
improved attendance. See section 12 for guidance on disabled employees and
reasonable adjustments.

= make clear to the employee that failure to achieve the required standards might
lead to further formal action being taken under the procedure and ultimately to
the termination of their employment.

7.3.3 Employees should be advised in advance (normally 5 working days) and in writing of
the date and time of the meeting and that they may be accompanied by an
accredited trade union representative or work colleague employed by the GLA. (See
also section 10 — Scheduling of meetings.)



7.3.4
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7.4.1

7.4.2
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7.5.1

7.6

7.6.1

The manager will confirm the outcome of the formal review to the employee in writing
within 5 working days and a copy of the letter will be placed on the employee’s
personal file.

Monitoring and review

The length of time the employee should be allowed to demonstrate improved
attendance following an informal or formal sickness review will depend on a range of
factors including:

= the nature of the employee’s illness/personal circumstances

» the employee’s general work and attendance record

= the length of the various absences and the period of attendance between them
The employee’s attendance record should be closely monitored on a regular basis.
Where it becomes apparent during the process of the review that there is no
significant improvement in the attendance record, further action should be taken
immediately.

The relevant action will depend on the circumstances, but could include setting
revised targets and bringing forward the date of the final formal sickness review.
Possible outcomes

Possible outcomes of the management action are:

= Attendance reaches the required standard — this should be recognised and the
employee reminded that this level of attendance must now be maintained.

= Attendance improves but does not reach the required standard — the manager
should consider if further time, reasonable adjustments, or appropriate support will
allow the employee to reach the required standard. The employee should be
informed that no improvement may ultimately lead to the termination of their
contract of employment.

* No improvement — the manager should consult with a member of the HR&OD
Unit and a final formal sickness review should be arranged.

Final formal sickness review

The general format of the final formal review hearing is set out in Appendix 3.



7.6.2

7.6.3

7.6.4

7.6.5

7.6.6

7.6.7

7.6.8

7.6.9

7.6.10

The final formal sickness review will be conducted by the Head of Unit, Assistant
Director or Director.

Employees should be advised in advance (normally 5 working days) and in writing of
the date and time of the meeting. (See also section 10 — Scheduling of meetings.)

Employees will be entitled to be accompanied at the meeting by an accredited trade
union representative or work colleague employed by the GLA.

At the final formal review meeting the Head of Unit, Assistant Director or Director will
consider all the relevant circumstances relating to the individual’s attendance record.

The Head of Unit, Assistant Director or Director may decide to terminate the
employee’s employment on grounds of incapability. A member of the HR&OD Unit
will be present at the meeting to provide advice and to ensure consistency.

When reaching a decision about whether or not to terminate employment, the Head
of Unit, Assistant Director or Director will consider issues such as:

The nature of the illness

The likelihood of the illness recurring or other illness arising

The length of the absences and the periods of good health between them

The need for the work to be undertaken

The impact of the employee’s absence and ill-health on other employees and

service delivery

The implementation of the GLA’s policies and procedures

e An assessment of the individual case, on its own merits

e The actions that have been taken to attempt to enable the employee to
continue in employment (including making reasonable adjustments and
redeployment to an alternative job where appropriate)

e Medical advice received

e Representations made by the employee and/or their representative

This list is not exhaustive and the weight attached to each will depend on the
circumstances of the case, whilst balancing the needs of the employee and the GLA.

If the decision is taken to terminate the employment, the employee will be entitled to
the period of notice as specified in their contract of employment.

The employee will be notified of the decision and the reasons for it in writing within
five working days of the meeting and a copy of the letter will be placed on the
employee’s personal file.

The employee must also be advised in writing of their right to appeal and the
procedure to be followed. The procedure for appeals is set out in section 9.



8.2

8.2.1

8.3

8.3.1

Long-term absence or chronic ill-health procedure
Maintaining contact during long term absence

The manager should maintain regular contact with absent employees. This should be
handled sensitively and may take the form of telephone calls, emails, text messages,
letters, newsletters or home visits. Managers should agree with absent employees
what information they would like to receive and by what means. A note of any
contact should be kept on the employee’s personnel file.

The manager should ensure that the employee provides medical certificates to cover
all periods of absence beyond the first seven days.

The HR&OD Unit will notify the employee in writing when their entitlement to
occupational sick pay is due to reduce or cease.

Whilst absent, the employee must be consulted on any changes affecting their job.

Employees will accrue annual leave during periods of long-term absence. Managers
should consult the HR&OD Unit about how any outstanding leave should be dealt
with on the employee’s return.

Obtaining medical advice

A referral should be made to Occupational Health (see Appendix 2). If a referral is
made, the manager should explain to the employee, either in person or in writing, the
reason for the referral.

Formal review meeting

Where an employee has been absent for four consecutive weeks or more the manager
will hold a formal review meeting with the individual to:

= review the absence and share the information received from Occupational Health
(if available)

= establish any reasonable adjustments or other support required to support
improved attendance. See section 12 for guidance on disabled employees and
reasonable adjustments.

* in cases of chronic ill-health or disability, consider, in the light of Occupational
Health advice, whether redeployment is appropriate.

= explain to the employee that if their absence continues with no prospect of a
return to work, the GLA will need to consider the termination of their
employment.

= set timescales for further review or the next stages in the process.

= confirm the employee’s entitlement to occupational sick pay.



8.3.2

8.3.3

8.3.4

8.3.5

8.3.6

84

8.4.1

8.4.2

A member of the HR&OD Unit will normally attend meetings at this stage. Advice
received from Occupational Health should be considered as to whether there is an
underlying medical reason for absences and whether treatment being received is likely
to improve attendance.

If relevant, the manager should also raise any issues concerning failure to comply with
the sickness reporting procedure at this review meeting, informing the employee that
a failure to follow this procedure might lead to loss of pay.

The review will normally be conducted as a face-to-face meeting, which could be at
City Hall, in the employee’s own home or at another suitable location. Where this is
not practical, it may be appropriate for the review to take place in a telephone
discussion. If it is not possible to hold the discussion by any of these means, it may
be appropriate to hold the review with the employee’s representative, or in their
absence. Advice should be sought from the HR&OD Unit.

Employees should be advised in advance (normally 5 working days) and in writing of
the date and time of the meeting and that they may be accompanied by an
accredited trade union representative or work colleague employed by the GLA. (See
also section 10 — Scheduling of meetings.)

The manager should write to the employee within 5 working days of the meeting to
confirm the details and any decisions reached and a copy will be placed on the
employee’s personal file.

Further formal review meeting

The manager will agree a date to meet again, taking account of any information
from Occupational Health. The length of time that should be allowed to assess any
improvement in the employee’s health will depend on the nature of the employee’s
illness and the particular circumstances in each case, but the date of the review will
not normally be earlier than six weeks and not later than three months after the
initial review meeting. The manager will continue to keep in touch with the
employee. A member of the HR&OD unit will normally attend meetings at this
stage.

The purpose of the meeting will be to:

= Review the absence and share any further information received from Occupational
Health (if available)

= discuss any reasonable adjustments or other support required to support improved
attendance. See section 12 for guidance on disabled employees and reasonable
adjustments.

* in cases of chronic ill-health or disability, consider, in the light of Occupational
Health advice, whether redeployment is appropriate.
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8.4.3

8.4.4

8.5

8.5.1

8.5.2

8.5.3

8.6

8.6.1

= Explain to the employee that if their absence continues with no prospect of a
return to work, the GLA will need to consider the termination of their
employment.

= Set timescales for further review or the next stages in the process.

= Confirm the employee’s entitlement to occupational sick pay.

Employees should be advised in advance (normally 5 working days) and in writing of
the date and time of the meeting and that they may be accompanied by an accredited
trade union representative or work colleague employed by the GLA. (See also section
10 - Scheduling of meetings.)

The manager will confirm the outcome of the formal review to the employee in writing
within 5 working days.

Phased return to work

Where the employee returns to work after a period of long term absence, there may
be circumstances where Occupational Health advises that an employee phases their
return to work over a period of time. A phased return can help the employee
acclimatise themselves back to the work routine and work tasks, whilst also checking
that they are in fact fit enough to return. Pursuing this option may also mean that the
employee is able to return to work earlier than they might otherwise have been able
to. Where appropriate and practicable, phased returns may also involve varying the
employee’s normal duties. Phased returns usually take place over a short period of a
few weeks and would not normally be expected to last more than eight weeks,
enabling the employee to build up their working hours gradually.

The employee will be paid their normal contractual salary for hours worked and their
contractual entitlement to occupational sick pay at the current time for the remainder
of their full contracted hours.

After an absence of some time, the employee will need to be supported by their
manager and colleagues to help them settle back into work. On the employee’s

first day back, the manager will welcome the employee back and discuss with them
implementing a return to work plan.

Possible outcomes of long term absence or chronic ill-health/disability

Where after a period of review Occupational Health advises that:

= the employee is not capable of carrying out the duties of their post, or

= there still no clear prognosis for the employee’s return to work in the near future.

A final formal sickness review will be convened.
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8.6.2

8.7

8.7.1

8.7.2

8.7.3

8.7.4

8.7.5

8.7.6

8.7.7

8.7.8

In the case of chronic ill-health, it is possible that advice may be received that the
employee is no longer capable of carrying out the duties of their post, even though
there has been no sickness absence, or where the degree of sickness absence has
not in triggered action under the sickness absence policy. In such cases, a final
formal sickness review will still be convened.

Final formal sickness review
The general format of the final formal review hearing is set out in Appendix 3.

The final formal sickness review will be conducted by the Head of Unit, Assistant
Director or Director.

Employees should be advised in advance (normally five working days) and in writing
of the date and time of the meeting. (See also section 10 — Scheduling of meetings.)

Employees will be entitled to be accompanied at the meeting by an accredited trade
union representative or work colleague employed by the GLA.

A member of the HR&OD Unit will be present at the meeting to provide advice to
the Head of Unit, Assistant Director or Director and to ensure consistency.

At the final formal review meeting the Head of Unit, Assistant Director or Director will
consider all the relevant circumstances relating to the individual’s attendance record.
The Head of Unit, Assistant Director or Director may decide to terminate the
employee’s employment on grounds of incapability. Where appropriate, the Head of
Unit, Assistant Director or Director may decide to seek redeployment before effecting
termination of employment (see para. 8.8)

If the decision is taken to terminate the employee’s contract of employment, they will
be entitled to the period of notice as specified in their contract of employment.

When reaching a decision about whether or not to terminate employment, the Head
of Unit, Assistant Director or Director will consider issues such as:

The nature of the illness

The likelihood of it recurring or other illness arising

The length of the absence(s) and any periods of good health between them
The need for the work to be undertaken

The impact of the employee’s absence and ill-health on other employees and
service delivery

The implementation of the GLA’s policies and procedures

e An assessment of the individual case, on its own merits

e The actions that have been taken to attempt to enable the employee to
continue in employment (including making reasonable adjustments)

The likelihood of suitable redeployment being available (see para. 8.8)

12



8.7.9

8.7.10

8.7.11

8.8

8.8.1

8.8.2

8.8.2

8.8.3

8.8.4

e Medical advice received
e Representations made by the employee and/or their representative

This list is not exhaustive and the weight attached to each will depend on the
circumstances of the case, whilst balancing the needs of the employee and the GLA.

Before reaching the decision to dismiss a disabled employee on the grounds of ill
health, the relevant Head of Unit/ Assistant Director/ Director and HR&OD Unit
representative must be satisfied that every effort has been made to investigate
alternative employment and to make any reasonable adjustments.

The employee will be notified of reasons for the decision in writing within 5 working
days of the meeting.

The employee will also be advised in writing of their right to appeal and the procedure
to be followed. The procedure for appeals is set out in section 9.

Redeployment on the grounds of capability (ill health)

Where Occupational Health advises that an employee is unable to return to the duties of
their current job because of health reasons, but is able to perform other duties, the GLA

will make every effort to identify suitable alternative employment. Occupational Health

will provide advice on what might be suitable redeployment.

Employees who are able to attend work for other duties during this time should be
given suitable temporary duties to undertake, or, if no suitable duties are available,
the Director may authorise special leave.

The GLA will look for suitable redeployment for a period of three months. This will
incorporate the employee’s contractual notice period. If no suitable redeployment
opportunities have been identified, at the end of the three month period the
individual’s employment will be terminated on the grounds of capability.

Redeployees may be given priority consideration for suitable alternative jobs with the
Authority. Certain categories of redeployee may have priority consideration over others
dependent upon individual circumstances. This will include an interview with the
appropriate manager (in consultation with the HR&OD Unit) from the directorate in
which the vacancy exists. The alternative job may be in the employee’s existing
directorate or in another directorate. Any potential redeployment opportunity should
be checked for suitability with Occupational Health before an offer is made.

If a potentially suitable job has been advertised externally, it may be withdrawn to
allow the redeployee to be considered for the post. If the short-listing stage has
already been reached, then the redeployee may be given priority consideration before
any competitive interview process is commenced.

13



8.8.5

8.9

8.9.1

8.10

8.10.1

8.10.2

8.10.3

9.1
9.2

9.3

9.4

The GLA will look for suitable redeployment at the employee’s existing grade. If no
suitable redeployment is available at the employee’s existing grade, the GLA may offer
alternative employment at a lower grade. Where redeployment is to a lower grade,
there will be no salary protection

Early retirement on grounds of ill-health

Where Occupational Health confirms that an employee is permanently unable to
discharge the duties of their post, and there is no comparable job in the GLA into
which they can be redeployed, if the employee is a member of the local government
pension scheme they may be eligible for retirement with immediate payment of
pension benefits. The level of benefits awarded is dependent on the member’s
expected likelihood of being able to obtain “gainful employment” by age 65. The
HR&OD Unit will confirm any such decision in writing to the employee, giving the
appropriate contractual notice of the termination of their employment.

Terminal illness

When dealing with cases of terminal illness managers must be sympathetic to the
individual circumstances of each case, ensuring that the employee’s concerns are
given serious attention.

Managers should be aware that individuals will be affected differently by their illness.
Some employees will be able to attend work whilst others may find it impossible to
continue working.

In the light of the circumstances and the employee’s wishes, where the employee is a
member of the Local Government Pension Scheme, the Pension Fund Authority will
normally certify that the employee may be retired early on the grounds of permanent
ill health.

Appeals against dismissal
The general format of the appeal hearing is set out in Appendix 4.

Notice of appeal against dismissal should be submitted to the Head of Human
Resources within 10 working days of the date of the written confirmation of the
outcome of the final formal sickness review meeting.

Appellants will be given notice in writing at least 10 working days in advance of the
time and place of hearing.

Documentary evidence to be produced by either party must be made available for the
information of the other party at such a time as is reasonable and practicable in all the
circumstances and in any event to the HR&OD Unit no less than five working days in
advance of the appeal.

14



9.5

9.6

9.7

9.8

10

10.1

10.2

10.3

10.4

10.5

11

11.3

Appeals against dismissals will be heard by the relevant Director, or if the Director has
already been involved at the dismissal stage, by another Director.

The decision of the Director hearing the appeal will be communicated to the appellant
in writing as soon as is practicable.

Should any action be withdrawn, any written reference should be removed from the
employee’s record and the employee notified accordingly, in writing as soon as
possible.

The decision of the Director hearing the appeal is final within the GLA’s procedures.

Scheduling of meetings

Where possible, the timing of all meetings covered by this procedure will be agreed
with the employee. An employee who cannot attend a meeting should inform the
manager in advance wherever possible.

If the employee’s companion cannot attend on a proposed date, the employee can
suggest another date so long as it is reasonable and is not more than five working
days after the date originally proposed by manager. This five day time limit may be
extended by mutual agreement.

If the employee fails to attend the meeting through circumstances outside their
control and unforeseeable at the time the meeting was arranged, the manager should
arrange another meeting. A decision may be taken in the employee’s absence if they
fail to attend the re-arranged meeting without good reason.

If the employee is unable to attend a meeting because of their ill-health,
arrangements may be made for the meeting to take place at their home or other
suitable venue. Advice will be sought from Occupational Health where appropriate.

A decision may be taken in the employee’s absence if it is not possible to hold a
meeting because of the employee’s ill-health. In these circumstances, the employee
will be given the opportunity to submit any representations they may wish to make in
writing prior to the hearing. Any written representations submitted will be taken into
consideration at the meeting in the employee’s absence.

Pregnant employees

Under current employment law, it is automatically unfair to discriminate against or
dismiss an employee for reasons related to their pregnancy. This includes pregnancy-
related sickness absence. Further advice is available from the HR&OD Unit.

If an employee is absent from work because of a pregnancy related illness after the
beginning of the fourth week before their expected week of childbirth, this will
automatically trigger the start of the employee’s maternity leave from the day
following the first day of absence.
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12.1

12.2

12.3

12.4
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12.6

13

13.1

Disabled employees

Where there is concern about the sickness record of a disabled employee, or where the
sickness absence gives rise to a disability, line managers should follow the procedure
already outlined above. However, managers should bear in mind the legal requirement
to make ‘reasonable adjustments” and in these circumstances the following additional
actions set out below should be taken.

When reviewing sickness absence records managers should consider making
adjustments to trigger points for management action where appropriate.

During the informal stage, managers should inquire about the nature of the disability
and try to identify any adjustments that can be made to assist the employee.
Employees should be encouraged to provide as much information as possible, so
managers can act on the information available.

Reasonable adjustments could include, for example, re-allocation of duties, changes
to working hours/patterns of work, physical adjustments or the provision of special
equipment. It could also include allowing the employee time off during working hours
to attend hospital appointments, rehabilitation sessions, assessment or treatment.
Further guidance on making reasonable adjustments is available on the intranet.

The onus will be on the employee to make the line manager aware of their disability.
However, if the employee does not wish to disclose the nature of their disability to
their line manager, arrangements will be made for them to discuss this with a member
of the HR&OD Unit. This person will then be responsible for informing the line
manager of any reasonable adjustments that the employee might need. The nature of
the employee’s disability will be kept confidential.

Before reaching any decision to dismiss a disabled employee on the grounds of ill
health, the relevant Head of Unit/ Assistant Director/ Director and a HR&OD Unit
representative must be satisfied that every effort has been taken to investigate
alternative positions and to make any reasonable adjustments.

Disciplinary action relating to absence
The following issues will be dealt with under the GLA Disciplinary Procedure:

= failure to follow the sickness absence notification procedure without good reason

= failure to provide medical certificates when required

= abuse of the sickness scheme e.g. undertaking paid or unpaid employment
elsewhere while absent on sick leave or engaging in activities inconsistent with
sickness absence

= falsification of medical certificates

= a continuing pattern of unauthorised absences

= failure to attend Occupational Health referrals or informal/ formal meetings
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13.2  On each occasion of misconduct, action should be taken, following investigation, in
accordance with the Disciplinary Procedure.

14 Other relevant information

14.1  The GLA has a number of employment policies, procedures and initiatives which
support the health and well-being of employees. Further information is available on
the intranet:

Guidance on reasonable adjustments

Health & safety policy

Stress management policy

Employee assistance programme

Health screening

Flexible working policy

Trade in of annual leave for health-related benefits

Staff discounts for gym membership and other health-related services

17



Appendix 1

Procedure for notification of sickness absence

1.

10.

Managers are responsible for ensuring that employees are clear about the Authority’s
procedure for reporting sickness absence. Managers must explain the standards of
attendance required of individual employees as part of the induction process.
Managers will also review attendance records as part of the probationary and
performance review process.

Assistant Directors /Heads of Unit are responsible for implementing the Authority’s
reporting procedures and for ensuring the full and accurate collection of sickness
absence data within their Sections.

Employees who are absent from work due to sickness or injury must notify their line
manager as soon as possible on the first day of absence and by no later than 10am.

The unavailability of the line manager is not a sufficient reason for the sickness not to
be reported and in these circumstances, managers must designate an alternative
contact point. Brief details of the illness should be provided to the line manager and
individuals should provide an indication of when they are likely to return to work.

Following the notification of absence on the first day, the line manager will log onto
People Manager and open a sickness absence period for the employee. Where known,
the line manager will include the reason for absence and the anticipated return date.

The absence period remains ‘open” on the system until the employee returns to the
office.

Managers should try to maintain reqular contact with employees, especially if it
appears that the individual will be absent for some time. Similarly, employees should
also keep in regular contact with their managers during the period of absence.

The line manager will meet with the employee at the end of the absence period to
conduct the ‘return to work” meeting. At the meeting the line manager and employee
will confirm the “sickness absence category” and the absence dates.

Following the meeting, the line manager will log onto People Manager to complete
and close the sickness absence record. The absence period will calculate and update
overnight. The employee will be able to view the absence record via their Employee
Self Service (ESS).

An entry on the HR System should be completed for each occasion of absence,

irrespective of the length of absence and/or whether a doctor’s certificate has been
submitted.
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11.

12.

13.

14.

For absences of seven days or less the HR System entry provides a sufficient record.
On the eighth day of continuous sickness absence (including weekends) employees
should provide their line manager with a GP’s Fit Note, to sit alongside the system
record.

The information provided on fit notes and held in the HR System must be treated in
the strictest confidence.

Managers are responsible for reminding employees that, if there is a period of absence
not reported correctly or covered by a fit note, there may be a loss of entitlement to
sick pay. The GLA reserves the right not to accept back dated medical certificates.

Where an employee falls sick or is injured while on annual leave, the employee may
be granted the same number of days' replacement annual leave as the number of
days lost due to sickness or injury, at the absolute discretion of the HR&OD Unit,

provided that:

The total period of incapacity is fully certificated by a qualified medical practitioner.
Where the employee is overseas when they fall ill or is injured, evidence must still be
produced that the employee was ill by way of either a medical certificate or proof of a
claim on an insurance policy for medical treatment received at the overseas location.

The employee contacts their manager (by telephone if possible) as soon as the know
that there will be a period of incapacity during annual leave.

In these circumstances, the employees annual leave and sickness absence records on
the HR system will need to be adjusted manually by the HR&OD unit.
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Appendix 2

Occupational health service referrals

1.

The manager will make the decision to refer an employee to the Occupational Health
service, in consultation with the HR&OD Unit. There is no facility for employees to
refer themselves to Occupational Health.

The role of Occupational Health is to provide impartial medical advice to
management on the impact of a clinical condition on an individual’s ability to
perform their duties. Advice sought will include the prognosis and timescales for
recovery, the likelihood of further absence in the future and advice on any
recommended adjustments in the workplace.

Information provided by Occupational Health will be used by the GLA to make an
informed decision about an employee’s employment.

Before requesting a referral to Occupational Health the manager must explain to
the employee why they are being referred.

The HR&OD Unit will liaise with Occupational Health to arrange the appointment.

As part of the assessment, Occupational Health may need to contact the
employee’s GP or hospital consultant for further information, subject to the consent
of the employee.

The Access to Medical Reports Act 1988 allows individuals access to medical reports
prepared by a medical practitioner who has responsibility for the care of that
individual. Employees will be asked to sign a consent form to allow Occupational
Health to approach the employee’s GP or consultant for information. The employee
has the option under the Access to Medical Reports Act to:

a) Withhold their consent;
b) To consent to the application for a report but state that they would like to see the
report prior to it being sent to the HR&OD Unit.

Following the assessment, Occupational Health will send any advice in writing to
the HR&OD Unit. A copy will be sent to the employee at the same time. This
advice is confidential to the manager, the HR&OD unit and the employee. The
advice will not include disclosure of any confidential medical information without
the employee’s consent.

Employees are required to attend appointments with Occupational Health. If an
employee refuses or fails to attend an appointment, and is unable to provide an
appropriate explanation, this may lead to disciplinary action. It is in the interests of
the employee to attend appointments with Occupational Health. This will enable an
informed decision to be made regarding an employee’s health and their
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employment with the GLA. If medical information is not available, the GLA will take
action under the sickness absence policy based on such information as is available.
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Appendix 3

Final formal sickness review procedure

1. The Head of Unit, Assistant Director or Director conducting the review should introduce
all parties present and explain the purpose of the review. The Director / Head of
Service should ensure that everyone has the documentation that will be referred to at
the hearing.

2. The employee’s line manager will present the facts of the case.

3. The other parties may question the line manager on the presentation in the following
order:
e the employee or their trade union representative / work colleague

e the Director / Head of Service

4.  The employee will then present their case.

5. The other parties may then question the employee on the presentation, in the following
order:

e the line manager

e the Head of Unit / Assistant Director / Director

6.  The employee or their trade union representative/work colleague will have the
opportunity to sum up their presentation, without introducing any new evidence, and
the line manager will then have the opportunity to sum up their presentation.

7.  The Head of Unit / Assistant Director / Director will then ask both sides to withdraw
and will reach a decision on the basis of the evidence presented in the course of the
review. The Director / Head of Service may call an adjournment in order to consider the
decision more fully.

8 Once a decision has been reached, the Head of Unit, Assistant Director or Director may
decide to recall both parties to inform them of the decision. The decision should, in any
event, be confirmed in writing to the employee within five working days and copied to
the employee’s representative and to the line manager.

9.  The Head of Unit, Assistant Director or Director may require that other evidence should
be produced in order to ensure that all the necessary facts can be considered before
making a decision on the case. The Head of Unit, Assistant Director or Director may
decide to adjourn the review meeting to allow for this if necessary.
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Appendix 4

Final formal sickness review - appeal hearing procedure

1. The officer hearing the appeal (referred to as the Appeal Hearing Officer) should
introduce all parties present and explain the purpose of the hearing. The Appeal
Hearing Officer should ensure that everyone has the documentation that will be
referred to at the hearing.

2. The appellant or their trade union representative or work colleague should present the
grounds for the appeal.

3. The other parties may then question the appellant on the grounds of appeal in the
following order:
e the original Hearing Officer
e the Appeal Hearing Officer

4, The Hearing Officer will then respond to the appeal, setting out the justification for
their original decision.

5. The other parties will then question the Hearing Officer in the following order:
o the appellant or their trade union representative / work colleague
e the Appeal Hearing Officer

6. The Hearing Officer, followed by the appellant will then sum up their respective
cases without introducing any new evidence.

7. The Appeal Hearing Officer will then ask both sides to withdraw in order that they can
consider their decision.

8. The decision of the Appeal Hearing Officer may be given to the parties verbally after
deliberation or later in writing. The decision should, in any event be confirmed in
writing to the appellant within five working days and copied to the appellant’s
representative and to the Hearing Officer.

9. The decision of the Appeal Hearing Officer is final within the GLA’s procedures.
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Appendix 5

Specifi

1.1

1.2

1.3

c provisions for designated staff

Formal action against Head of Paid Service (HOPS) appointees managed by
Mayoral appointees

Mayoral appointees may undertake informal and formal sickness reviews relating to
HOPS appointees in accordance with this procedure, except where the potential
outcome is one of dismissal.

When it becomes apparent that dismissal may be an appropriate outcome, the
manager will refer the matter to the Executive Director of Resources, who will make
arrangements for the final formal sickness review to be dealt with by a HOPS
appointee or other appropriate individual instead. In the event of an appeal
against dismissal, the hearing officer will also be a HOPS appointee.

Mayoral appointees may give evidence in formal sickness reviews, regardless of the
potential outcome, in compliance with this procedure.

If this document is in printed format, it may not be the current version.

Before subsequent use, check with the document’s author.

Document author [

Issue no. 2

Date of release April 2010

Approved by Head of Paid Service for all s.67(2) appointments.

The Mayor for all s. 67(1) appointments.
The Mayor and Assembly for the Statutory Officers.

Next review date November 2016

Status Live

Issue no. Description of change Release Date

1 Original version.

2 Updated following review. April 2070

3 Updated following review. November 2013

4 Updated to reflect changes to recording process using People Manager on I- | 1 February 2016
Trent.

5 Minor changes to language to remove gendered terms e.g. he/she and August 2018
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| inclusion of gender identity and gender expression.
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Recruitment and Selection Policy

1.

1.1

1.2

1.3

1.4

1.5

1.6

2.1

2.2

2.3

24

3.1

3.2

Introduction

The Authority recognises its staff as being fundamental to its success and is
committed to ensuring the staff with the right skills and abilities are employed
by the organisation. Appointment of the highest calibre candidates is dependent
on effective recruitment and selection processes.

The Authority aims to recruit a workforce at all levels that reflects the rich
diversity of London’s population. Equality of opportunity is integral to the
recruitment process and therefore, it is important to ensure the processes used
for recruitment and selection are fair, consistently applied, transparent, objective
and efficient.

The Recruitment and Selection policy will cover all aspects of the recruitment
process from the revision or development of the job description through to the
appointment stage. The policy has been prepared with reference to UK
employment legislation and best recruitment practice.

The policy should be read in conjunction with the managers” guidelines on
recruitment, the appropriate sections of the Head of Paid Service Staffing
Protocol and the Competency Framework and guidelines.

Directors or heads of unit are responsible for ensuring that the recruitment and
selection policy are fully implemented in their respective areas.

The Assistant Director, Human Resources and Organisational Development has
overall responsibility for reviewing the recruitment and selection policy in
conjunction with the Resourcing Manager, managers and Unison.

Scope

This policy applies to the recruitment and selection of all staff to the GLA.

It normally applies to all fixed-term, secondment or substantive appointments
advertised internally and externally.

Engagement of ‘temporary agency workers is covered by the “Temporary agency
workers — manager’s guidance’.

The appointment of consultants is covered by the Authority’s Contracts and
Funding code.

Principles
All appointment decisions will be made on merit.
The Authority will ensure the recruitment and selection of its staff is conducted

in a professional, timely and responsive manner and in compliance with current
employment legislation and best recruitment practice.

October 2017



33

34

35

4.1

4.2

4.3

4.4

5.1

52

6.1

6.2

The Authority will provide appropriate training and support to those involved in
recruitment and selection and panel members must attend the training before
participating in recruitment and selection activities.

Recruitment and selection is a key public relations exercise and should enhance
the reputation of the authority.

The Authority will adhere to these principles to ensure the best candidates are
appointed fairly.

Responsibilities

The chair of the panel is responsible for the final selection decision, having
taken responsibility to ensure that the recruitment and selection policy has been
applied and adhered to.

The manager, in liaison with the recruitment team, is responsible for preparing
and agreeing a recruitment plan ahead of each campaign. Particular attention
should be paid to the timescales and responsibilities contained within the
managers’ guidelines.

The Head of HR is responsible for the advertising budget and will ensure that
the choice of advertising media represents value for money.

The resourcing team are responsible for managing the recruitment and selection
process in line with the recruitment plan agreed with the manager.

Preparation

To commence the recruitment process the manager must seek authorisation by
completing an “approval to fill a vacant post” form or a Short Term Assignment
Form and forwarding a signed copy to the recruitment team.

To ensure the most transparent and effective recruitment process, the recruiting
line manager must ensure adequate preparation takes place before the
advertisement is placed. This includes, ensuring that the job description and
person specification are accurate, evaluated and the necessary steps are taken
to plan the selection process and timescales for each stage of recruitment.

Documentation

All stages of the selection process will be documented. This will require records
of selection decisions at shortlist and interview stages and will include clear
reasons for rejecting the applicants at each stage.

Completed documentation must be returned to the recruitment team following

each stage of the process. In line with the Data Protection Act (1998), the
Authority is committed to ensuring any personal information collated during the
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6.3

7.1

7.2

7.3

7.4

7.5

7.6

7.7

7.8

recruitment process remains confidential and is only referred to for recruitment
related purposes.

The Authority’s policy for retaining recruitment documentation, including
personal information, monitoring forms, interview notes and test scores is as
follows:

e The application form of appointed candidates will be retained on the
employee’s personal file

e The appointed candidates interview notes and test scores will be held on
the central recruitment file for a period of 6 months.

e The application forms, interview notes and test scores of those
candidates who were not appointed will be held on file for a period of 6
months from the interview date. At 6 months, all information relating to
the non-successful candidates will be removed from the Authority’s files.

Advertisements

Normally vacancies will be advertised internally first to provide staff with
development opportunities. If there is evidence that the skills and experience
required are not available in-house, then the post will be advertised internally
and externally at the same time.

The principles of advertising posts will be subject to the organisational position
at any given time.

Internal vacancies will normally have a minimum advertising period of one week.

Internal vacancies are advertised through London@Work and the intranet for
eligible Authority staff to apply or through the GLA Group secondment scheme
to widen the potential pool of applicants. If no appointment is made via the
internal recruitment process, then the post can be advertised externally.

Online recruitment websites are the Authority’s main approach to advertising.

External vacancies will normally have a minimum advertising period of two
weeks. Vacancies will be advertised externally via the Authority’s vacancy page
and other online recruitment sites.

The recruitment team will advise managers on advertising options for each
campaign, ensuring the most cost effective solutions for attracting a suitable
pool of candidates. One of the characteristics of a suitable pool of candidates is
one which is ethnically and gender diverse. HR may make additional efforts to
attract suitable candidates if the initial application pool is not sufficiently
diverse.

All adverts will include a flexible hiring statement to promote the GLA’s inclusive

approach to working flexible working, unless a business case is provided clearly
outlining why the role cannot offer flexible working options.
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8.1

8.1

8.2

8.3

9.1

10.

10.1

10.2

11.

Adverts with national and local press or specialist trade publications will only be
considered for senior level roles, posts that are difficult to fill or for large or
targeted campaigns, subject to a business case from the recruiting manager.

Selection

For all vacancies, the selection process will consist of short-listing and interview
as a minimum. The manager may also decide to include a test exercise as part of
the interview process or as a long-list method, if a large number of high quality
applicants have applied.

All selection exercises will be against the criteria outlined in the job description
and person specification, which includes technical experience, skills,
qualifications and behavioural competencies. The process must be evidence-
based and candidates asked to demonstrate their relevant skills, competencies,
experience and qualifications to perform the role as outlined in the person
specification.

Short-listing must be undertaken by at least two people who are involved in the
interview process. Interviews for substantive vacancies must be conducted by a
panel of at least three people and interviews for fixed-term contracts or
secondments, a panel of at least two people. Panel members must have
attended the Authority’s recruitment and selection training course. Wherever
possible, the panel should be representative.

All selection decisions must be based on merit, against the person specification
and recorded. Each member of the interview panel will be responsible for
independently scoring each candidate against the selection criteria before an
objective discussion by the panel is taken to reach an appointment decision.

Offers of Employment

Once a decision has been made, recorded and documented and the manager has
confirmed with the recruitment team that the applicant has provided proof of
eligibility to work in the UK, an offer of employment may be made. The offer
will be made in line with the pay and grading rules and will be subject to the
applicant satisfactorily completing all of the required pre-employment checks as
set out in section 11.

Feedback

The panel are responsible for ensuring all candidates are notified of the
interview outcome and for providing each interviewed candidate with feedback
within a reasonable timeframe.

All feedback should be provided verbally over the telephone (or in person for
internal candidates). If a candidate requests for their feedback in writing, the

panel should contact a member of the recruitment team before this is provided.

Pre-employment clearances
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11.2.

11.3.

11.6.

11.7.

11.8.

The pre-employment clearances outlined in this section need to be satisfactory
to the GLA before the appointment can be confirmed and a start date letter
issued. The HR team, where necessary, may take additional steps to address any
adverse information (see 11.8)

Eligibility of Employment

All shortlisted candidates will be asked to provide proof of eligibility of
employment to the recruitment team when they attend their interview. The
recruitment team holds a comprehensive list of documents that may be
accepted as proof of eligibility of employment.

References

In order to ensure an effective and robust selection process, two written
references are to be obtained before the contract of employment is confirmed.
Where possible, both references should be from previous employers (one being
from the current or most recent employer). The human resources group will
request references, once an offer has been made.

Qualifications

Some Authority posts require specific academic or professional qualifications in
order to perform the duties of the post. If a qualification is a requirement of the
role, shortlisted candidates will be asked to provide proof of qualifications to the
recruitment team when they attend their interview.

Occupational Health Screening

Prospective employees will be required to complete a health questionnaire and,
in some cases, attend an occupational health interview and receive medical
clearance before they start as part of the pre-employment process. This will
ensure that the candidate is fit to perform the duties effectively and ensure that
obligations under health and safety legislation are met.

Unspent criminal convictions, cautions or bind-overs (self-declaration)
Applicants complete a self-declaration form, which provides details of criminal
convictions, cautions, or bind-over orders that are not spent. This information is
not available to selection panel and only at conditional offer stage, the HR team
review the information provided in this section.

Criminal Records Checks

Some Authority posts require a criminal record check to be obtained because
the post holder will be required to work with children and/or young people as
part of their duties. Prospective employees must not commence employment
with the Authority unless a criminal record check has been returned from the
Disclosure and Barring Scheme (DBS) granting clearance for the individual to
begin employment with the Authority.

Steps to address any adverse information provided as part of the pre-
employment checks may include:

Contacting the candidate to clarify information provided in the application form
(and verifying it when necessary);

Referral to Occupational Health;

Validating referee details;
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Contacting an academic/professional institution to prove necessary level of
qualification is met in the absence of a formal certificate

Requesting explanations for, and evidence relating to, significant gaps in recent
employment; and

Gathering more information on any unspent convictions and whether the
nature/severity of the offence will pose any risk (whether reputational or
otherwise) to the GLA, or impacts on the role for which they have applied.

If it is a condition of the role to hold DBS clearance and this clearance fails, it is
highly likely the offer will be withdrawn.

12.

12.1

12.2

12.3

13.

13.1

13.2

13.3

13.4

Monitoring

All applicants will complete an application form, which includes a separate equal
opportunities monitoring form. The monitoring form is removed from the
application prior to the short-listing stage and is only seen by the recruitment
team.

The information collated from the monitoring forms will be used for monitoring
purposes only and to assess the Authority’s performance against diversity
targets and equal opportunities policy. Monitoring reports will be produced by
the resourcing manager on a quarterly basis and shared with directors and heads
of service.

The shortlist and interview panels will be provided with anonymised reports of
candidates applying for and being shortlisted by ethnicity, gender and disability.
The panels should use the reports to satisfy themselves that, where possible, the
applicant pool is representative of London’s diverse community.

Equal opportunities and diversity

The HR group carry out a range of activities aimed at attracting and recruiting
applicants from a wide range of minority groups. These activities include:

e Delivering ‘get a job” workshops for charities and organisations
representing minority groups.

Where possible, aim to provide representative selection panels.
Guaranteed Interview Scheme

Targeted campaigns to attract widest pool of applicants

Provide “‘name-blind” applications to shortlist panels.

This policy recognises the importance of ensuring applications are ethnically and
gender diverse, which is why additional efforts to attract suitable candidates
may be made in certain circumstances if the application pool is not sufficiently
diverse.

It is also important that the shortlisted candidates are as diverse as possible and
selection panels are asked to consider this before finalising any shortlist.

The Authority operates a guaranteed interview scheme for disabled candidates.
Those candidates who demonstrate ‘acceptable performance’” against the
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requirements outlined in the person specification will be guaranteed an
interview. More information about the guaranteed interview scheme is available
on the intranet.

13.5 Reasonable adjustments must be made to the selection process and/or
workplace to enable disabled individuals to participate in the recruitment and
selection process on an equal basis, obtain, and remain in work.

14. Complaints

14.1  Applicants who feels they have been treated unfairly or that the principles of
this policy have been breached can make a complaint to the resourcing
manager. If resolution is not reached, the complaint will be dealt with through
the Authority’s complaints procedure, or if more appropriate, the GLA Grievance

Procedure.
Document author I (Resourcing Manager)
Issue no. 2
Date of release October 2017
Next review date October 2021
Status Live
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