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REFERENCE NUMBER: CO/ES/011
JOB TITLE: Programme Manager – Modernising Learning Disabilities Nursing
GRADE: Band 8A
LOCATION: Waverley Gate
HOURS: 37.5
CONTRACT DURATION: Fixed Term for 1 year
CLOSING DATE: 31/05/2011
SALARY SCALE: £38,851 - £46,621 per annum

There are three ways to make your application, which are:

1) Apply on-line www.jobs.scot.nhs.uk 

2) Download the application form, complete this, the attached working time form, save and e-mail to recruitment@nhslothian.scot.nhs.uk 

3) Print the application form, the working time form, complete both and mail these to RECRUITMENT CENTRE, ST JOHN’S HOSPITAL, LIVINGSTON, EH54 6PP
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NHS LOTHIAN

GENERAL INFORMATION FOR CANDIDATES

This information package has been compiled to provide prospective candidates with details of the post advertised.

The contents of this package are as follows:

· Person Specification and Job Description

· Working Time Regulations Form (please complete and return with application form)

· Guidance on completion of Application Form

· Agenda for Change Terms & Conditions

· Equal Opportunities Policy Statement

Please note that any personal information obtained from you throughout the recruitment process will be collected, stored and used in line with the Data Protection Act 1998. Information will be available to the recruiting manager and to the Human Resource staff.

NHS Lothian is under a duty to protect the public funds it administers, and to this end will use the information you have provided on your application form for the prevention and detection of fraud. It will also share this information with other bodies responsible for auditing or administering public funds for these purposes. More detail on this responsibility is on NHS Lothian’s intranet (Counter-Fraud and Theft page) and further information is available at http://www.audit-scotland.gov.uk/work/nfi.php. Information can also be obtained by contacting Dave Proudfoot, Deputy Chief Internal Auditor on 0131 537 9267.
All jobs are only offered following receipt of two satisfactory written references.  At least one reference must be from your current/most recent employer, or your course tutor if you are currently a student.  If you have not been employed or have been out of employment for a considerable period of time, you may give the name of someone who knows you well enough to confirm information given and to comment on your ability to do the job.

Where a Disclosure or Protection of Vulnerable Groups Check is deemed necessary for a post, the successful candidate will be required to undergo an appropriate check. Further details on the Recruitment of Ex-Offenders is available from the Recruitment Centre.

If you require a Work Permit, please seek further guidance on current immigration rules which can be found on the Home Office website www.ind.homeoffice.gov.uk

When returning your completed application and any associated enclosures by Royal Mail, please ensure that the correct postage is paid.  Underpaid mail will be retained by the Post Office which will result in applications not being returned until after the closing date and not being included for shortlisting.

I would ask you to note that if you do not hear from us within six weeks of the closing date, I regret to say that you will have been unsuccessful on this occasion.

As a Disability Symbol user we recognise the contribution that all individuals can make to the organisation regardless of their abilities.  As part of our ongoing commitment to extending employment opportunities, all applicants who are disabled and who meet the minimum criteria expressed in the job description will be guaranteed an interview.

Please send your completed application to:-

The Recruitment Centre

St. John’s Hospital at Howden

Howden Road West

Livingston

EH54 6PP

e-mail:  recruitment@nhslothian.scot.nhs.uk
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__________________________________

 

 

WORKING TIME REGULATIONS

 

RECRUITMENT PRO

-

FORMA

 

 

 

In accordance with Working Time Regulations, no individual should knowingly be 

contracted to work for more than an average of 48 hours per week.  

 

 

 

For Comple

tion by Applicant

 

(to be submitted along with application form)

 

 

-

 

Do you intend on holding any other employment (either NHS or non

-

NHS)

 

YES / NO

 

 

If 

yes

 please complete the details below:

 

 

Name and address of additional employer(s)

 

 

 

 

Average number of 

hours worked for this employer per week

 

 

Signed

 

 

Name

 

 

 

 

 

For Completion by Appointment Panel

 

 

-

 

Would the offer of this post put the applicant in a position whereby they would 

exceed the 48

-

hour working limit?

 

 

 

 

 

YES/NO

 

 

Signed

 

 

 

Please Note 

-

 It is the

 responsibility of the appointment panel to ascertain whether the 

prospective employee intends to retain any other post held in addition to the one for 

which they are applying.

 

 

Refer to the Recruitment Guidance Pack for further information regarding worki

ng 

time regulations.

 


NHS LOTHIAN/ CHIEF NURSING OFFICER, PUBLIC, PATIENTS AND HEALTH PROFESSIONS DIRECTORATE, SCOTTISH GOVERNMENT

A secondment opportunity for one year for a Programme Manager for ‘Modernising Learning Disabilities Nursing’ has arisen to be based within NHS Lothian in Edinburgh.

The Scottish Government is leading on this programme of work on behalf of the four UK countries. The post holder will lead the delivery of the project and will be accountable to the Nursing Officer for Mental Health and Learning Disabilities at the Scottish Government who manages the MLDN project on behalf of the Chief Nursing Officer (Scotland) who is the lead UK Chief Nursing Officer for this project.

The post is both exciting and challenging and offers an opportunity to work strategically with a range of stakeholders, as well as the UK Health Departments and specifically with the Scottish Government Health & Wellbeing Directorate (SGHD) and NHS Lothian. This post will be ‘housed’ in NHS Lothian, where the Director of Nursing will lead the national workstream.  The overall lead and CNO sponsor for the UK Modernising Learning Disabilities Nursing project is the Chief Nursing Officer for Scotland.

We are seeking a Registered learning disabilities nurse with considerable senior management and leadership experience with proven skills in project management and delivery. The ability to engage a wide range of stakeholders, to synthesise complex information and to lead report writing are essential for this post. .

For further information or informal enquiries, please contact Hugh Masters, Nursing Officer (Mental Health and Learning Disabilities), Chief Nursing Officers Directorate, Room GE:04; St Andrews House, Regent Road, Edinburgh, EH1 3DG. Tel 0131 244 3498, email Hugh.Masters@scotland.gsi.gov.uk

JOB DESCRIPTION
	1.     JOB DETAILS

	Job Title


               
	Programme Manager
1 year secondment / Fixed Term Contract


	DEPARTMENT AND Location
	NHS Lothian
Base: Waverley Gate, Edinburgh

	Immediate MANAGER’S TITLE
	Nurse Director 
Accountable to the Nursing Officer for Mental Health and Learning Disabilities


	2. JOB PURPOSE 

	The post holder will lead the delivery of the Modernising Learning Disabilities Nursing project across the 4 UK countries and will be accountable for the delivery of outcomes to the Nursing Officer for Mental Health and Learning Disabilities:

a) To coordinate the work of the four United Kingdom (UK) countries and to undertake a portfolio of responsibilities to meet the programme objectives. It is anticipated the review will include the following workstreams:-
· Ensuring a competent and flexible workforce: practice outcomes, roles and responsibilities
· Preparing and developing LD nurses: Education and training

· Leadership, management and specialist roles: professional development and career pathways

· Modernising the LD nursing Workforce: workforce planning for health and social care

b) Establish a framework which enables learning disabilities nurses to lead and deliver care which is responsive to the health & social care needs of a rapidly changing population and to improve outcomes for people with learning disabilities which are congruent with each country’s health reforms and government policy.
c) Be responsible for developing, leading and managing the strategic direction of defined components of this programme within Scotland.

d) Ensure that country-specific components are agreed, delivery mechanisms are in place and, where appropriate, a UK focus is maintained throughout.


	3. DIMENSIONS

	The Scottish Government is leading on this programme of work on behalf of the four UK countries. The post offers an opportunity to work strategically with the UK Health Departments and specifically with the Scottish Government Health & Wellbeing Directorate (SGHD) and NHS Education for Scotland (NES). This post will be ‘housed’ in NHS Lothian. 

The postholder will be accountable to the the Nursing Officer for Mental Health and Learning Disabilities at the Scottish Government who manages the MLDN project on behalf of the Chief Nursing Officer (Scotland) who is the lead UK CNO for this project.
The dimensions of this post are:

· To work in collaboration with the all key stakeholders .

· To develop strong partnership links across the four countries by way of the steering group to ensure the integrity of the programme.

· To take responsibility for the strategic development and implementation of defined components of the programme’s objectives eg career pathways or current learning disabilities education and future educational requirements.

	· To take a national lead on the Scotland specific workstreams.

· To directly manage a defined budget.

The secondment/fixed term if for one year in the first instance.


	4.
ORGANISATIONAL CHART

	SGHD – CNOD:PPHP Organisation Chart
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Modernising LD Nursing - UK Organisational Chart
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NHS Lothian Organisation Chart

While within NHS Lothian, the post holder will be managed by Melanie Hornett, the post holder will be accountable (for policy interpretation and development of strategy) to the Chief Nursing Officer for Scotland and the Nursing Officer for Mental Health and Learning Disabilities (who are leading this initiative across the 4 UK countries).




	5     ROLE OF THE DEPARTMENT

	Health Directorates is part of the Scottish Government and includes the Head Office of NHSScotland.  Our role is to advise and assist Scottish Minsters in the development and implementation of their policies for every aspect of the NHS in Scotland.  We also liaise closely with the UK Government Health Department, especially in relation to reserved matters and their impact on Scotland, and with the Health Departments of Wales and Northern Ireland.

The Chief Nursing Officer (CNO) is a member of the Board of Health Directorates and reports directly to the Director General Health/NHS Scotland Chief Executive who in turn is accountable to the Cabinet Secretary for Health and Wellbeing.  The Chief Health Professions Officer (CHPO) is responsible for AHP and Health Care Science issues across all health matters in relation to Scottish Government policy and reports to the CNO.
The Nursing Officer Mental Health and Learning Disabilities is based within the MH Division at the Scottish Government.  The project will also have strong linkage to the Adult Care and Support Division within the Scottish Government.


	6. KEY AREAS OF RESPONSIBILITY: KEY RESULT AREAS



	Programme Direction and Management

Lead, manage and direct the Modernising Learning Disabilities Nursing project across the UK.

a) Provide management direction to country specific projects.

b) Develop and implement a robust communication strategy for delivery of the outputs to all four countries’ policy, service, education sectors and relevant regulatory bodies. 

c) Evidence that the programme plan is fully integrated with other relevant professions, stakeholders and the public.

d) Embed equality and diversity principles into all components of the work.

e) Ensure an evidence based approach.

f) Oversee the monitoring and control of budgets for delivery of specific workstreams.

g) Line manage project administrator

Professional Liaison

· Promote and maintain strategic engagement and broker partnership working with key individuals and groups of stakeholders in the delivery of the programme’s workstreams.

· Provide strategic advice to Service, staff, educators and UK policy developers on a range of relevant learning disabilities professional issues.

· Ensure service users have a sufficient role in each element of the programme.

· Contribute to inter-professional debate.

· Arrange appropriate conferences, briefing papers as required.

· Represent SGHD and UK Programme Board as required. 
Change Management

· Use change management strategies and project management skills to ensure effective 4 country working on agreed country-specific and any joint collaborative workstreams.

Staff Development

a)
Maintain and develop own professional knowledge and expertise in relation to areas of responsibility; keep abreast of Learning Disabilities policy, service configurations, good practice models and innovation within the UK and abroad through attendance at seminars, conferences, study days, networking and professional contacts;

b)
Ensure dialogue with professional and statutory bodies, the university sector and health policy think tanks.

      c)
       Negotiate, agree and review personal and professional development activities annually at                          performance appraisal.

	7. USE OF PHYSICAL RESOURCES



	Equipment and machinery 

· PC for drafting reports and correspondence, and communications by e-mail.

· Printers, photocopiers, fax machine PDA

Systems

· Electronic resources and manual files, to store and generate information for the purposes of financial monitoring, and project tracking;

· Regularly required to use computer software to manipulate data such as Access databases, Excel spreadsheets and PowerPoint in order to compile reports, presentations and documents which will be used by others. 

· The internet for disseminating project progress on a variety of networking and information sharing platforms.

· Electronic search engines and literature databases; electronic bibliography software for building a library of evidence relevant to the project..


	8.   ASSIGNMENT, GENERATION AND REVIEW OF WORK

	The post holder will have responsibility for leading and developing The Modernising Learning Disabilities Nursing project.  On a day to day basis the post holder will work autonomously to ensure that the programme objectives are delivered within agreed timescales.

In doing so, there is an underlying requirement to frequently make recommendations and set objectives, goals and quality outputs for others working in senior positions across the UK to ensure that agreed national, country specific outcomes are achieved.
The post holder will be responsible to the Nursing Officer for Mental health and Learning Disabilities.  




	9.   COMMUNICATIONS AND WORKING RELATIONSHIPS

	The postholder is required to deploy advanced skills in communicating with a range of internal and external stakeholders in developing consensus about project aims and outcomes and in executing the implementation and delivery plan. The postholder will take a leading role in implementing a communication strategy to develop awareness of the programme benefits and outcomes and secure involvement from organisations and individuals from NHS UK and the education sector.  Working relationships have to be based on professional credibility, trust and ability to gain consensus.
Specific communication skills required include the ability to:

· Chair challenging and complex meetings effectively

· Persuade, influence and negotiate in order to secure support for proposals, and secure involvement of colleagues in initiatives

· Facilitate workshops and focus group discussions

· Draft information, reports, articles and papers to publication standard

· Present and interpret complex / specialist information at internal and external conferences and seminars

· Present and brief groups of internal and external stakeholders with complex information which may challenge existing practices

Internal

The postholder is required to maintain communication and working relationships with all relevant departments, committees, the board and the senior management team of NHS Lothian and the CNO’s Directorate SGHD.

The communication is verbal, written and electronic and ranges through direct personal contact to scheduled meetings, and arranging national conferences.  



	External

Communication with outside agencies is essential for the efficient and effective conduct of the post and to ensure that the programme of work is known and understood. External communication is with: 
· The Project Leads in the 4 Country Government Health Departments, Professional Organisations, such as the Royal College of Nursing, other Trade Unions, Regulatory Bodies at UK level, NMC.
· Key contacts include: Directors of Nursing, Lead Learning Disability Nurses, and Learning Disability Practitioners. 
· Professional learning disabilities nursing groups, for example the UK Learning Disabilities Nurse Consultant Network.

· User groups/voluntary and lobby groups in Learning Disabilities
· A range of academic staff from Further and Higher Education Institutions including Heads of Schools/Departments and Curriculum Managers/Leaders.


	10.  MOST CHALLENGING PARTS OF THE JOB

	a) Securing cross country stakeholder engagement with the programme of work and its country specific components which involve the management of change and/or are politically sensitive. This will require the postholder to engage and maintain effective communication between a range of audiences, such as the 4 Country Steering Groups, UK Steering Group, the education and training sectors, professional and statutory bodies.

b) Providing strong professional leadership for the career and succession planning of the learning disability nursing workforce across the UK and ensuring that the programme deliverables are met within budget and to time.
c) Collating, interpreting and reconciling information and opinions from a range of multidisciplinary stakeholders, especially where these may be conflicting, and analysing these to enable a compromise to be brokered or judgement made between the options.
d) Integrating the work within other policy and practice agendas – particularly in relation to the integration of health and social care services.


	11. EFFORT REQUIRED TO DELIVER THE REQUIREMENTS OF THE POST

	Physical skills

Advanced keyboard skills required to draft (type) lengthy documents within a short time frame for senior stakeholders (such as reports, position papers, policy statements).  .  
Physical effort  

Occasional light lifting of files and equipment such as laptops and projectors. Often sitting in meetings or at desk for long periods of time.
Mental effort 

There will be a requirement to respond timely to external demands. This is unpredictable in nature and happens frequently. The job holder will engage in frequent periods of concentration (2 – 4 hours) such as preparing for and chairing/facilitating or participating in stakeholder groups, responding to policy and regulation documents and preparing/reviewing briefing papers and resources. Must be highly self-disciplined in time management.
Emotional effort 

The postholder is required to work to tight deadlines, set by external stakeholders such as the Scottish Government and other UK Health Departments.
Working Conditions

The post demands travel throughout the UK with a degree of driving around NHSScotland on average 1 day per week over the year; extensive travel by train (on average once a week) and air, frequently starting before 08:00 and finishing after 18:00.  Overnight stays are required on occasion.

	12.   QUALIFICATIONS AND/OR EXPERIENCE FOR THE POST

	The post holder must be a Registered learning disabilities nurse, highly effective with considerable senior management experience including project/programme delivery, with extensive experience in a leadership position. 

Proven capability in project management and change management along with evidence of previous report writing are essential.

Detailed requirements are:

· Registered as a Learning Disabilities Nurse with Nursing and Midwifery Council
· Educated to degree level or equivalent.
· Evidence of staff and services management

· High level facilitation, change management and consultancy skills

· Some experience and expertise in policy interpretation 
· Developed programme and project planning skills

The postholder must be skilled in utilizing extensive and complex networks of contacts and relationships with a range of high level stakeholders.

The ability to function politically, negotiate and influence others are key skills.

The postholder must be knowledgeable of the workforce, career, education and pay modernization frameworks across the UK.
The postholder must be able to demonstrate clear evidence of success in his/her career to date.


	13.    JOB DESCRIPTION AGREEMENT



	This job description should cover the whole of the post, the skills required and the working environment in which the post holder operates. Both post holder and manager should check the form, agree content and sign it as an accurate record. 

Job holder’s signature: ……………………………………………………………   Date: ………..
Manager’s signature: ………………………………………………………………  Date: ………..


Guidance on how to complete the NHS Scotland application form

The purpose of an application form is to help evidence that the applicant has all the requirements applicable to carry out the job applied for. 

Once in receipt of the application pack it is essential to read both the job description and person specification to gain a full understanding of what the job entails and the minimum criteria required.

Please note for equal opportunity purposes NHS Lothian do not accept CV’s as a form of application.

General guidance

There are currently three ways of applying for vacancies within NHS Lothian:

- On-Line – www.jobs.scot.nhs.uk

- Telephone (hard copy) – 0845 60 33 444

- Email – recruitment@nhslothian.scot.nhs.uk

If you are applying by ‘hard copy’ please use black ink and write clearly in block capitals.

· The vacancy reference number, job title and location can be obtained from the job advert.

· The candidate number will be populated by Recruitment Admin once the application has been returned.  This is to ensure each application remains anonymous.

· Only part C of the application form will be sent for short listing.  The application form will be identified by the candidate number only to ensure that no applicant will be unfairly discriminated against.

· Please complete all sections of the application form.  Those sections that are not relevant please indicate ‘not applicable’, do not leave blank.

· Please feel free to use additional paper if required.  Please do not add your name to any additional information provided; secure it to the relevant section and Recruitment Admin will add a candidate number.

For general help and advise on how to complete an application form visit www.careersscotland.gov.uk (click on how to apply > how to complete an application form.

The application form

Personal Details

· In this section you are required to provide your contact details including telephone number and email address if applicable.  Please note it is essential that this section is completed as fully as possible to ensure you can be contacted if required.

Work Permit / Working in the UK

· NHS Lothian must ensure that all potential employees are legally entitled to work in the UK therefore it is essential that this section is completed.

For further information visit: www.ukba.homeoffice.gov.uk

Declarations

· All convictions and cautions regardless of how long ago the offence may have occurred must be disclosed.  Convictions from other countries must also be notified.  

· Declaring a conviction will not automatically disqualify you from being considered for the post.  Careful consideration will be given to the relevance of the offence to the particular post in question.  However, if you are appointed, and it is found that you did not disclose a previous conviction your employment may be terminated.
Qualifications 

· Please provide all qualifications gained.  

· Remember to write down any ‘non formal’ qualifications or certificates that you think are relevant to the job you are applying for.

Membership of Professional or Regulatory Bodies

· All professional staff employed by NHS Lothian requiring registration must be registered with the appropriate body.  Those that fail to register with the relevant body will not be employed by the organisation to practise their profession.  
Present (or most recent) Post 

· Please provide details of your present or most recent post.

· Please write your start date in month/year format MM/YYYY.

Role Purpose / Summary of Responsibilities

· Tell us briefly about your duties (what you do or did in your job).  You could tell us your role, the main tasks, and any responsibilities.  

Employment History 

· Please state all the jobs you have done previously in this section writing your start date in month/year format MM/YYYY.

References 

· Please give the full names and addresses of 2 referees, one of whom must be your present or most recent employer and can confirm your job details.  Please note your reference history must date back at least 3 years.

· Referees will be taken up after interview for the successful candidate only.  

Disability

· NHS Lothian is “Positive about Disabled People” and as part of our continued commitment to extend job opportunities for people with disabilities we operate a Job Interview Guarantee Scheme (JIG).  This means that all candidates that indicate that they have a disability and meet the minimum criteria of the job description are guaranteed an interview.

Driving Licence

· You only need to complete this section if the job requires you to drive.  Please check the job description or person specification.  

Statement in Support of your Application

· This is the most important part of the application form.  In this section you must say why it is you want this job describing your skills and abilities that you think help to match you against the job description / person specification.  

Where did you see the advert?

· Please try to remember where you heard about this job, and tick the relevant box.  The information you give will help us find out how effective our advertising is.

Equal Opportunities Monitoring

· Please note that all details on this section (Part D) will remain totally anonymous.  It will be detached from the rest of the form as soon as it is received and will remain anonymous.

· As a major employer, NHS Lothian is committed to the promotion of equal opportunities and the elimination of discrimination.  

Please return completed application forms to:

	The Recruitment Centre

St John’s Hospital

Howden Road West

Livingston

EH54 6PP

Email: recruitment@nhslothian.scot.nhs.uk




Please note that if you do not hear from us within six weeks of the closing date, I regret to say that you will have been unsuccessful on this occasion.

Travel Expenses
Travel expenses are not normally reimbursed for interviews, if you are selected for interview and wish to enquire about the possibility of being reimbursed then the request should be directed to the recruiting manager or interview panel chair.
Terms & Conditions

General Overview

The NHS has recently undergone one of the most significant changes in relation to staff grading, pay and terms and conditions of service, known as Agenda for Change (AFC).  Agenda for Change introduces harmonised NHS Terms and Conditions of Service based on the principle of equal pay for work of equal value, to ensure a fair system of pay for all NHS employees whilst supporting modernised working practices.

For further information visit - www.paymodernisation.scot.nhs.uk
It is important to note that some contractual conditions of service remain under review and may change subject to final agreement.

Pay / Policies

Pay

Pay progression through AFC salary band is by annual increment subject to performance review.

Within each pay band there are 2 gateways: the foundation gateway and the second gateway.  The foundation gateway is applicable to new or promoted staff and applies no later than twelve months after appointment to the pay band regardless of the pay point to which the person is appointed.  The second gateway follows the foundation gateway and the point at which it applies will vary between pay bands.

Annual Leave & Public Holiday Entitlement

All NHS Lothian employees receive an entitlement to annual leave and public holidays, combined this gives a total leave entitlement.  An employee’s leave is based on their length of service and hours worked per week.

	Annual Leave + Public Holidays = Total Leave Entitlement

On Appointment – 27 days per annum plus 8 public holidays (pro rata)

After 5 Years Service – 29 days per annum plus 8 public holidays (pro rata)

After 10 Years Service – 33 days per annum plus 8 public holidays (pro rata)




NB:  previous NHS service will count towards entitlement.

NHS Pension Scheme

The NHS provides an occupational pension scheme, membership of which is optional.

The Scheme is currently under review however key provisions include the Scheme being contributory by the employee and employer and in addition to retrial benefits the Scheme also provides for ill health retrial, death gratuity, and widow’s/widower’s benefits.

	http://www.sppa.gov.uk/pension_reform/documents/NHSRulesandBenefitsComparison.pdf



Workforce Equality Monitoring

NHS Lothian is committed to supporting and promoting dignity at work by creating an inclusive working environment. We believe that all staff should be able to fulfil their potential in a workplace free from discrimination and harassment where diverse skills, perspectives and backgrounds are valued.

In order to measure and monitor our performance as an equal opportunities employer, it is important that we collect, store and analyse data about staff.  Personal, confidential information will be collected and used to help us to understand the make-up of our workforce which will enable us to make comparisons locally, regionally and nationally.

Equal Opportunities Policy Statement

NHS Lothian considers that it has an important role to play as a major employer and provider of services in Lothian and accepts its obligations both legal and moral by stating commitment to the promotion of equal opportunities and elimination of discrimination.

The objectives of its policy are that no person or employee receives less favourable treatment on the grounds of sex, disability, marital status, age, race (including colour, nationality, ethnic or national origin), creed, sexuality, responsibility for dependants, political party or trade union membership or activity, HIV/AIDS status or is disadvantaged by conditions or requirements which cannot be shown to be justifiable.

Provision of Services

The organisational objective is to provide equality of access to provision of services through:

· consultation over services to ensure that groups concerned are consulted over existing services and changes.

· epidemiological studies, patient satisfaction surveys and qualitative research to ensure that specific reference is made to the needs of the groups covered by the policy.

Equal Opportunities in Employment

2.1 Recruitment and Selection
The organisation aims to ensure that:

· all sections of the community know about job opportunities within NHS Lothian

· where possible, under statutory rules, members of groups who are under-represented in the workforce will be encouraged to apply for jobs through positive action programmes;

· everyone who applies or a job or promotion within the organisation will receive fair treatment and will be considered solely on ability to do the job against justifiable selection criteria and unbiased personnel specification;

· records are kept so that the organisation can monitor how the policy is working.  To do this, applicants and employees will be asked to provide information for their records.  All information will be confidential;

· all procedures and practices used in recruitment and selection are reviewed, to ensure that there is no unintended bias.

2.2 Training

The organisation intends that:

· all its employees, including part time staff, will be advised at induction and regular in-service training that they have equal access to training and are encouraged to take advantage of such training;

· all managers and those responsible for appointing staff receive training in the organisational Equal Opportunity Policy;

· in-service staff are trained as trainers and external expertise identified in sufficient quantity, quality and range to support induction, on-going and update training in Equal Opportunities for all staff;

· the organisation will also work with medical schools and other training agencies to ensure that Equal Opportunities training is integrated into courses for health workers.

 2.3 Employment

The organisation intends that:

· all staff will be protected from discrimination or harassment because of their sex, disability, marital status, age, race (including colour, nationality, ethnic or national origin), creed, sexuality, responsibility for dependants, political party or trade union membership or activity or HIV/AIDS status;

· staff who discriminate or harass employees on the grounds of any of those factors will face disciplinary action;

· staff who, in good faith, have raised or intend to raise a grievance against alleged discrimination or who give/intend to give evidence/information in connection with such grievance; must not be treated less favourably than other employees;

· all grievances and complaints will be recorded, information on investigations and outcomes to supplement monitoring.

2.4 Contractors
The organisation will require contractors to comply with its Equal Opportunities Policy and this will be a condition of contract.
2.5 General

It should be noted that the organisation’s Equal Employment Opportunities Policy extends to groups which are not specifically covered by anti-discrimination legislation.  The policy intends that the elimination of discrimination in the employment field be related to discriminatory actions or omissions which are unlawful, unfair or inappropriate.

Guidance on unlawful discrimination or unfair discrimination for appointment panels is available from HR Departments.

The organisational policy does not detract from individual rights.

This policy does not prevent an individual from pursuing contractual rights through the Grievance Procedure or from pursuing statutory rights through any body which deals with the enforcement of the particular legislation.
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__________________________________


WORKING TIME REGULATIONS


RECRUITMENT PRO-FORMA


In accordance with Working Time Regulations, no individual should knowingly be contracted to work for more than an average of 48 hours per week.  


For Completion by Applicant (to be submitted along with application form)


· Do you intend on holding any other employment (either NHS or non-NHS)


YES / NO


If yes please complete the details below:


Name and address of additional employer(s)






Average number of hours worked for this employer per week


Signed


Name


 


For Completion by Appointment Panel


· Would the offer of this post put the applicant in a position whereby they would exceed the 48-hour working limit?




YES/NO


Signed




Please Note - It is the responsibility of the appointment panel to ascertain whether the prospective employee intends to retain any other post held in addition to the one for which they are applying.


Refer to the Recruitment Guidance Pack for further information regarding working time regulations.



