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Background

The Local Government Staff Commission for Northern Ireland in consultation with Councils, Association for Public Service Excellence, Local Government Services Management Board (Dublin) the Public Service Reform Unit (OFMDFM), Northern Ireland Housing Executive, Equality Commission NI, Labour Relations Agency, Northern Ireland Joint Council, Northern Ireland Public Service Alliance, Society of Chief Personnel Officers, Chief Executives, Human Resource and equal opportunities professionals from fifteen Councils have contributed to the development of these Human Resource Standards.
It is hoped that Councils and other public sector bodies will use these Human Resource Standards flexibly to define best practice and to lead an improvement agenda in Human Resources.

Objectives of the Human Resource Standards Initiative

To develop a range of Human Resource Standards that will:

· Be informed by best practice already existing in local government organisations in Northern Ireland and elsewhere

· Be based on existing quality standards and approaches including ‘Best Value’

· Be simple and accessible in terms of content and assessment

· Be based on a continuous improvement model

· Be driven by the expressed views of the user group

· Give the organisation and the Local Government Staff Commission the means to measure current levels of human resource performance and the impact of targeted initiatives 

To develop an agreed approach to measurement and assessment against the Human Resource Standards that will add value to the work of Human Resource professionals in Councils and in other public bodies.
Content of Human Resource Standards

The Standards consist of a series of indicators of good practice.  In order to ensure an improvement process four levels of evidence or achievement have been defined against each indicator as follows:

1.  Level 1/Establish This reflects both ‘legal’ compliance and basic good practice.
2.  Level 2/Strengthen This is a definition of better practice and an improvement approach.  

3.  Level 3/Strategic Integration This defines how well the indicator is embedded into how the organisation plans and manages its whole operation. 

4.  Evidenced by the Following Outcomes and Measures This defines how the organisation can demonstrate improvements in quality, efficiency and effectiveness arising from the steps taken particularly at Level 3/Strategic Integration.  It seeks to ensure that the processes and approaches used by the organisation are having a real and demonstrable impact.
Assessment Planning Checklist

Name of Council / Organisation:

Council / Organisation Contact:

Position:

External Assessors:

What does the organisation and / or the Human Resources Unit hope to achieve from taking part in assessment against the Standards?

Will the assessment include all four sections of the Standards or one or more parts?

State which: _________________________________________________________

Who will be involved in completing the self-assessment in each section of the Standards?

Overarching:   _______________________________________   
Employee Relations: __________________________________ 

Equality of Opportunity: ________________________________
Learning and Development: ____________________________
Date of Presentation to External Assessors: ________

Method of Presentation:

Oral presentation to Assessors with questions:  ________

Written presentation with questions and discussion: __________

Other (specify): _______________________________________________________ 

Will any information be sent to the Assessors in advance?

If yes, specify: ________________________________________________________

You may wish to delay completing the rest of the Assessment Planning Checklist until after the Self Assessment results have been discussed by the Human Resources Unit and the External Assessors.
External Assessment Planning Checklist

Following self-assessment have the hoped for outcomes changed from what was stated earlier?

Dates of the External Assessment:

Assessor Availability (please tick as appropriate):

Assessor


Date



Morning 


Afternoon

Date



Morning


Afternoon

Assessor


Date



Morning 


Afternoon

Date



Morning


Afternoon

Date



Morning


Afternoon

Assessor


Date



Morning 


Afternoon

Date



Morning


Afternoon

Date



Morning


Afternoon

The following people will be interviewed:

· Chief Executive

· One other senior manager / director

· Elected Members (2 or 3, at least one of whom should be elected at or since the last full Council election)

· Trade Union representatives (if more than one trade union is recognised, at least two should be interviewed or if possible all in a group interview setting)

· Representative group of managers / supervisors / team leaders (from different sections / services and at different levels of management)

· Representative group of employees from all sections and services, including, professional officers, clerical and administration, those in front line and / or operational roles

Overall 3 – 10% of the employees should be included (see precise guidance on numbers later in this document) depending on numbers and reflecting guidance given on staff selection.
Methods of Assessment:

Individual interviews, small group interviews, large group interviews, other

Specify:

Documents needed:

Method of documentary review:
Approach to Follow up Feedback and Action Planning:

Assessment Planning

Broad Principles:

· The emphasis should be on assessment and validation rather than inspection.
· Assessment should include self assessment and some form of external / third party validation.
· The outcomes of assessment should be confidential to the organisation.
· Assessment should be a voluntary exercise. 

· Assessment should add value particularly to the work of Human Resource professionals in Councils in Northern Ireland.
· The assessment process should both direct and add value to the Northern Ireland Local Government Staff Commission’s work in developing local government organisations and staff.
· The format and approach to assessment will evolve as the Standards develop.  There will be openness and transparency in the approach to the development of these Standards.
The pilots of the Standards have demonstrated that they provide a robust assessment process and that they genuinely add value to the work of Human Resource professionals.

These Standards will continue to be developed and in the future may include a scoring matrix with a view to being able to identify and recognise best practice achievement in human resource management with the option of accreditation.

Assessing Against the Standards

The Human Resource Standards consist of 16 indicators each supported by a number of evidence requirements.  In assessing the level that the organisation has reached with respect to each indicator the following should be adhered to:

Level 1/Establish are the initial policies and procedures needed to address the indicator.
Level 2/Strengthen are improvements leading towards better practice against the indicator.
Level 3/Strategic Integration is the integration of the activities relating to this indicator into the organisation’s strategies and management.
Evidenced by the Following Outcome Measures are the outcome measures by which the organisation can demonstrate impact of the action they have taken in respect of this indicator.  This is not a separate level.  It is intended as the evidence that Level 3/Strategic Integration has had a genuine effect on the organisation. 

Achievement is cumulative, for example, it is not possible to achieve Level 3 without having achieved all requirements at levels one and two. 

Assessment should seek to establish which level the organisation is currently working at.  For example, an organisation that has achieved some elements of Strengthen / Level 2, all at Level 1/Establish and one some at Level 3/Strategic Integration would be described as:  

‘Has achieved Level 1  

Currently operating at Level 2 / Strengthen’
If none of the evidence requirements at Establish / Level One for a particular indicator then it would be described as: 

‘Currently operating below Level One / Establish’ 

Each indicator will be scored separately and achievement will be noted by stating the number of indicators that the organisation is operating at:

Level One / Establish


Level Two / Strengthen


Level Three / Strategic Integration

An organisation that has achieved all evidence requirements for a particular indicator and can also demonstrate all outcome impact requirements will be described as having: 

‘Fully achieved’ this indicator 

Where there is mixed evidence of achievement, an evidence requirement would not be met unless a significant percentage (higher than 80%) of the evidence confirms achievement.  For example, employee interview responses must confirm at the 80% or better level.  

The assessor’s role is to challenge, query and confirm or not achievement in doubtful areas.  Action Plans arising from the assessment should emphasise issues relating to such mixed evidence.

Where the indicator requires ‘appropriate training or support’ the measure of ‘appropriate’ should be whether or not the target group for the training or support feel it is sufficient.

The Assessment Process
The following are the main steps in the assessment process:

Initial Planning  
This will usually take the form of a short meeting between one or more of the assessors and the Human Resource professionals in the organisation being assessed.

The assessors will discuss the assessment options, the approach to self assessment, answer the organisation’s questions and agree the following:

· The date of the Self Assessment feedback from the organisation’s Human Resource professionals to the assessors.
· Who will complete each part of the Self Assessment and format of the presentation?
· The organisation’s expectations from the assessment process and the follow up. 

Assessment Options

The assessment process is intended to be flexible and the Human Resource Standards can be used in a number of ways, for example:

· Wholly internal self assessment by Human Resource professionals, 

· Internal assessment involving senior managers presented to an external assessor,
· Internal assessment followed by validation interviews by an external (or internal) assessor with a cross section of staff from all departments and in a range of jobs,
· Internal assessment followed by external assessment (i.e. presentation to and staff interviews by an external assessor) and the external validation of the result through presentation to a Local Government Staff Commission panel.
The composition of the Staff Commission panel would vary depending on the reasons for the assessment but could include; 

· Staff Commission Professional and Policy Officers and / or Commission Members.
· Representatives from bodies with accepted responsibilities in one or more areas of the Standards, for example, Equality Commission, Labour Relations Agency, Public Service Reform Unit, Society of Chief Personnel Officers, Society of Local Authority Chief Executives, Association for Public Service Excellence.
· Human Resource professionals, Chief Executives or other Officers from other Councils.
· Human Resource professionals or other Officers from other public and / or private sector bodies.
· Individuals with specific background or expertise who could add value to the process, for example, accredited practitioners of Investors in People, Charter Mark, European Foundation for Quality Management (EFQM) Model and the International Organisation for Standardisation (ISO).

In addition, the Council being assessed may wish to choose whether to be assessed against the full set of the Standards or against specific indicators relating to Learning and Development, Employee Relations, Equality of Opportunity or the Overarching indicators.  The Council may choose any combination of these four.  However, it is expected that most will be assessed against the full set of Standards.
There are also a number of options possible in relation to the external part of the assessment.  In most cases this will involve:

· Presentation of the results of self assessment by the Human Resource professionals.
· Checks on the existence of documentary evidence (unless specifically requested the assessment will not validate the content of policies and procedures.  Where appropriate the assessor may seek assurance that they have been developed using a good practice guide).
· Interviews with the Chief Executive, other senior managers, trade union representatives, managers, supervisors and team leaders, professional officers, clerical and administration staff, what are known as ‘former manual’ staff, leisure centre and other staff, elected members.
Interviews may be individual in small or large groups.  In most cases interviews with the Chief Executive, senior managers, trade union representatives and elected members will be individual or in small groups.
In selecting staff for inclusion in groups individuals should not be interviewed with their line manager / supervisor.
Self Assessment
The Council being assessed should complete the Workbook Self Assessment questions and assemble the documentary evidence for the assessors to review.  Interview evidence will be gathered by the assessors.
The Model Documentary Evidence included in this Workbook is for guidance purposes.  No specific document is required unless the indicator or evidence requirement specifies it.  Similar documentary evidence available in a document with a different title is equally acceptable.

Prior to the assessors’ visit Human Resource professionals should seek to establish the level the council is ‘operating at’ and the levels it has already ‘achieved’ against each indicator.  This will form the basis of the initial discussion with the assessors.  It is anticipated that the self assessment will change during the external assessment.

Self Assessment should normally be by the organisation’s Human Resource professionals using the Workbook (there are two versions of the Workbook, one that poses the questions and the second which has the same content but with model answers).  The Workbook was developed from the indicators and evidence requirements.
Evidence from Self Assessment might include: 

· Staff / management judgements

· Outcomes of staff and stakeholder surveys

· Results of internal interviewing of a sample of staff

· Procedures, systems, minutes of meetings and other documents 

· Results of external assessments for example by the Equality Commission, Labour Relations Agency, Investors in People, Chartermark

· Any other objective evidence particularly evidence from a third party that has not been generated for the purposes of this assessment

· The inclusion of a ‘Critical Friend’ in the Self Assessment process who will sample the evidence

The Critical Friend is entirely an internal matter for the council and will be selected by them.  The following are likely candidates for this role:

· Human Resource professionals from another Council or other bodies

· Professional staff from bodies such as Labour Relations Agency, Equality Commission NI particularly if the focus of the assessment is on their area of interest

· Professional staff with suitable experience contracted for the role
External Assessment
The first stage in the assessment should be a review and sampling of the documentary evidence presented by the council and interviews with Human Resource staff.  This will help to:

· Establish some of the levels already achieved against the various indicators, particularly where these require policies and procedures to be in place.  

· Identify what questions need to be asked and to which groups of interviewees.  

· Model Documentary Evidence and Model Interview Evidence given in this Workbook are examples only.  If you can establish compliance using other evidence this is equally acceptable.  Assessors should check the existence of at least 30% of the documents and focus on those areas where you are concerned that the documents do not present sufficient evidence.
· Interviewees should include HR professionals, the Chief Executive, at least one other member of the senior management team, at least one trade union representative and a percentage of managers and employees from all departments, locations and job roles chosen by you.  Smaller locations, departments, units and job roles can be grouped where covering all job roles, locations and departments makes interviewing impractical.

· The percentage of staff interviewed will reduce depending on the size of the Council.  The main deciding factor should be that the assessors are able to interview staff from across the organisation.  However, by way of broad guidance the following is recommended. 

	Number of Employees
	Percentage to be interviewed

	Up to 250
	10%



	250 – 500
	8%



	500 – 750
	6%



	750 – 1000
	4%



	1000+
	3%




· Where possible the assessors should interview as few employees as possible while being able to check compliance across the organisation

· Interviews should also include employees who are, part time, full time, casual, male, female, long serving and recent recruits (within the last two years) as well as those who have been in the same post for more than two years and those who have changed jobs within the last two years. 

· Interviewees should include male / female in approximate proportion to their numbers.  
· Members of different communities, ethnic / racial groups, sexual orientation, those with long term illnesses / disabilities and those with children and / or dependents should be included but should not be selected specifically for that reason.  They should be included as part of a random selection.  If it becomes clear that a significant group of staff have been omitted by this random selection then a new selection should be made.  
· At least two Elected Members should also be interviewed including at least one who has joined at or since the last full election to Council.  

· It has been found beneficial to hold large group interviews (up to 25 employees).
· Interviews should be face to face but telephone interviews can be used where travel is impractical.  Duration should be approximately: 

15 – 20 minutes for individual employees 

20 – 30 minutes for managers, small groups of employees (2 – 5) and trade union representatives 

45 – 60 minutes for senior managers and for large group interviews (more than six employees)  

3 – 5 hours with HR professionals (self assessment presentation)

These times are intended to give broad guidance only.  The number of sections of the Standards that are being assessed will have a significant impact on the length of interviews.

The views of individuals and groups should be confidential.  However, in respect of Human Resource professionals, trade union or other staff representatives, elected members and senior managers this will not be possible and should be made clear.  

Individuals are being interviewed on their own experiences and views and are not representing the views of anyone else or any other group.
Interviewees should also be informed that the questions will not be of a personal nature.  However, if they reveal something of a personal nature during the interview and the interviewer considers that to be relevant (for example in the context of Equality of Opportunity) this might be recorded and the information might be used to inform any report arising from the assessment.

Decisions on the levels already achieved and level at which the Council is currently operating on each indicator should be made by the assessor without reference to the Council’s view of their own performance (except insofar as this has been identified at interviews) in the first instance.
Guidance has been given on levels acceptable (usually 80% for interview evidence and 60% for survey evidence).  For some indicators there is a statement on the need for consistency in responses, in these cases (for example Equality) a small number of examples of non-compliance could result in the level not being achieved.  

A comparison of the assessors’ assessment and the Council’s own self assessment should be undertaken following your review and levels agreed for each indicator. 
If this agreement is not possible, a Local Government Staff Commission Professional Officer not involved in the assessment process should be asked to arbitrate and their decision is final.
Interview Guidance
At least one sample interview question is suggested in each of the self assessment areas in the Work Book.  These are intended for guidance only.  It may be necessary to adjust the content or approach when dealing with different employees.   The same question is occasionally repeated at different levels of particular indicators.  The interviewer should not ask a question if he / she believes that the interviewee has already given the information needed.
As a general rule ask open questions (who, what, why, where, which, when, how) and/ or ask the interviewee to ‘describe’ or ‘give examples of ...’  

The assessor must assume that any answer given is what the interviewee believes to be a truthful answer.  

It is of course, important to probe into a particular area in order to clarify or to query an apparent contradiction of evidence, for example, ‘Other employees have told me ....., have you had any experience of that’.
Where there is mixed evidence of achievement, an evidence requirement would not be met unless a significant percentage (higher than 80%) of the evidence confirms achievement.  For example, employee interview responses must confirm at the 80% or better level.  

A key role of the assessor is to challenge, query and confirm or not achievement in doubtful areas.  

Action Plans arising from the assessment should emphasise issues relating to such mixed evidence.

Where a need for ‘appropriate’ training or support has been included, the measure of appropriate should be whether or not the target group for the training or support feel it is sufficient.
Sample Questions

Questions should be based on the evidence gathered during self-assessment.  The following are examples of questions that might be asked to different groups

i) Sample questions for managers:

· What involvement have you had in developing business plans?

· What is your level of understanding of the strategic plan and business plans?

· How many of you discuss your goals and targets with your line manager?

· How many of you discuss goals and targets with your staff? 

· What communications do you receive from senior management?

· How do you hear about developments in the Council?

· How do you communicate with your staff?

· Do you have a performance review with your line manager?

· Are your performance objectives linked to business plan objectives / corporate plan aims?

· Do you carry out performance reviews with your staff?

· When would you approach the HR department?

· How would you rate the service given by human resources?

· What training have you received on managing employee absence?

· What information are you given on your unit’s / section’s performance with regards to absence?

· What employee support services are offered by the Council?

· How would you get further information if you wanted to use these services?

· How are you informed / trained on new policies?

· What human resource policies are you aware of?

· What training support have you received?

· Have you been involved in a change to how your section or department operates?
· How were you informed / involved in this review?

· If an employee had a query about his / her pay where would you get further information?

· As a manager in this Council what are your responsibilities under equality procedures?

· If a member of staff felt they were being harassed at work, where could you get guidance on how best to support them?

· If the person did not want to discuss this with you / HR / trade union representative, who could they discuss it with?

· Have you taken part in selection interviews?

· Have you received training in selection interviewing?

· Did that training include guidance on how to ensure fairness and equality?

· Are you aware of staff having problems of access to human resource services (for example, part time staff not able to attend training)?

· If staff did have a problem of access, have you the knowledge (or do you know who would have) to give guidance or help?

· Who in your opinion is responsible for training and development?

· How much training have you received in your role as a people manager?

· Before a member of your staff goes on a training programme how do you ensure he / she knows what to expect?

· Following training how would you check if your staff have learned what you expected them to learn?

· As a result of training is your unit / section any better?

ii)  Sample questions for employees who are not in management roles:

· How many of you have received the Staff Handbook?

· How many of you are aware of the Council’s strategic plan / your unit’s business plan?

· How were you made aware of the Strategic Plan / Business Plan?

· How many of you are recent recruits?

· Describe your induction?
· What communications do you receive from management?

· How do you hear about developments in the Council?

· Do you receive a performance review with your line manager / supervisor? Describe

· Are your performance objectives linked to business plan objectives / corporate plan aims?

· When would approach Human Resources?

· How would you rate the service given by Human Resources?

· How do you report absence?

· What information / guidance have you been given on how to report absence?

· What employee support services are offered by your Council?

· How would you get further information if you wanted to use these services? 

· How are you informed of changes in Council policies or when new Council policies are launched that affects you?

· How many of you have access to the intranet / internet / email?

· Have you been involved in a change to how your section or department operates?
· How were you informed / involved in this review?

· If you had a query about your pay where would you get further information?

· If you felt that your pay was wrong what would you do?

· As an employee of this Council what are your rights and responsibilities under equality procedures?

· If you felt you were being harassed at work, who would you raise this matter with?

· If you did not want to discuss this with your manager / HR / trade union representative, who would, you discuss it with?

· Have you taken part in a recruitment or promotion exercise recently?

In you opinion was the process fair?

· Are you aware of any problems of access to human resource services (for example, part time staff not able to attend training)?

· If you did have a problem of access, who would you approach about it?

· How are your training needs identified?

· If a training need was identified how confident are you that you would receive the training?

· What types of training will be supported and what types will not?

· How well has the Council ensured that you have been given the health and safety training you need?

· Before going on training would anyone discuss with you what you expect to get out of it?

· Following training would your manager check if you have learned what he / she expected you to learn as a result?
Assessment Notes

The Assessor can keep notes in any format which he / she finds useful.  

Sufficient information should be retained in order to make a judgement and be able to justify a judgement as to the levels reached against the various indicators.  

It is also important in those situations where a minimum percentage responding positively is needed to be able to check, and if necessary count, the numbers of positive and negative responses.
Notes taken during your meeting should be confidential.  

However, interviewees should be advised that on request they can review the notes you have taken in respect of what they have said after the interview.  

They may also see these by making a request in writing to the Local Government Staff Commission any time over the next six months after which all notes will be destroyed.  

Interviewees should also be advised that there might be a charge for this.    
Assessment Report
The Assessment Report should be drawn up by the assessors and agreed with the Council.  This should include an Improvement Plan in respect of all areas where the Council wishes to increase its level of achievement.  These should include dates for achievement along with review and reporting mechanisms.
The Council will agree an Implementation Plan with a series of action points.  The help and support to be given by the Local Government Staff Commission will be agreed as part of this process.
The Council will also agree with the Local Government Staff Commission their approach and role in monitoring, reviewing and reporting progress on the Implementation Plan.
In answer to the Self Assessment Questions Human Resource professionals include whatever evidence they feel is relevant.  The answer will be discussed with the assessor.

The assessor will need to provide evidence up to and including the level that the Council believes that the organisation has reached with respect to each indicator. Extracts from sample reports are attached below for guidance.
Extracts from Example Reports

Example Summary Page:

Dates of Assessment:  

Assessment Completed by:  

Methodology
· Self assessment and presentation of evidence by Human Resources staff.

· Interview with the Chief Executive and a Director.

· Interview with 3 trade union representatives.

· Large group evidence collection with four groups as follows:

Managers and supervisors

Headquarters staff

Operational services staff

Leisure services staff

· Interviews with 2 Elected Members 

Key Issues Identified
· Example Council has developed a comprehensive range of human resource based policies and procedures.
· These are usually accompanied by suitable training and information sessions for both managers and other staff.
· The approach to absence management in particular represents good practice.
· There are significant issues of consistency in the application of some procedures, in particular those relating to individual and team communications. 
· A significant number of staff perceive that there are inconsistencies in the application of recruitment and selection procedures.
Key Improvement Suggestions
· Develop the means by which Human Resource activities and outcomes can be measured.
· Undertake development programmes with respect to middle and junior managers.
· Ensure the consistency of procedures such as performance review, personal development planning and team meetings.
Example from Overarching Indicators
Indicator I – Corporate Aims and Culture
Level Achieved:  2




Operating at Level: 3

· Example Council has a Corporate Plan 2000 – 2006.  

· This contains the vision, aims and priorities of the Council.

· In addition there are annual Business Plans formulated by the business units and these contain performance related objectives and targets.

· The key objectives of the plans are summarised in the Staff Handbook which has been circulated to all staff.

· The objectives from the business plans are also communicated to all staff through the performance review process.  However the performance review process is not consistently applied throughout the Council.

· Managers have generally been involved in the development of business plans and therefore are aware of its contents or its implications for them.

· Staff workshops have been run to communicate the plan and some staff have attended an event where these have been discussed.  There was evidence that staff with unusual shift patterns had not participated in these processes.

· Monthly reports to the Development Committee ensure that the plans are kept under review and Elected Members kept informed of performance.

· Staff other than managers are unaware of the corporate or business plan performance objectives and have difficulty relating them to their jobs.

· Most staff feel they have been informed rather than consulted about business plan objectives.

Improvement Plan Indicator 1 - Corporate Aims and Culture

Objective:

To ensure consistency in the process of linking aims and objectives from the corporate and business plans to the work of units and individuals within the Council.

Actions / Initiatives
1. Involve staff, possibly through focus groups, in developing the business plans. 

2. Ensure business plans have measurable outcomes.

3. Ensure that all staff receive a briefing on their work area business plan

4. Widen access to the corporate plan and business plans through the intranet.

5. Ensure performance review processes are carried out consistently and genuinely link performance objectives to business plan objectives and corporate plan aims.

People Responsible and Resources Needed
· Business unit managers are responsible for drafting service plans.

· Business unit managers are responsible for launch and communication of business plans to all their staff.

· Individual managers / supervisors are responsible for carrying out performance reviews.  Human Resources will monitor the consistency.

Reporting Arrangements and Timescale
· Business plans to be drafted and ready for Council approval by June 2005. 

· Business managers to communicate plans by end of June 2005.

· All staff to have received a performance review by end of August 2005.

Example from Employee Relations Indicators
Indicator 5 – Absence Management
Level Achieved:  2




Operating at Level: 3

· Example Council has a structured approach to absence management that is applied consistently across the Council departments.

· The Council’s model is based on the Local Government Staff Commission guidance and has been subject to a review by the Local Government Auditor.

· Guidelines and training on absence management has been given to managers and they confirm the effectiveness of these arrangements.

· Absence statistics are reported to senior management and to Council every month and senior managers and Councillors are aware of the current situation in relation to this issue.

· Senior management have considered the corporate approach to health and safety.  Training has been undertaken and the Council is in the process of setting up a Health and Safety Committee.

Improvement Plan Indicator 5 - Absence Management

Objective:

To develop the Council’s approach to absence management so that it becomes a strategic issue.

Actions / Initiatives
1. Investigate, source and develop a comprehensive occupational health service. 

2. Review absence management information and outcomes and develop an improvement process.

People Responsible and Resources Needed
Human Resources is responsible for investigating and making a business case for presentation to Council and the senior management team on an occupational health service.

The Health and Safety Committee will review the operation of absence procedures and the information currently being generated by the management procedures.

Occupational health service will require costing and additional resources. 

Reporting Arrangements and Timescale
Monthly report to the senior management team and to the Council to continue

Example from Equality Indicators
Indicator 10 – Commitment to Equality
Level Achieved:  1




Operating at Level: 2

· The Council has developed equality policies and procedures based on codes of practice from the Equality Commission and Local Government Staff Commission.

· In addition, Example Council has benchmarked against the equality practices in other Councils.

· Employees are generally aware of the Council’s equality policies and procedures.  There is a higher level of awareness of those policies that have been recently revised and communicated, such as harassment policies.

· The Council has established a cross departmental Equality Working Group.

· Screening of existing policies in the context of Section 75 is under way and a toolkit for screening new policies has been adopted.

· It is clear from comments that many of these developments are relatively recent and the impact of these steps is less certain for those employees not directly involved in the Equality Working Group.

· Managers are aware of their responsibilities to promote equality of opportunity but are less certain about the implications of equality procedures in their role as people managers.

Improvement Plan Indicator 10 - Commitment to Equality
Objective:

To develop communication and training programmes that will ensure all staff are aware of their rights and responsibilities in respect of equality of opportunity.

Actions / Initiatives
1. Equality Working Group to agree briefing and / or training programmes for all groups of staff (possibly based on another Council programme).

2. Human Resources to organise training for managers arising from Equality Working Group recommendations.

3. Human Resources to identify additional resources to support the development and implementation of equality issues.

People Responsible and Resources Needed
Human Resources are responsible for identifying who will draft communications and training programmes and for organising and delivering training programmes.

Additional development and training resources will be needed. 

Reporting Arrangements and Timescale
Monthly report on progress by Equality Working Group to senior management team.

Communication and training programmes to be completed by November 2005.

Example from Learning and Development Indicators
Indicator 16 – Evaluating the Impact of Learning and Development 
Level Achieved:  2




Operating at Level: 3

· Example Council has an evaluation process for all formal learning and development activities at the individual level. 

· Following attendance at a training or development programme employees and their line manager are asked to review the programme content and its likely impact on their job.  

· The Human Resources section ensures that this is carried out consistently by prompting managers.

· Interview evidence confirms that for less formal training managers ensure that there is at least an informal discussion of the benefits and impact of the training.  Most of these development activities are job related and the impact on the job and service are immediately apparent.

· The Training Officer carries out a review of learning and development undertaken against that planned in the Training Plan and reports on this to each Department, the senior management team and Council.  

· This report seeks to identify the outcomes of training at team and individual level and includes a best value review.  In addition, a risk assessment of Human Resources has been undertaken.

· The Training Officer ensures that all development programmes have clear objectives and that these are agreed between participants and their line managers prior to training being undertaken.  

· Interview answers confirm a less formal but reasonably consistent process with respect to on the job training organised internally in departments and sections. 

· Self review of learning and development is less common at organisation and particularly at team / service levels.  

· Managers and other staff consider the reviews carried out by the Training Officer. 

· Most managers describe the link between learning and development activities and changes and improvements in performance in terms of compliance with legislation, codes of practice (for example, standard accounting practices) or external quality standards (for example Chartermark and Quest).  

· Managers and other staff can describe the role of learning and development in changes to how services are delivered (for example as a result of IT / technology changes or initiatives such as waste management).

Improvement Plan Indicator 16 – Evaluating the Impact of Learning and Development
Objective:

To develop the review of learning and development activities currently carried out by the Training Officer to involve managers at all levels and throughout the Council.

Actions / Initiatives
1. Identify a key person in each unit to take responsibility for the planning and review of learning and development. 

2. Develop a planning and review process for learning and development that is implemented by and owned by service managers.

People Responsible and Resources Needed
The Training Officer has responsibility for identifying a ‘Training Contact’ in each service and for planning and reviewing Elected Members’ learning and development.

Training Contacts with the Training Officer have responsibility for agreeing and drafting the planning and review process.  Process to be submitted to and agreed by the senior management team.

Each service Training Contact will have responsibility for the planning and review of learning and development in their own service.

Reporting Arrangements and Timescale
Training Contacts group formed by June 2005.  

Process submitted for agreement by senior management team by October 2005. 

First review by each service Training Contact to be completed by January 2006. 

Follow up to Assessment Report
Following the completion of the Assessment Report it is important that the contents of the report are reviewed by the Council and in particular the Human Resources staff and an Action Plan which details responsibilities and dates for completion is agreed.

The approach to follow up should be agreed between the assessors and Human Resource staff at the planning stage and confirmed after the receipt of the Assessment Report.  The following is an example of an approach to the follow up:

Objectives:

1. To give Human Resources staff the opportunity to discuss important issues in relation to the Human Resource Standards, Assessment Report and the implications for the work of the Unit.
2. To develop an Action Plan based on the discussions and decisions made in relation to the running of the Human Resources Unit and any planned improvements.
Sample Schedule:
09.30 
Human Resource Standards Assessment Report

· Review of contents

· Implications for Human Resources Unit

· Actions needed

10.15 Review of other relevant information

· Last year’s Business Plan targets, achievement and problems

· Implications and action needed

12.00  
Human Resources links to Corporate Plan

· Discussion and definition

12.30 Lunch

13.30 Identification of Key Action Areas

· Measurement of human resource service

· Management development

· Consistency of procedures

· Others

15.00  
Action Plan

· Identifying who is responsible for each area

· Associated actions / initiatives

· Targets

· Review / measurement of progress

16.00 

Human Resource Reporting Structures

17.00 

End of Programme

Follow up to Assessment Report
Exercise 1:  Human Resource Standards Assessment Report

1.  What are the main issues arising from the Assessment Report?

2.  What are the main implications for the Human Resource Unit?
3.  What action is needed?

Exercise 2:  Review of other relevant information

Discussion led by Human Resources Manager on last year’s Business Plan targets, achievements and problems

1.   What are the implications for this year’s Business Plan?
2.  What action is needed? 

Follow up to Assessment Report
Exercise 3:  Human Resources links to Corporate Plan

1.   
What will be the key links between next year’s Human Resources Business Plan and the Corporate Plan?  (i.e., how do Human Resources contribute to the Corporate Plan?)

2. 
What review / reporting processes are needed for the Human Resources Unit to be able to demonstrate the links / contribution?

Exercise 4:  Identification of Key Action Areas

1. 
 What are the main service areas for the Human Resources Unit?

How can we measure service delivery in each of those areas?

2. 
What are the main problems of consistency in the application of Human Resource procedures?

How can this be improved?

3. 
What other issues should be addressed?
Follow up to Assessment Report
Exercise 5:  Human Resource Reporting Structures

1.  What are the internal communication issues for the Human Resources Unit?

2.  What external communication issues / problems have been identified?

3.  What steps are needed to resolve the problems / issues identified?

4.  What additional problems / issues are likely to arise as a result of the Actions agreed?

5.  What other issues / problems that have not already been covered does the Unit need to address?

Follow up to Assessment Report - Exercise 5:  Action Plan
	Issue / Target
	Person Responsible
	Action Needed
	Report / Review Method
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