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1	Management of Human Resources (ED/HR) policies and procedures
[bookmark: _Toc10004328]1.1	Policy statement
It is the prerogative of the Jamaica Society for the Blind to develop and maintain a human resource policies and procedures manual; to communicate to all levels of staff, the Society’s responsibilities to them.
Wherever in this manual an office holder or individual is identified as having responsibility for approval, that responsibility shall be taken to mean responsibility to approve or not approve.
[bookmark: _Toc10004329]1.2	Objectives
The objectives of this policy are:
· to ensure common understanding and application of the JSB’s ED/HR policies and procedures
· to identify authority and responsibilities for ED/HR policies and procedures.
· to provide a working guide for managing staff tED/HRoughout the employment cycle while evaluating efficiency  and output, i.e., from entry to exit.
· to provide an established point of reference for auditing and determining the need for improving existing ED/HR policies, procedures and practices.
· to provide a framework which facilitates effective communication and mutual understanding between staff and management.
· to ensure uniformity in decision making process
· to facilitate an atmosphere of fairness and confidentiality within the organization
[bookmark: _Toc10004330]1.3	Scope
This policy includes procedures that govern:
· all posts created by the JSB
· the distribution and maintenance of policy manuals
· the implementation of ED/HR procedures and practices
[bookmark: _Toc10004331]1.4	Procedures
[bookmark: _Toc10004332]1.4.1	Posts covered 
All employees of the JSB are covered by this policy and procedure manual.  However, some of the policies and procedures may still not apply to senior executives on fixed term contracts because, their individual contracts may set out different provisions for them in some areas.  Where this is the case, this will be made clear in their contracts as approved by the board of directors.
[bookmark: _Toc10004333]1.4.2	Preparation and approval of policy material
[bookmark: _Hlk106441399]The Executive Director/ED/HR Manager or his/her appointee shall make policy recommendations and prepare a draft of new or revised policies and procedures for preliminary review.
The Executive Director/ED/HR Manager shall co-ordinate subsequent reviews and approvals of the policy draft with department heads and selected personnel who may be directly concerned with the subject area.
The Board of Directors shall give final approval and sign off of all material to be included in the ED/HR Policies and Procedures Manual.  The Board of Directors will decide the dates when new policies and procedures become effective and these dates will be indicated on all new policies.
[bookmark: _Toc10004334]1.4.3	Distribution and maintenance of policy manuals
Consistent with criteria established by the Executive Director/ED/HR Manager, department heads are responsible for the distribution of manuals within their departments. 
The Executive Director/ED/HR Manager is responsible for making the manual accessible to all employees.  This will involve providing an office copy or copies of the manual for staff to access from time to time. 
All manuals remain the property of the JSB and manual holders are accountable for returning assigned copies upon request or upon termination of employment.
The Executive Director/ED/HR Manager shall publish a Staff Handbook, which will contain relevant summary information from this ED/HR manual for the use by staff.  The Handbook will be issued to all members of staff in an accessible format.
[bookmark: _Toc10004335]1.4.4	Implementation of ED/HR policies and procedures
Executive Director/ED/HR manager should ensure that all ED/HR policies and procedures are implemented in a consistent and impartial manner.
The policies and procedures described herein are subject to change as deemed advisable and/or necessary.
[bookmark: _Toc10004336]1.5	Responsibilities
It is the responsibility of the Board of Directors to approve all ED/HR policies, procedures and revisions. 
It is the responsibility of all employees to recommend revisions to established ED/HR policies and procedures whenever such revisions are recognised as being desirable and/or necessary. Any employee may recommend an addition or modification to the ED/HR Policy and Procedure Manual tED/HRough his/her supervisor, manager or department head. Such recommendations should be presented in writing to the Executive Director/ED/HR Manager.
It is the responsibility of the Executive Director/ ED/HR Manager to regularly review and recommend changes of the ED/HR Policy and Procedure Manual to the Board of Directors. The Executive Director/ED/HR manager shall distribute revised policies and procedures.
All employees are expected to be familiar with all areas of this manual as well as the ongoing changes and updates. This manual contains policies and procedures relating to the conduct and performance of staff. Any breach of these policies and procedures will lead to disciplinary action in accordance with the disciplinary procedures.

	
	

	
	


[bookmark: _Toc10004337]
2	Occupational health, safety and staff welfare
[bookmark: _Toc10004338]2.1	Policy Statement
It is the policy of the JSB to provide and maintain a safe and healthy environment for staff and visitors and to maintain staff welfare.
[bookmark: _Toc10004339]2.2	Objectives 
The objectives of this policy are to:
· ensure that a safe and healthy work environment exists at the JSB;
· mitigate against the occurrence of accidents and establish new practices to prevent reoccurrence.
· Educate staff and volunteers on matters relating to occupational health, safety and staff welfare at work and reinforce employees’ roles and responsibilities in this respect.
[bookmark: _Toc10004340]2.3	Scope
This policy includes procedures for:
· safety
· accidents
· maintenance of buildings and facilities
· security
· employee counselling
· medical screening
· smoking
· disaster preparedness
[bookmark: _Toc10004341]2.4	Procedures
[bookmark: _Toc10004342]2.4.1	Safety
The Executive Director/ED/HR Manager shall ensure that all staff and new employees are familiar with the health and safety requirements of the JSB and their particular work location. 
Employees must ensure that safety regulations are obeyed and that special clothing, equipment or tools provided in the interest of safety are used.
All employees must advise their manager immediately if they witness unsafe working practices or potential hazards.
[bookmark: _Toc10004343]2.4.2	Accidents
If an accident occurs it is the responsibility of all staff to help any persons that may be injured and to remove or minimise the source of the danger if possible. 
All employees will be trained to deal with minor incidents as they arise.  A log will be kept of all first aid administered.
Accidents or incidents which appear to require treatment or intervention by external professionals including doctors, hospitals, building security, the police, fire brigade or other emergency services will also be referred promptly to the Executive Director/ED/HR Manager or any other supervisor, manager or executive who may be available. The Executive Director/ED/HR Manager will keep records of all such incidents.
Employees must report in writing to the Executive Director/ED/HR Manager all accidents which occur on the JSB’s premises or whilst carrying out the JSB’s business.  All reports should be submitted within twenty-four (24) hours after the accident or incident.
The Executive Director/ED/HR manager will log all accidents and incidents. The Executive Director/ED/HR Manager shall complete a thorough investigation of the accident or incident and shall make a report to the Board of Directors, depending its severity. The Board of Directors will determine what action is to be taken as applicable.
The Executive Director/ED/HR Manager may construct a health and safety committee.  This committee will meet regularly to discuss occupational health, safety and staff welfare issues and make recommendations to JSB for changes and improvements.  The Executive Director/ED/HR Manager may also use the health and safety committee to assist in the investigation of accidents and incidents.
[bookmark: _Toc10004344]2.4.3  	Maintenance of buildings and facilities
The JSB will comply with national safety regulations and laws in maintaining its buildings and facilities.
The Executive Director/ED/HR Manager will develop, organise, co-ordinate and administer ongoing safety training, which will involve the development and dissemination of the JSB’s safety manual and procedures.
The Executive Director/ED/HR Manager will provide and organise regular safety drills and checks considered necessary for the protection of its employees, customers and working environment.
The Executive Director/ED/HR Manager will instruct the correction and prevention of all safety and environmental hazards, as far as is reasonably practicable.
[bookmark: _Toc10004345]2.4.4	Security 
All employees will be issued with authorised identification cards.  The cards should be prominently displayed on employees at all times while conducting the JSB’s business.  Upon termination of employment, identification cards must be returned to the Executive Director/ED/HR Manager. 
All visitors will be required to report to the security/receptionist to log their presence.  Visitors will be given a visitor’s pass and accompanied by a member of staff in areas beyond public access.
Employees in possession of company property are responsible for its proper care and security.  Any damage or loss must be reported to management at once and an incident form completed.
All staff members, board directors and volunteers are expected to exercise reasonable care over personal property brought onto the premises.  Losses will only be considered in the event of a fire or other natural disasters and where insurance coverage exists.
Keys and access to restricted areas will be limited to designated members of staff who must take proper care to keep them secure.  Lost or misplaced keys should be reported to the Executive Director/ED/HR Manager immediately.
The JSB will provide a security plan, which includes action to be taken in the event of tED/HReats such as a bomb, arson, organised assault or demonstration.  This will be communicated to all employees.
A log shall be kept of all staff working outside normal hours.
[bookmark: _Toc10004346]2.4.5	Employee counselling
Employees with personal problems may approach the Executive Director/ED/HR Manager, in confidence, who will recommend or refer the staff to a professional for assistance. 
An employee may also be recommended for referral by his/her supervisor or manager where the performance of the employee is being adversely affected by personal or other problems.  If the appropriate counselling/assistance is not successful, disciplinary action may be taken. 
[bookmark: _Toc10004347]2.4.6	Medical screening
An employee who is continuously ill, impacting the discharge of their duties, may be requested to undertake a medical examination by a registered medical practitioner appointed by the JSB.  If the medical practitioner does not confirm that the employee is genuinely ill, then the employee will be subject to disciplinary action.  Where the person is genuinely ill, they will be invited to a meeting with an officer of the board, the Executive Director and/or their supervisor to discuss the worker’s ability to discharge their duties. Where the employee’s illness exceeds sixty-five (65) working days in any vacation year, the Board of Directors will reserve the right to consider options inclusive of termination of employment on medical grounds. 
[bookmark: _Toc10004349]2.4.7	Disaster preparedness
In the case or tED/HReat of natural disasters the JSB will undertake to follow any national disaster preparedness guidelines.  Additionally, the JSB will adopt a number of standard actions to protect its staff, customers, property, and business and ensure that services are restored as soon as possible once it is safe to do so.
Information, property and documents stored at the JSB’s buildings should be secured and alternative storage provided where appropriate.
Back-up storage of electronically held information, duplicates, blank forms, operations policy manuals and other key documents should be secured at a remote location.
Critical functions should be identified and alternative processes developed to resume a minimal service in the shortest possible time.  Designated employees should be identified to be responsible for each aspect of the process.
All responsible employees should be trained and conversant with the assigned disaster preparedness procedures.  Alternate employees should be identified and also trained to provide contingency deployment.
When full restorative activities are completed, the Internal Auditor/ finance officer should conduct a comprehensive review on the impact on operations and compliance to procedures outlined.
[bookmark: _Toc10004350]2.5	Responsibilities
It is the responsibility of the Executive Director/ED/HR Manager to regularly audit the health and safety policies and procedures, update and distribute revised policies and procedures and arrange training of the appropriate personnel in line with occupational health, safety and staff welfare requirements.
The Executive Director/ED/HR Manager is also responsible for logging all accidents and providing referrals where appropriate.  The Executive Director/ED/HR Manager will arrange first aid and refresher training for all employees and provide the basic first aid equipment.  
It is the responsibility of the Board of Directors to ensure that any contracted security firms comply with the safety and security services they are contracted to perform.
It is the responsibility of the external auditor/ treasurer to review compliance to the procedures set out in the policy.
All managers, supervisors and staff are expected to be familiar with all areas of safety and security as well as the ongoing changes and updates.
It is the responsibility of all managers to ensure that disaster preparedness procedures are relevant and up to date at all times.
It is the responsibility of the Executive Director/Human Resource Manager to ensure that there are sufficient staff trained in first aid.

	
	

	
	


[bookmark: _Toc10004351]
3	Equal opportunity
[bookmark: _Toc10004352]3.1	Policy statement
It is the policy of the JSB to administer all its human resources policies equitably and to avoid discriminatory practices related to age, colour, disabilities, family background, gender, sexual orientation, marital status, religion or political affiliation.
[bookmark: _Toc10004353]3.2	Objectives
The objectives of this policy are to:
· provide an employment environment in which employees have the opportunity to contribute and develop according to their merits and aspirations;
· fully integrate equal opportunity into the JSB’s culture and practice and promote policies, procedures and practices designed to support equal opportunity at all stages of employment;
· eliminate unfair and unlawful discrimination against employees and job applicants
· develop and use the full range of skills and talents of employees and potential employees regardless of any factor, which is not relevant to capability or potential.
[bookmark: _Toc10004354]3.3	Scope
This policy includes procedures for:
· equal opportunity monitoring and audit;
· implementation of policies and procedures, and;
· grievance.
[bookmark: _Toc10004355]3.4	Procedures
[bookmark: _Toc10004356]3.4.1	Equal opportunity monitoring and audit
The Executive Director/ED/HR manager shall regularly examine all ED/HR policies and procedures to ensure that they do not act to unjustly discriminate against particular groups or persons.
The Executive Director/ED/HR manager shall assess the effect of employment procedures and practices to identify any unintentional adverse impact on particular groups.  In particular, practices in the following areas shall be assessed: recruitment and selection; training and development; promotion, performance ratings and awards, discipline and grievance and access to employee benefits including leave and overtime.

All ED/HR records must be kept in a form, which permits analyses to be made of the number of applicants and employees in various categories, including:
· gender;
· disability status, and;
· employee category/grade.
[bookmark: _Toc10004357]3.4.2	Implementation of policies and procedures
The principles of equal opportunity will be integrated into all the JSB’s ED/HR policies and procedures.
No human resource decisions will be based on assumptions or generalisations about particular groups or categories.  Individuals will be considered on their personal merit.  Reasons for ED/HR decisions will be recorded so that policy can be monitored.
All employees with responsibility for making decisions about, or assessment on others will receive adequate training in the principles and practice of equal opportunity.
Workplace harassment, including racial and sexist and sexual harassment and abuse will be dealt with under the disciplinary procedure. Complaints of such conduct will be investigated and the results documented.
[bookmark: _Toc10004358]3.4.3	Grievance
Any employee, who believes they may have been the subject of unfair or unlawful discrimination, racist, sexist or sexual abuse or harassment, should raise their concern under the grievance procedure.
Grievances that concern an employee’s manager/supervisor may be directly notified to the Executive Director/ED/HR Manager. However, grievances concerning the Executive Director/ ED/HR Manager should be directed to the board tED/HRough the chairman in writing. 
[bookmark: _Toc10004359]3.5	Responsibilities
It is the responsibility of the Executive Director/ED/HR Manager to regularly audit the effect of employment procedures and practices, to identify any unintentional adverse impact on particular groups and provide appropriate guidance and training to support managers and supervisors to implement all the ED/HR policies fairly in line with the JSB’s policies. 
It is the responsibility of the Board of Directors to ensure the principles of equal opportunity are integrated into all the JSB’s policies and procedures.
All managers, supervisors and those involved in recruitment, training and promotion are responsible for implementing equal opportunity in their day-to-day activities and working relationships.
All employees have personal responsibility for the practical application of the equal opportunity policies in their day-to-day activities and working relationships.

	
	

	
	


[bookmark: _Toc10004360]
4	Recruitment, selection, promotion and transfer
[bookmark: _Toc10004361]4.1	Policy statement
It is the policy of the JSB to ensure that all appointments to posts are based on a fair and open assessment of individuals’ capabilities and in accordance with standards of professional best practice.
[bookmark: _Toc10004362]4.2	Objectives
The objectives of this policy are to ensure that:
· all posts are filled by the most suitable candidates whose capabilities have been objectively and competently assessed;
· there is compliance with the legislation concerned with employment practices
· requirements for job holders relate to relevant and clearly identified and communicated competencies (knowledge, skills and experience).
[bookmark: _Toc10004363]4.3	Scope
This policy includes procedures for:
· recruitment;
· selection, 
· promotion and transfer.
[bookmark: _Toc10004364]4.4	Procedures
[bookmark: _Toc10004365]4.4.1	Recruitment
To undertake any recruitment the department head where the new position is to be created, must first submit documentation inclusive of an updated job description and justification to the Executive Director/ED/HR Manager.  The documentation should outline the reason for the new position and a cost benefit analysis including the performance gain related to the JSB’s end output to its customers that will be achieved by the appointment.  Job descriptions should be competency and results focused in line with the standard format for all job descriptions.
On receipt of the proposal the Executive Director/ED/HR Manager shall review the documentation and confirm the category, grade and details of the position in consultation with the department head.  Based on this review the Executive Director/ED/HR manager will then make a recommendation to the Board of Directors to recruit or decline the appointment.
The Board of Directors will approve or decline the proposed appointment and return the documentation to the Executive Director/ED/HR Manager who will communicate this decision to the department head.
Where there is a vacancy, the Executive Director/ED/HR Manager must make a recommendation to the board of Directors for immediate action. In the event of a vacant junior position, the supervisor must make the recommendation, in writing, to the Executive Director/ED/HR Manager. 
The board must be notified of all requests for temporary employees. Requests for temporary employees should be for an employment term not exceeding tED/HRee (3) months, extendable by a further term if necessary. The Board of Directors will deal with recruitment of temporary employees on fixed term contract beyond tED/HRee months.
Where a major change or reorganisation is to be undertaken the Executive Director/ED/HR Manager will submit a proposal document to the Board of Directors for approval.  The proposal document will include a revised organisational chart, position descriptions and a cost benefit analysis outlining the rationale and increase in performance to be gained by the change.
The Board of Directors will approve or decline the proposed changes and communicate to the Executive Director/ED/HR Manager who will act on the decision.
All new permanent recruitment will be based on a minimum entry academic standard of four (4) Caribbean Secondary Examination Council (CSEC) subjects at level tED/HRee or equivalent qualification or at least a level 2 certification from National Council for Technical, Vocational and Educational Training (NCTVET). Existing employees who have not met this minimum standard, should demonstrate at each performance appraisal how they have improved their qualifications towards meeting this minimum standard.
The qualifications and person requirements for each position should be clearly stated on the finalised job description and communicated in all advertisements.
Management and executive vacancies will be advertised simultaneously internally and externally to attract the best qualified candidates for the position and to encourage open competition.
Vacancies for positions below management level will be advertised internally first and if no suitable candidate is found, external candidates will be invited.  In exceptional cases the Board of Directors may authorise the Executive Director/ED/HR Manager to advertise positions below management internally and externally at the same time, where it is felt that there will not be sufficient competition for a job or there will be an advantage in attracting applicants from the external market.
Advertisements placed for recruitment should specify details of the job and person specification and invite interested and qualified persons to apply in writing for the position indicating their suitability for the position.
Where appropriate the Executive Director/ED/HR manager will utilise external expertise of a recruitment company or undertake selective recruitment campaigns e.g., at universities, schools and job fairs.
Internal advertisements will be placed on the JSB’s staff notice board or distributed electronically together with details of vacant posts.
[bookmark: _Toc10004366]4.4.2	Selection
The selection process will include the following four stages designed to ensure the best-qualified candidate for the position is selected:
· preliminary shortlist;
· first interview;
· competency assessment, and;
· screening and final interview.

Where necessary, all employee categories of staff will go tED/HRough the four (4) stages of selection.  Different selection instruments will be used at the various stages; they will vary from highly sophisticated selection tools to fairly simple methods, depending on the complexity and seniority of the position.
At the end of each selection stage candidates will be advised if they have been successful.  At the discretion of the ED/HR Manager feedback will be given to unsuccessful applicants.
Preliminary shortlist
All shortlisted candidates will be determined by the requisite criteria, necessary for the position.
First interview
Short listed applicants will be notified and invited for a first interview with the interview.
Screening
All successful candidates from the competency/ability assessment will be screened to confirm validity of application information supplied.  This will include a check on references supplied and a medical.  Applicants will also be asked to submit verified copies of requisite qualifications.  Additionally, depending on the level and type of appointment, further screening make be undertaken including police checks.
All selection decisions will observe the equal opportunity policy and will be based on competency and demonstration that candidates successfully meet the job and person requirements for the position.
The ED/HR Manager will notify the successful candidate and offer the appointment in writing, subject to satisfactory references and completion of a probationary period.  The ED/ED/HR manager will prepare a letter of appointment, which the employee will sign before starting work.
Probation
All newly appointed staff will be required to serve a probationary period of not more than (3) months which will facilitate an assessment of an employee’s competence. In exceptional cases this probationary period may be waived at the discretion of the Board of Directors.  
During the probationary period, the manager will appraise the employee’s performance and behaviour to determine suitability of the individual to the position.  An appraisal form must be completed by the department head/supervisor at the end of the probationary period and the decision of the appraisal communicated to the ED/ED/HR Manager.
An employee who has successfully completed the probationary period will be issued a confirmation letter of appointment and will be entitled to the benefits of permanent members of staff, except for paid vacation leave and maternity leave entitlement which requires one complete year of service.
Temporary employees will be subject to different terms and conditions as may be determined by the Board of Directors in consultation with the ED/ED/HR Manager.
[bookmark: _Toc10004367]4.4.3	Promotion and transfer
Promotion and transfer potential will be assessed as part of the performance management system (work planning and review).  Additionally, employees with outstanding performance and ability for further development will be identified for inclusion in the JSB’s succession planning procedure.
The ED/ED/HR Manager will keep a record of all employees who have been identified for promotion or transfer and succession and will ask executives and managers to invite these persons to the third stage of the selection process when appropriate vacancies arise.
All positions will be advertised and candidates selected in line with the JSB’s recruitment procedures.  Invited applicants with recognised promotion, transfer or succession potential will have the opportunity to demonstrate their competence alongside other internal and external candidates. 
All selection decisions will be based on a fair and open assessment of applicants’ capabilities.
The ED/ED/HR Manager will notify the successful candidate and offer the appointment in writing setting out the terms and conditions of employment.
In exceptional cases and at the discretion of the Board of Directors, for reasons of business need or cost efficiency, direct promotions or transfers within the JSB may be made prior to any recruitment and selection.  These cases will be communicated to staff.
Where an employee is to be re-deployed at the same grade, adequate notice of the intention to transfer will be given to the employee. The ED/ED/HR Manager will advise the employee in person, followed by written confirmation of the move and any revised terms and conditions of employment.
[bookmark: _Toc10004368]4.5	Responsibilities
The ED/ED/HR Manager is responsible for managing all recruitment, selection, promotions and transfers.  In particular the ED/ED/HR Manager is responsible for recommending to the Board of Directors: 
· a decision on all applications for recruitment; 
· submitting proposals for recruitment involving major organisational change; 
· co-ordinating all recruitment advertisements both internally and externally, and; 
· managing the appropriate selection process for all recruitment.
The Board of Directors will be responsible for approving all recruitment requests. They will participate in the selection activities and appointing new members of staff.
Supervisors/ managers are responsible for informing the recruitment and participating in the selection process.
All staff are responsible for applying for those internal positions they would like to be considered for.
[bookmark: _Toc10004369]5	Hours of work and leave
[bookmark: _Toc10004370]5.1	Policy statement
It is the policy of the JSB to contract staff to work agreed hours of work in line with its business needs and provide for agreed levels of leave and time-off as part of its overall compensation package, in accordance with of the labour laws.
[bookmark: _Toc10004371]5.2	Objectives
The objectives of this policy are to:
· ensure that adequate staff are present at any given time to carry out activities necessary to meet the business needs of the JSB;
· see that all employees understand their normal hours of work and leave entitlements and to ensure that each individual attends work as agreed;
· ensure that all employees have enough time-off from work to maintain their well being and motivation necessary for effective performance whilst at work, and;
· provide time-off in line with statutory provisions for sickness, maternity and other special reasons.
[bookmark: _Toc10004372]5.3	Scope
This policy includes procedures for:
· hours of work;
· vacation leave;
· public holidays;
· sickness;
· maternity leave;
· paternity leaves
· compassionate/casual leave, and;
· special leave.
[bookmark: _Toc10004373]5.4	Procedures
[bookmark: _Toc10004374]5.4.1	Hours of work
The normal hours of work are 40 hours per week, to be worked as follows:
Monday to Thursday 	8.30am - 4.30pm
Friday			8.30am - 4.00pm
These hours take into account a one hour lunch break each day which employees may take at times agreed by their manager.  These times are to take account of arrangements to provide sufficient office cover and a full continuous service to customers.
Exceptions to the above will be stated in individual contracts e.g., part-time/casual/shift work employees or agreed at the discretion of the ED/ED/HR Manager to allow for special cases e.g., disability or to permit a temporary arrangement.
Employees are expected to be punctual and be in attendance during the contracted hours; failure to do so without prior approval will result in disciplinary action in accordance with the disciplinary policy and procedure. 
Managers and supervisors will monitor punctuality and attendance via attendance register.
[bookmark: _Toc10004375]5.4.2	Vacation 
All permanent full-time employees with at least one year’s continuous service will be entitled to tED/HRee weeks (15 working days) paid vacation leave each year.  The vacation year for the purposes of calculating leave entitlements will start on the anniversary of each employee’s starting date.  Vacation leave should be taken during the vacation year.  
New employees will not be eligible to take paid vacation during the first year of their employment unless otherwise agreed by the ED/ED/HR Manager at the start of their contract or in other special circumstances. They may, however, take unpaid leave in accordance with the procedures below.
Employees must submit their written application for vacation leave to their manager four clear weeks in advance of the first day of the planned vacation.  The manager will indicate his or her approval or decline the application based on the length of notice given, consideration to staffing arrangements and the need to maintain an adequate level of customer service.  The manager will pass on the written request to the ED/ED/HR Manager together with a note indicating approval or declining the application.  The ED/ED/HR Manager will vet such requests and make the final approval or decline the request.  This decision will be in writing.
Where possible the expressed preference of the employee will be granted, in co-ordination with other employees’ preferences for vacation.
Where a conflict amongst employees exists, the manager will take into account individual circumstances, length of service and previous arrangements in recommending a decision to the ED/ED/HR Manager.
Employees will normally not be permitted to accumulate leave and any leave entitlement not taken by the end of the vacation year will be forfeited with no payment given in lieu of its loss.
Only in exceptional cases where an emergency business need has required employees to cancel pre-arranged leave, will vacation entitlement be allowed to carry over into the following year.  This must be agreed in advance by the ED/HR Manager and all leave entitlement must then be taken in the second year or be forfeited with no payment in lieu of its loss.
A period of tED/HRee (3) months should normally elapse between an application for one years’ entitlement and the next.  No more than tED/HRee (3) weeks leave should be taken at any one time, unless with written approval from the ED/HR Manager.
Employees who leave the JSB during the vacation year will be paid in lieu of any unused vacation entitlement, calculated pro rata for the vacation year. In the event of the death of an employee the legal beneficiary will be paid this amount.  Employees are required to lodge a written identification of such beneficiary.  In default, payment will be made to the estate.
[bookmark: _Toc10004376]5.4.3	Public holidays
The JSB will observe all declared public holidays in Jamaica.  These presently include:
	New Year’s Day
	Independence Day

	Ash Wednesday
	Emancipation Day

	Good Friday
	National Hero’s Day

	Easter Monday
	CED/HRistmas Day

	Labour Day
And any other day designated by the government of Jamaica
	Boxing Day



[bookmark: _Toc10004377]5.4.4	Sickness
Permanent employees who have completed tED/HRee months service with the JSB will be eligible for up to ten (10) paid days paid in each vacation year, to cover short periods of absences due to ill-health or incapacity.  Employees are reminded that this provision is to compensate employees whilst they are sick.  It is not an extension to the provisions for vacation leave.  Any employee who abuses this provision is liable to disciplinary action in accordance with the disciplinary procedure.
Employees who are incapacitated due to sickness should ensure that their manager, or failing that the ED/ED/HR Manager, is notified within two (2) hours of the normal starting time on the first day of absence.  If the illness continues for more than tED/HRee (3) consecutive working days a medical certificate must be obtained from a registered medical practitioner.  Staff who fail to notify on the first day of absence, or to submit a medical certificate if required, may not be paid for the period of absence concerned and disciplinary action may be initiated.
Managers and supervisors will monitor employee sickness absences and counsel employees when they return to work.
All sickness absences with relevant documentation must be notified to the ED/HR Manager who will maintain employee attendance records and use these for payroll purposes.
If employees are sick for longer than ten (10) working days in any vacation year, then available vacation leave may be used so that payment continues.  Paid days of sickness absence may run consecutively with vacation leave or vice versa on the production of satisfactory medical evidence.  However, if an employee falls ill during their vacation leave, the sick period will be included as part of the scheduled vacation leave and no entitlement to additional payment for sickness or to additional holiday entitlement in lieu of the time spent sick will arise.  This is the same as when sickness occurs on weekends or on public holidays - no additional paid time off is given.  Where an employee falls ill immediately prior to the start of his or her vacation leave, the vacation leave may be postponed at the discretion of the ED/HR Manager, and the normal procedure for sickness absence will apply.

5.4.5  Special Sick Leave

In cases of grave illness or periods of sickness involving hospitalisation or convalescence arising from hospitalisation a further sixty five (65) working days sick leave with full pay may be granted to permanent full time employees with at least one year’s continuous service, subject to a medical certificate being provided and verified by the JSB.  
In such cases of extended sickness, managers and the ED/HR Manager should maintain contact with these employees at regular intervals.
Where sickness exceeds sixty five (65) working days in any vacation year, then the question of the employees fitness for continued employment shall be reviewed by the Board of Directors, ED/HR Manager and immediate superior in consultation with a registered medical practitioner appointed by the JSB to provide an objective professional opinion.
The Board of Directors will retain the right to terminate employment on medical grounds subject to this professional opinion as to continued fitness for employment.  However, the Board of Directors will review transfer to another job in the JSB, if it is available, if the employee may be suited to that, but not to their original job, because of their incapacity.
The JSB reserves the right to validate any medical certificate submitted in respect of sickness and to request an employee to have a medical examination conducted by a registered medical practitioner appointed by the JSB to provide an objective professional second opinion.
[bookmark: _Toc10004378]5.4.6	Maternity leave
Employees will be entitled to maternity leave and maternity leave payments in line with statutory provisions. The JSB’s policy and procedure for maternity is set out below.  In the event of any conflict with statutory provisions then the statutory provisions shall, of course, take precedence.
Employees who have been permanently and continuously employed by the JSB for fifty-two (52) weeks from the date when maternity leave is to begin will be eligible for maternity leave. In line with the statutory requirements, eight (8) weeks (56 calendar days) maternity leave will be granted at full pay. 
If the employee, having been pregnant for at least twenty eight (28) weeks, is absent from work wholly or partly because of pregnancy or confinement, she may be granted sick leave for which she may be eligible. Should the sick leave prove insufficient, then four (4) weeks) additional leave without pay may be granted. 
If there is illness of either the mother or child which is supported by a medical certificate, extended leave without pay may be granted up for periods of up to three (3) months. 
Vacation Leave immediately preceding or following the grant of maternity leave may be taken, provided the employee is eligible for the grant of same.
Each employee is limited a total of three paid maternity leave periods during the course of employment with the JSB.
Applications for maternity leave shall be made in writing to the ED/HR Manager at least three (3) months in advance of the expected date of confinement and must indicate:
· the date on which the leave shall begin,
· the duration of the leave  
· the employee’s intention to return to work at the end of the leave period. 
Employees should attach to the application a certificate from a registered medical practitioner confirming the details of pregnancy and the expected date of confinement. If an extension is required the employee must submit a request in writing no later than 2 weeks prior to the expiration date of the specified employment. If employees do not give notice of their intention to return to work the JSB reserves the right to take actions in accordance with the disciplinary procedures.
[bookmark: _Toc10004379]5.4.7	Compassionate/Casual Leave
Compassionate leave may be granted to employees to allow them to attend to emergencies involving their immediate family including death, serious illness or injury. Immediate family, for the purpose of this policy, are parents, grandparents, brothers, sisters, children and spouse.
Compassionate leave may be granted to allow male employees to take paternity leave on the birth of their child, for up to three (3) occasions during their employment with the JSB.
Casual leave may be granted to allow employees to deal with serious personal emergencies e.g., house burglary, fire, flood and other natural disasters.
Employees must obtain the ED/HR Manager’s written approval to take compassionate or Casual leave prior to it being taken, except in cases of emergency when the employee should take all reasonable steps to consult quickly with the ED/HR Manager. The period of Compassionate or Casual leave to be granted in each case will be decided by the ED/HR Manager according to the exigencies of each particular case.  
Copies of all written approval notification granting staff compassionate or casual leave and all supporting documentary proof will be kept on individual personnel records by the ED/HR Manager.
[bookmark: _Toc10004380]5.4.8	Special leave
In line with statutory provisions and best practice, employees may take the following leave with pay to:
· attend Court to act as a witness before the Court or a Government body having the power to issue summons  
· be absent from work for up to three (3) hours on a polling day to vote in a general or local government election where employees commence work before 10:00am and conclude after 2.00pm, and;
· fulfill Jamaica Defence Force Reserve training requirements, which will not normally exceed seventeen (17) days in any given year.
In addition employees who are entitled to participate in recognised activities deemed to be national service or to represent Jamaica at national and international events may be granted paid leave with the prior approval of the Board of Directors. The JSB, in recognising the right of staff representation by a representative body, trade union or staff association, will also grant paid leave to staff representatives to attend accredited trade union courses/conferences and official meetings subject to satisfactory staffing arrangements being able to be maintained at no additional cost and at the prior discretion of the Board of Directors.
Written approval must be given prior to employees taking leave of absence.
[bookmark: _Toc10004381]5.5	Responsibilities
The Board of Directors is responsible for authorising all extended leave and special leave requested by employees.
The ED/HR Manager is responsible for authorising all other leave and maintaining all staff leave records, validating associated documentation and certification and where appropriate approving special leave in consultation with managers and the Board of Directors. 
Managers are responsible for monitoring staff attendance and punctuality and recommending leave in accordance with the policy provisions and procedures.
All employees are responsible for attending work punctually and taking leave entitlement in line with agreed terms and conditions and the policies and procedures.

[bookmark: _Toc10004382][bookmark: _Toc10004383]
6	Compensation, benefits and reward
[bookmark: _Toc10004384]6.1	Policy statement
It is the policy of the JSB to remunerate and reward staff for work commensurate with their job level, experience, skills and quality of work performance, subject to overall business and financial performance, and with regard to the labour market and Government’s overall compensation policy.
[bookmark: _Toc10004385]6.2	Objectives
The objectives of this policy are to:
· attract and motivate staff through a comprehensive remuneration, benefits and reward package that is flexible and responsive to the needs of the JSB, and;
· ensure a balanced relationship between level of compensation, benefits and reward and employees skills, responsibilities and performance output.
[bookmark: _Toc10004386]6.3	Scope
This policy includes procedures for:
· salary administration;
· payroll deductions;
· performance related payments;
· selection of an employee of the quarter;
· additional pay provisions;
· cash allowances;
· expenses;
· pension;
· salary advances;
· loans;
· health insurance, and;
· long service awards.
[bookmark: _Toc10004387]6.4	Procedures
[bookmark: _Toc10004388]6.4.1	Salary administration
Salary bands for job positions will be based on the job grade established using a process of job evaluation and taking account of the market rates of pay for similar positions and the JSB’s ability to pay.  Employees will normally be placed on the minimum of the salary band for their job grade.

The ED/HR Manager will maintain a schedule of the salary bands applicable to the JSB.  However, individual salaries shall be strictly confidential.  They will not be made known to any other than the ED/HR Manager, permanent staff of the ED/HR Department and payroll section, an individual’s manager and that manager’s seniors.
In cases of promotion, individuals will be placed on the minimum of the new salary band or given a fixed increase, whichever is the greater.
The basic pay of each individual will be set out at the start of employment with the JSB in each individual’s employment letter, which will be amended each time there is a salary revision.
Salaries will normally be reviewed annually, with any change taking effect from 1st of April.  However, there will be no automatic cost of living increase.   Overall salary increases will be based upon the JSB’s ability to pay coupled with any change to the year on year productivity, income and expenditure of the JSB as a whole, with due regard also being given to inflationary factors and movements in both private and public sector pay levels.  
Salary progression within a grade will no longer be automatic.  Any annual increases and adjustments within a salary grade will be authorised by the Board of Directors, acting upon advice from managers and the ED/HR Manager, and they will be based upon permanent increases in performance and/or responsibility. Individual salary increases may be awarded on successful completion of relevant examinations or on attainment of appropriate professional qualifications, where there is evidence of improved performance resulting from the acquisition of the qualifications, or where it equips the employee for increased responsibility.  
Other changes of salary will normally only be made on appointment or on promotion.
Salaries will be paid monthly net of any deductions, by bank transfer to employee’s accounts.  Each month employees will be advised by payslip of their monthly salary and deductions.  The ED/HR Manager will co-ordinate the administration of the payroll in liaison with the finance department who will have operational responsibility for making the payments. 
Temporary staff may have special pay arrangements, which will be communicated to them at the start of their contract period.
[bookmark: _Toc10004389]6.4.2	Payroll deductions
Statutory deductions will be made from all employees salaries before payments are issued including income tax, national housing trust, education tax, national insurance scheme contributions and any other statutory deductions that may be in effect from time to time.  Payments to these organisations will be made in accordance with payment schedules. 
Additionally, other payments agreed with employees may be made to various organisations and these will be deducted from employees’ salaries before salaries are issued.  Such payments may be made to house mortgage loan organisations, banks, credit unions, life/health insurance companies and social clubs, staff association or a recognised trade union.
The employee should sign in writing an agreement for all non statutory payments to be deducted except that the JSB reserves the right to deduct any amount owed by an employee to the JSB from salary, e.g., salary advance or cost of telephone calls made.
The record of all payroll deductions will be noted on employees’ pay advice and totalled on employee annual returns.
[bookmark: _Toc10004390]6.4.3	Performance related payments
Where possible, JSB plans to reward its staff for improved performance and plans a three-tier performance related payment system.  The levels will be:
· JSB performance;
· team or departmental performance, and;
· individual performance.
Subject to budgetary provision, the Board of Directors will determine an overall sum to be allocated for JSB performance gift.  This overall sum will be shared amongst staff who have received a satisfactory or better rating at their annual performance review, in proportion to each individual’s basic salary. 
6.4.4   Employee of the Quarter
In addition to performance related bonuses the JSB will recognise one employee per quarter as having achieved exceptional performance.  Managers will be required to submit to the ED/HR Manager one employee nomination per quarter, as proposed by each manager’s staff, with supporting evidence of the exceptional performance achieved by the individual.  The ED/HR Manager will review all nominations in conjunction with the Board of Directors and one employee will be chosen to be recognised with the title employee of the quarter and a certificate. 
This will be communicated in the Society’s media and a photograph of the employee of the quarter placed in the reception area of the JSB’s office.  Employees of the quarter will then be put forward for employee of the year.  The Board of Directors in conjunction with the management team will decide on who should be recognised with this title and this employee will receive a plaque and a token reward as a memorial of their achievement for the year.  This will also be communicated in the JSB’s media and a photograph of the employee of the year placed in the reception of the JSB’s office.
[bookmark: _Toc10004391]
6.4.5	Additional pay provisions
Overtime payment
In exceptional situations where a business need arises to warrant staff to work significantly beyond their normal working hours, staff below supervisory level may be entitled to overtime pay for such work.  
Overtime pay will only be paid for time worked by employees where the prior approval of the Board of Directors for overtime working, including budgetary provision (or variation if necessary) has been given.  
Authorised overtime worked must be recorded and forwarded to the ED/HR Manager.  Overtime pay will be calculated on the basis of the employee’s basic hourly rate of pay, calculated on the basis of a thirty-six and a half (36.5) hour working week.  Employees will receive one and half times their basic hourly rate of pay for each complete hour worked in excess of forty (40) hours per week and twice the employees’ basic hourly rate of pay for any such worked on Sundays and public holidays. 
Overtime payment will be received with the following month’s salary.
For expenses related to overtime, see below.
Temporary responsibility payment
Where staff are required to carry out the additional duties of a vacant higher graded position for longer than one (1) month, an additional allowance may be paid at the minimum salary rate of the higher job or one increment above the employee’s existing salary in the current grade, whichever is the greater.
Such periods should not normally be for more than tED/HRee (3) months.  After such time the vacant position should be advertised and filled or a decision taken to re-grade or abolish the post.
[bookmark: _Toc10004392]6.4.6	Expenses
Travel
All reasonable travel expenses, excluding travel to and from an employee’s home and normal place of work, will be reimbursed where travel is related to the execution of the JSB’s business, subject to prior approval by a manager and the production of supporting bills and receipts.
Where an employee is required to use his or her private car to travel on JSB business then reimbursement may be claimed at one of the four mileage rates determined by the Director of Finance and Administration, for one of the following categories:
· fully maintained car provided by JSB:  a mileage rate calculated to reflect only the costs of fuel for a standard saloon car;
· car acquired under special concessionary privileges for public officers, including interest free or subsidised loans and/or duty concessions:  a mileage rate calculated to reflect the costs of fuel and other reasonable running costs, including tax and insurance, but not to include any allowance for depreciation;
· private car not in either of the above categories and used regularly on JSB business:  a mileage rate calculated to reflect the costs of fuel and other reasonable running costs, including tax and insurance, which would also include an allowance for depreciation (based upon the cost of a new standard saloon car), and;
· private car not in any of the above categories and used occasionally on JSB business: a mileage rate calculated to reflect the costs of fuel and other reasonable running costs, including tax and insurance, which would also include a 90% allowance for depreciation (based upon the cost of a new standard saloon car).
Staff using cars and claiming mileage allowance are responsible for ensuring that their vehicles are in a safe and roadworthy condition and fully insured for the purposes of business travel. 
Subsistence allowance
A subsistence allowance to cover meals and incidentals during out of town travel on JSB business will be paid at the prescribed rate. Where work assignments require employees to be away from home overnight, the JSB will pay the cost of hotel accommodation which should be reasonably priced.
Transportation Subsidy
Permanent employees below the level of supervisor who are not in receipt of a Travelling Allowance will be paid a Transportation subsidy at a rate to be determined. The subsidy will be paid along with salary.
Overseas Travel
Employee travelling overseas on JSB duty will be granted a per diem allowance at the prescribed rate to cover accommodation, ground transportation, meals and incidentals. Where accommodation is provided, the allowance will be reduced by 50%. Where accommodation, transportation and meals are provided, the per diem will be paid further reduced and paid at the rate prescribed.
Overtime
In lieu of overtime payment, reasonable expenses for food and transportation related to overtime worked will be reimbursed to employees, or a Meal and Transportation Allowance paid instead, subject to prior approval given by the ED/HR Manager. Payment may only be claimed where staff work a minimum of two (2) hours after normal working hours during the week and five (5) hours on weekends or public holidays. Employees who are receipt of a travelling allowance are not eligible for reimbursement of transportation expenses but will instead be paid mileage. 
Direct payment
Where the employee may incur significant expenses to undertake approved JSB business e.g., hotel and overseas travel costs, the manager should write in advance to the finance department to arrange for an invoice for those expenses to be sent direct to the JSB for payment.
Reimbursement
All claims for reimbursement should be made on an expense claim form, accompanied by valid bills and receipts, signed by a manager and forwarded to the ED/HR Manager.  Reimbursements for expenses will be made to employees either as a cheque or in cash depending on the amount to be reimbursed.
[bookmark: _Toc10004393]6.4.7	Pension
All permanent employees, save executives on fixed term contracts with gratuity, will be required to participate in the pension scheme which applies to public officers employed in executive agencies.  The finance department will hold details of the scheme and employees with questions on the pension arrangements should contact the finance department.  
The scheme, which currently applies, is the existing scheme for public officers employed in Government departments.
[bookmark: _Toc10004394]6.4.8	Health insurance 
The JSB will operate a group health insurance scheme for all permanent employees who will be eligible to join the scheme. The scheme will require contributions from both employees and the JSB.  Employees who join the scheme will be given a health insurance card to produce as proof of coverage.
For details of the scheme’s provisions employees should refer to the card and the insurance company’s literature which will be kept by the ED/HR Manager.
Membership of the scheme and cover ceases immediately on the employee leaving the JSB or if for any reason the employee ceases to be eligible for coverage.
The scheme, which currently applies, is the existing scheme for public officers employed in Government departments.
[bookmark: _Toc10004395]6.4.9	Salary advances
In cases of employee financial hardship, the JSB may make an advance available to permanent employees. This will be deducted from the next due salary or over an agreed period not to exceed tED/HRee months. Therefore, no advance can exceed one month’s net pay.
Employees should submit a written request to the ED/HR Manager stipulating the reasons for the advance and where appropriate attach documentary supporting evidence.  Salary advances are not an automatic entitlement and will also be subject to the prior approval of the Director of Finance and Administration.
Where employees leave JSB service before the advance is repaid this will be deducted from any pay due or where this does not cover the advance the money must be paid by the employee in full on their last working day.
Employees will not be eligible for a salary advance more than one time in any financial year.
[bookmark: _Toc10004396]6.4.10   Loans
Loans to staff may still be made in accordance with the rules that apply for public officers employed by Government departments. Such loans are the responsibility of the relevant central Government body.
6.4.11    Duty Concession 
Travelling Officers in receipt of a travelling allowance who are required to use their vehicle while performing their substantive duties, are eligible to apply for a Duty Concession when purchasing a motor vehicle to be used in the performance of their duties. Recipients of the concession will be subject to the conditions laid down by the JSB and the Ministry of Finance and Planning.
[bookmark: _Toc10004397]6.4.12    Long service awards
The JSB shall recognise employees for long service with the JSB at ten (10), fifteen (15) and twenty (20) years and each five (5) years thereafter. 
Subject to budget constraints the Board of Directors in conjunction with the ED/HR Manager shall determine the award for each level of long service. 
Employees recognised for long service will have their names published in the JSB’s internal media and awards may be presented at an official JSB function.
As public officers, employees of the JSB will also be eligible for long service awards that may be made by Government to all eligible public officers from time to time.
[bookmark: _Toc10004398]6.5	Responsibilities
The Board of Directors will be responsible for deciding salary, bonus and other remuneration or expense levels for all staff in accordance with the JSB’s policies and procedures.
The ED/HR Manager will be responsible for managing and administering all compensation, benefits and reward schemes and maintaining related employee records in accordance with the decisions of the Board of Directors.
Managers are responsible for evaluating performance for performance related pay. 
Employees are responsible for their own participation in the JSB’s health insurance scheme and complying with administrative requirements for all remuneration, benefits and reward provisions in accordance with the JSB’s policies and procedures. 

[bookmark: _Toc10004399][bookmark: _Toc10004400]
7	Human resource planning
[bookmark: _Toc10004401]7.1	Policy statement
It is the policy of the JSB to plan its human resource requirements for the future and take action to ensure that it has an adequate supply of people with the right skills, training and experience available at the required time to enable the JSB’s objectives to be met.
[bookmark: _Toc10004402]7.2	Objectives 
The objectives of this policy are to:
· establish guidelines and processes for effectively dealing with change and organisation development, and;
· ensure that a plan is in place for establishing appropriate organisation arrangements, staffing levels and skill requirements to accomplish the JSB’s objectives.
[bookmark: _Toc10004403]7.3	Scope
This policy includes procedures for:
· organisational development;
· manpower planning, and;
· succession planning.
[bookmark: _Toc10004404]7.4	Procedures
[bookmark: _Toc10004405]7.4.1	Organisational development
On an annual basis as part of the JSB’s business planning process the ED/HR Manager shall review the suitability of the JSB’s organisation and structure to meet current and future customer business needs.  In reviewing the existing structure the focus shall be on the identification of duplicated effort and responsibility within the departments as well as identification of surplus capacity.  
Proposals to change organisational structures shall be supported by a cost/benefit analysis together with a statement giving the means by which the proposed benefits will be measured.  The ED/HR Manager should incorporate relevant managers’ viewpoints into the proposal to be submitted to the Board of Directors together with an implementation plan.
The proposal should include consideration of:
· clarity of reporting lines and responsibilities;
· ensuring that where responsibility is allocated that sufficient authority is also allocated in order to discharge it;
· the effects of present levels of competence, and any identified training needs, where reporting lines and responsibilities are changed;
· the involvement of key personnel including relevant executives, managers and staff representatives, and;
· an effective span of control.
The Board of Directors will decide on whether to implement any organisational changes and agree an implementation plan with the ED/HR Manager.
Once organisational structures have been approved the ED/HR Manager should ensure that documents detailing organisation structures and arrangements reflect approved changes and that the changes are communicated to staff and understood by those who are affected.
[bookmark: _Toc10004406]7.4.2	Human resource planning
Following an annual review of organisational structures a human resource plan should be developed taking account of business needs and the implication of any projected organisation change on the numbers and skills of employees. 
Where available the ED/HR Manager should use human resource planning information developed from a single, accurately maintained database, so that plans are based on consistent information.
Human resource plans should be based on the systematic assessment of the characteristics and trends of the existing workforce including:
· competencies required;
· employee turnover; 
· length of service profiles; 
· age distributions;
· grade/earning level profiles; 
· skills inventories (including  special qualifications and/or experience), and; 
· gender/ethnic/disabled groups.
Human resource plans should also take account of external trends relating to forecasts of external labour skills in supply and demand.
Future human resources requirements identified from human resource plans should be fed into recruitment, training, and development plans and co-ordinated by the ED/HR Manager in accordance with the respective policies.  Changes should be incorporated into the annual business plan and budget process.
[bookmark: _Toc10004407]7.4.3	Succession planning
To ensure the continuity of operations the ED/HR Manager, in conjunction with executives and managers, should develop succession plans for all management and supervisory positions based on the identification of outstanding potential from performance review and development activities.
Discussions between the individual and his/her manager during performance appraisal concerning realistic career aspirations (the personal development plan) shall be considered when developing succession plans and appropriate development opportunities identified.
The ED/HR Manager shall facilitate succession planning by providing information support and guidance to all managers.
As appropriate vacancies arise, employees identified in succession plans will be invited to compete for selection at the third stage of the process and as such be exempted from the initial short-list and interview stage.
The ED/HR Manager in consultation with the Board of Directors will develop succession plans for senior level positions, where appropriate.
The succession planning process must conform to the spirit and intent of the equal opportunity policy and the identification of employees for succession will be based on performance, competence and merit.
Only in exceptional circumstances will direct appointments be made and normally this will relate to a transfer or same grade movement rather than promotion.
[bookmark: _Toc10004408]7.5	Responsibilities
The ED/HR Manager is responsible for developing and maintaining a competency framework and reviewing current skills and staffing needs, producing the JSB’s human resource plan, managing major organisational changes and ensuring these are discussed with employee representatives.
It is the responsibility of the Board of Directors to authorise all organisational changes.
All managers and supervisors shall assess and monitor their staff and identify those with outstanding potential to be incorporated in the JSB’s succession plan.  Potential successors for all management posts will be identified and incorporated in this plan.  As part of the performance management process superiors should agree personal development plans for each of their staff. 
All employees are responsible for their own performance and potential by taking advantage of the various development opportunities available.
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8	Performance management
[bookmark: _Toc10004410]8.1	Policy statement
It is the policy of the JSB to encourage regular dialogue between staff and their managers to provide meaningful feedback on performance achievement and encourage superior performance aligned to corporate objectives.
[bookmark: _Toc10004411]8.2	Objectives
The objectives of this policy are to:
· communicate to employees what is valued by the organisation to ensure commitment to organisational goals;
· motivate and guide employees toward greater self-development and improved performance by discussing in a positive, constructive manner, significant strengths and areas needing improvement;
· provide a means for evaluating employee suitability for continuation of employment beyond the probationary period and for job transfer and/or promotions so as to make the best possible use of each employee’s ability, skills, knowledge and ambitions, and;
· provide a record of employee progress.
[bookmark: _Toc10004412]8.3	Scope
This policy includes procedures for:
· work planning;
· performance review;
· self appraisal;
· personal development plan;
· competency profile;
· performance related pay, and
· appeal process.
[bookmark: _Toc10004413]8.4	Procedures
[bookmark: _Toc10004414]8.4.1	Work planning
Before the start of each new financial year, and as an adjunct to the corporate, business planning and budgeting process, the JSB will ensure that each employee has an agreed work plan for the ensuing year.  This work plan will confirm the main purpose of the particular job, key overall objectives or outputs to be met and key activities necessary to support them.  The work plan will also include performance targets against key indicators for each of the key overall objectives or outputs and a plan for the employee to have access to the required resources (financial, logistical, developmental and organisational) in order to meet the targets that are set.  The work plan will be set out on the work planning form, which the ED/HR Manager will supply.

The work planning process will start during the preparation of the corporate and business plans and will be an integral part of that process.  Corporate and business plans will be developed by the Board of Directors and other executives and managers.  The strategic objectives, key outputs and targets from these overall plans will be translated into the same for each department head using the front sections of the work planning and review form and a process of discussion and agreement with the Board of Directors.  Each departmental head will then translate his or her strategic objectives, key outputs and targets into the same for the managers and supervisors that they control using the same team based approach and the work planning and review form.  Supervisors will then repeat this process for their staff.
The ED/HR Manager will analyse the work planning and review forms with the Board of Directors and determine if the successful sum efforts of the individual staff will lead to the overall achievement the JSB’s targets.  This analysis will also include a consideration of the costs of the resources that have been identified to ensure that they are within the JSB’s planned capacity to pay.  Where the analysis reveals problems then the work planning and review forms, and perhaps the JSB’s overall corporate and business plans, these will be adjusted to ensure harmony.
Work planning and review forms will then be finalised and issued to staff with copies being kept on personal files in the ED/HR department.
[bookmark: _Toc10004415]8.4.2	Performance review
Managers should review the performance of their employees on a continuous basis as part of the day-to-day management process of coaching and guiding employees in their development to achieve superior performance.
Formal written reviews or appraisals should be carried out on an annual basis, shortly after the end of the JSB’s financial year, but with interim reviews on a quarterly basis.  Additionally, a formal written review should be carried out at the end of any probationary period and at agreed times after an employee’s transfer or promotion to a new position.  Appraisals will be against the objectives and targets set out in each individual’s agreed work planning and review form.
At least two (2) months before the annual review is due the ED/HR Manager will remind managers of the process and distribute the appropriate work planning and forms for the next planning period.  Training and guidance will be offered to managers and employees on the performance management process.
The appraisal review should take the form of a two-way discussion involving both the manager and the employee.
Employees will be requested to document their comments on the performance review and both the manager and employee will be required to sign the appraisal review document.
As part of the review process individual targets that are specific, measurable, achievable, realistic and time-bound (SMART) will be set for the ensuing period.  Employees should be involved in setting and agreeing targets, which should relate to the achievement of the JSB’s targets and objectives.  This process is explained in the section above.
In cases where team targets are set these should be reflected as individual performance objectives to reinforce the role of all members of the team. 
[bookmark: _Toc10004416]8.4.3	Self appraisal
As part of the performance review process, the employee will be required to conduct a self- appraisal of his/her performance prior to the appraisal interview.  The forms to be used for the work planning and appraisal process will provide the framework for this self-appraisal.
The self-appraisal will act as a reference for the employee during the appraisal discussion. 
[bookmark: _Toc10004417]8.4.4	Competency profile
The ED/HR Manager will keep up to date all job descriptions, which include a competency profile.
The competency profile will act as a guide to managers in the performance review process, highlighting areas for employee development.
Career discussions should be recorded as part of the performance review as a personal development plan for future reference.  Managers are responsible for ensuring that resources exist to implement the personal development plans.
[bookmark: _Toc10004418]8.4.5	Personal development plan
As part of the performance review process, managers will be required to counsel staff on their careers and develop with them a personal development plan for the ensuing year. Realistic career aspirations should be discussed and the potential of the employee explored within the context of the JSB’s needs.  Where appropriate external career options may also be discussed as part of this meeting.
Career counselling discussions should consider sideways movement as well as upward movement.  Managers should not promise or guarantee employees transfers or promotions.
[bookmark: _Toc10004419]8.4.6	Performance related pay
The performance review will be the main mechanism for identifying employees who have achieved outstanding and exceptional performance.
Performance rewards for outstanding and exceptional performance will be in accordance with the compensation, benefits and reward policy.
[bookmark: _Toc10004420]8.4.7	Appeal process
An employee who strongly disagrees with his/her appraisal should raise it a grievance in accordance with the individual grievance policy.
[bookmark: _Toc10004421]
8.5	Responsibility
It is the responsibility of the ED/HR Manager to distribute the work planning and review forms and schedule for the annual performance appraisals.
It is the responsibility of the managers and employees to agree performance objectives in line with the JSB’s targets and objectives.
Managers are responsible for scheduling and conducting regular performance reviews in line with the policy and the JSB guidelines.
It is the responsibility of employees to undertake regular self-appraisal and participate in the performance management process in accordance with the policy.

	
	

	
	



[bookmark: _Toc10004422]
9	Training and development
[bookmark: _Toc10004423]9.1	Policy statement
It is the policy of the JSB to train and develop staff to enable them to perform their jobs effectively and meet the short, medium and longer term skill requirements of the JSB.
[bookmark: _Toc10004424]9.2	Objectives
The objectives of this policy are to:
· ensure all training activities are conducted on a business need basis to a high and consistent standard;
· ensure that there is always available a competent well trained staff to achieve the objectives of the JSB;
· provide an efficient, effective, motivated and productive workforce;
· ensure staff receive the training necessary to enable them to perform their jobs effectively and to achieve their agreed objectives and targets, and;
· encourage employees to take responsibility for continuing their own professional development.
[bookmark: _Toc10004425]9.3	Scope
This policy includes procedures for:
· orientation and induction;
· training needs analysis;
· training delivery;
· coaching;
· continuing professional development;
· time off to attend classes;
· secondment;
· training evaluation, and;
· specialised development schemes.
[bookmark: _Toc10004426]9.4	Procedures
[bookmark: _Toc10004427]9.4.1	Orientation and induction
All new employees will be given an orientation to the JSB during their first week of employment.  The orientation will include an explanation of JSB’s mission and induction into the JSB’s ED/HR policies and procedures and organisation.
The ED/HR Manager will see the new employee on the first day to start the orientation session.  At this session the ED/HR Manager will discuss and communicate a short induction programme, which will have been agreed and drawn up with the new employee’s manager and supervisor.  
The induction programme will be based on a checklist of the initial training areas to be covered and it will identify those responsible for delivering each area and dates and deadlines for completion.  It will also identify a fellow employee from the same department or section who will act as a counsellor during the induction period.   Induction programmes should cover periods of between one week and one month, depending upon the seniority of the post in question.
The employee will be asked to sign all relevant benefit forms at this time.  The employee will be given a copy of relevant JSB literature and recent copies of the JSB’s staff newsletter.
The ED/HR Manager will then direct new employees to their managers who will introduce them to other team members and continue the process of orientation including a tour of the different work areas within the JSB.  Orientation and induction training will include familiarisation with the work of the section and basic training to undertake the job functions.
At the planned end of the induction programme the ED/HR Manager will meet with the employee to check that the programme is completed satisfactorily and to answer any points that may have come up during the programme.  The ED/HR Manager may also meet the employee informally during the induction programme to check on progress and problems. 
New employees will be assigned a manager who will act as a mentor during an employee’s first month.  The mentor will have the role of answering any questions the individual may have about the JSB’s way of working and provide a continuation of the induction process that the employee will receive as part of the orientation programme. Normally the mentor will not be a manager who the individual directly reports to.
[bookmark: _Toc10004428]9.4.2	Training needs analysis
All training plans will be based on the clearly identified business needs of the JSB, and of the individuals concerned, tED/HRough an annual training needs analysis.  This analysis will be part of the annual corporate and business planning and budgeting activity.  It will take account of the development and training needs identified as part of the performance appraisal (work planning and review) system.  Training needs will take into account the employees job role, performance criteria, current competencies, quality and safety considerations.
Executives and managers, with advice from the ED/HR Manager, will agree training plans from agreed training needs for their staff, to be incorporated in the business plan and budget for the following year.
Where a member of staff perceives that they have a training need they should discuss it with their manager at any time.
[bookmark: _Toc10004429]9.4.3	Training delivery
Consideration will be given to the most cost effective, appropriate and available methods of training delivery to ensure training effectiveness and efficiency.  On-the-job training and coaching will be encouraged.
Any internal trainers used for in-house courses and on-the-job training shall be given guidance and instruction to ensure that staff get the best possible training from using this approach.
Where external training is required the ED/HR Manager will prepare a written training specification and terms of reference.  Tenders should be invited from at least tED/HRee training suppliers to obtain the most competitive rate.  All other things being equal, courses provided by MIND will be given first priority.
The ED/HR Manager will ensure that all training providers are qualified and of a suitable calibre to conduct the training. Adequate training facilities should be provided which offer an atmosphere and surroundings conducive to learning.
All training must reinforce achievement of the JSB’s mission, strategic objectives, key outputs and performance targets and incorporate best training practices.
Individual training requirements not identified as part of the training plan should be notified in writing to the ED/HR Manager via the appropriate executive or manager, giving a cost benefit analysis of how the skills will be used on return to work and indicating why the need was unforeseen at the time of developing the budget.
Managers must ensure that staff meet the entrance requirements for any planned training.
[bookmark: _Toc10004430]9.4.4	Coaching
Coaching will be the primary method of employee development.  Coaching is a systematic method of developing employees tED/HRough supporting action learning, which uses real job issues as training opportunities.
Managers will take on the coaching role on a continuous basis to develop their employees’ skills and effectiveness.  All managers will be required to undergo coaching and instructional techniques training as part of their own development.
[bookmark: _Toc10004431]9.4.5	Continuing professional development
Employees should take responsibility for their continuing professional development in partnership with their managers.  This requires all members staff to ensure that skills and qualifications remain up to date and current.  Continuing professional development may include regularly reading trade or professional magazines.
Individuals should keep a personal record of their continuing professional development activities, which include reading professional journals, books, attending conferences and seminars, participating as an active member of a professional society and other activities.  Such records may be useful to draw on to demonstrate competence at a later stage.  Staff will be required to make an annual report to the ED/HR Manager setting out their continuing professional development activities on a prescribed form.  This annual report will be considered as part of the annual appraisal process.
[bookmark: _Toc10004432]Time off for study purposes
It is recognized that some employees may wish to pursue higher education so as to enhance their skills and capabilities and, as such, may need time-off during normal working hours to attend educational institutions. The amount of time off which can be granted must be restricted due to the exigencies of the organization and the following policy governs the grant of the facility.

1. Employees who are pursuing courses leading towards the award of a Diploma,  
            Certificate, Degree or professional qualifications at a recognized tertiary
institution may be granted up to a maximum of 4 hours time off  per week to
attend classes
2. No full time study leave with pay will be granted.
3. No more than two employees per Unit can be granted time-off at any one time   and the maximum length of time during which an employee can benefit from time off is dependent on the course of study being pursued and will be limited to the time as indicated:-
Certificate and Diploma Courses	-	2 years
Undergraduate Degree			-	4 years
Postgraduate Degree			-	2 years
Professional Qualifications		-	4 years
4. Any approval given is with the understanding that time off granted must be worked back.
5. Applications for the facility must be made to the Human Resources Manager tED/HRough the Head of Department. Documentary evidence of acceptance at the training institution must be supplied along with a schedule of how the time-off will be worked back.
6. The Head of Department will forward the application along with a recommendation to the ED/HR Manager.
7. The employee will be advised in writing of the decision with a copy of the approval sent to the Head of Department.
8. As class schedules are liable to change, a new application with the required documentation must be submitted each semester.
10.	Each Head of Department is responsible for monitoring the schedule and can request a review of the arrangements should the exigencies of the organization warrant.
[bookmark: _Toc10004433]9.4.6	Secondment
Planned secondments both internal and external to the JSB may be used to further develop employees in their job.  The need for such development should arise from discussion held as part of the employee’s performance review.  The ED/HR manager should agree in advance all such secondments, and a detailed coaching plan, as part of organisational development and succession planning. 
[bookmark: _Toc10004434]9.4.7	Specialised development schemes
For highly specialised and technical roles the JSB from time to time may run or arrange specialised development schemes to develop a cadre of employees to fulfil roles in the JSB which cannot be easily recruited from outside.  In these cases the ED/HR Manager will develop a specialised development programme for which staff may be selected, and in some cases recruitment undertaken externally.  This will normally be undertaken for entry level posts.
Bonding may be required before training, depending upon the level of training investment by the JSB in individual employees.  The JSB will request such employees as it may determine, prior to attending any training or development programme, to give a written guarantee, underwritten by a financial bond, to serve the JSB for up to tED/HRee (3) years after completion of the training.  
The level of the financial undertaking and the length of bonded service will be decided by the ED/HR Manager depending of the training cost.  In the event that an employee defaults on such a bond, the JSB will take such steps as are necessary to collect the debt that will arise, either from any payments due to the employee from the JSB, or tED/HRough the Courts as the JSB may determine.
[bookmark: _Toc10004435]9.5	Responsibilities
The ED/HR Manager is responsible for developing and co-ordinating the implementation of the training plan for the JSB and the associated budget, in conjunction with the Board of Directors and managers.  
On completion of any training, the ED/HR Manager is responsible for reviewing and evaluating it.  The ED/HR Manager is also responsible for supporting managers in identifying training and development needs and for recommending the appropriate training.  The ED/HR manager is responsible for maintaining employee-training records.
The Board of Directors is responsible for signing off the annual training plan and associated budget as part of the annual review of the corporate plan and development of the annual business plan and budget.
Managers are responsible for identifying and recommending training provision for their staff and conducting pre and post course briefing discussions when their staff attend training.

[bookmark: _Toc10004436]
10	Employee records
[bookmark: _Toc10004437]10.1	Policy statement
It is the policy of the JSB to record and maintain accurate and up to date employee records and documentation for employment administration purposes.
[bookmark: _Toc10004438]10.2	Objectives
The objectives of this policy are to:
· ensure up to date records are maintained accurately and securely on all employees of the JSB for employment administration purposes;
· outline to employees relevant information and documentation required to be kept on employee files and the confidentiality of this information, and;
· monitor and evaluate the implementation of Human Resource policies.
[bookmark: _Toc10004439]10.3	Scope
This policy includes procedures for:
· employee files, and;
· computerised personnel records.
[bookmark: _Toc10004440]10.4	Procedures
[bookmark: _Toc10004441]10.4.1	Employee files
A confidential employee personal file will be created when an employee joins the JSB.  Standard documentation to be placed on the personal file will include: 
· a note of the documents and the originators of any documents that are filed on the employee’s confidential file;
· employee’s application letter;
· application form, interview appraisal report;
· letter of appointment;
· personal data (e.g., next of kin and emergency contact numbers);
· leave permissions;
· copies of any disciplinary warnings that are still in effect, and;
· salary, benefits, performance and development information (including annual appraisal reports).  
Copies of the personnel changes form, which notes and/or authorises various changes to an employee’s personnel record (e.g., new salary, and new job), will also be kept on the personal employee file.  

Standard documentation to be placed on the confidential file will include:
· police, medical and other references,  and;
· such other information that may have been supplied to the JSB in confidence and on the understanding that it will not be revealed to any third party.
Only the ED/HR department will file information to these records and dispense information or copies of documents from these records for employment purposes. The personal and confidential files will be kept in the ED/HR department in a secure place.  Employee files may not be removed from the ED/HR department.
On receipt of written requests the ED/HR Manager will exercise a due care to supply honest and factual employee references.  Where possible standard reference letters will be used e.g. accommodation references, mortgage/financial and employment references.
Employees will have right of access to view their personal files on providing a written request.  The ED/HR Manager will be in attendance to show employees their files, excluding those documents on the confidential file which have been written in confidence e.g., references and other information involving a third party and some performance information which may be predictive.  
Employees may however, if they believe that their confidential file contains information, which is incorrect, apply to the Board of Directors for special permission to view their confidential files.  Such application should be in writing and clearly set out their reasons and make a valid case for so doing.  If the Board of Directors grants such permission then the employee must sign a confidentiality agreement, which will require the employee to keep absolutely confidential the information on the file. The ED/HR manager will then arrange for the employee to view their confidential files in the ED/HR department.  If, after viewing their confidential file, the employee believes that it contains errors or omissions, s/he may seek to have these corrected by the ED/HR Manager.  It shall also be a condition of the confidentiality agreement that an employee will not contact or attempt to contact or cause any other person to contact or attempt to contact any of the third parties that may have provided a document for the confidential file, whether that document is correct or not.  Any breach of this confidentiality agreement will be dealt with under the disciplinary procedure.  
Managers shall ensure that all letters; memoranda and documents with personal reference to an employee shall be forwarded to the ED/HR department to be included in the employee files.
Employees are required to notify the ED/HR department in any change of circumstances that may necessitate records to be updated, e.g., change of address, next of kin, beneficiary, marital status, etc.
[bookmark: _Toc10004442]10.4.2	Computerised employee records
To facilitate efficient personnel administration, key employee information will be computerised using a human resource management system.  
This system will be used to facilitate salary and benefits administration and aid in global reporting of personnel statistics as required internally and by external bodies.
Only the ED/HR department and Board of Directors will have access to this system.  Employees may inspect their computerised records using the same procedure as set out above for employee files.
[bookmark: _Toc10004443]10.5	Responsibilities
The ED/HR Manager will be responsible for ensuring that all employee records and computerised information on employees are maintained up to date, accurately and kept securely to ensure security and confidentiality of information.
The ED/HR Manager will supervise employees who view their personnel file, on submission of a written request as set out above.
Managers are responsible for forwarding all personnel information on their employees to the ED/HR Manager.
Employees are responsible for notifying the ED/HR Manager of all changes in personnel circumstances that may require staff records to be updated.
All staff are responsible for the security and confidentiality of the employee files and the computerised ED/HR management system.  Breaches of such confidentiality, whether by staff of the ED/HR department or by other staff, and regardless of how any person may have come by this confidential information, will be dealt with under the disciplinary procedure.


	
	

	
	


[bookmark: _Toc10004444]
11	Communications
[bookmark: _Toc10004445]11.1	Policy statement
It is the policy of the JSB to communicate regularly with staff using a range of communication media and encouraging open and meaningful dialogue between staff, management and external bodies, including customers and the general public.
[bookmark: _Toc10004446]11.2	Objectives
The objectives of this policy are to:
· institute a range of communication channels and media to encourage regular and meaningful communications in order that customers and the general public are better informed about the JSB.  This effort should aid the work of the staff;
· raise staff morale and the quality of customer service within an environment where employees are free to express their ideas, suggestions and opinions constructively, without prejudice, and;
· reinforce communications as a daily management activity to maintain harmonious relations with staff.
[bookmark: _Toc10004447]11.3	Scope
This policy includes procedures for:
· daily communication activities;
· staff meetings;
· JSB staff newsletter;
· circulars, notices and notice boards;
· staff suggestion scheme, and;
· special communication exercises.
[bookmark: _Toc10004448]11.4	Procedures
[bookmark: _Toc10004449]11.4.1	Daily communication activities
The JSB places a responsibility on all managers and staff to engage in regular meaningful communication on a day-to-day basis to discuss issues and problems of common interest for the purpose of developing, maintaining and improving the overall performance of the JSB.
Managers and supervisors are encouraged to adopt an open communication style to allow staff to feel free to express their ideas, suggestions and opinions constructively, without prejudice.
The performance management system used to discuss individual performance should form part of daily communication such that performance issues are addressed as they arise and are not stored for the annual performance appraisal discussion.  
[bookmark: _Toc10004450]11.4.2	Staff meetings
Recognising the need for group face-to-face discussions with staff, the JSB will encourage regular staff meetings as a vital means of internal communication.  In particular, tED/HRee types of staff meetings will be promoted:
· general meetings;
· departmental meetings, and;
· team meetings.
General meetings involving all staff will usually be held twice a year to update staff on the general performance of the JSB, any major initiatives and other issues of interest which may have arisen during the period or be planned for the ensuing period.  Additionally recognition awards and commendations may be given at this forum.
Managers should usually hold quarterly departmental meetings with their staff to communicate issues relating to performance, policies and procedures and key changes in the period.
Supervisors should usually hold monthly team meetings with their staff to discuss the more detailed work and performance issues with staff and provide them with a forum small enough for each member of the team to contribute to the meeting.
[bookmark: _Toc10004451]11.4.3	JSB newsletters
The JSB will produce a regular staff newsletter as an additional medium to update staff on JSB matters.  All articles for publishing should be submitted to the manager responsible for communications.
As the need arises the JSB may publish a supplementary newsletter for customers and other key stakeholders to update them on the issues facing the JSB, the performance achieved for the period and planned initiatives.  This may be linked to coincide with special communication campaigns and initiatives, which may involve the use of external expertise.
[bookmark: _Toc10004452]11.4.4	Circulars, notices and notice boards
The manager responsible for communications must sign off all communication circulars and notices for widespread circulation.  Internal notices specific to a section should be circulated or copied to employees within the section whilst intra section notices should be copied to specific managers to be circulated or copied to relevant employees.
General notices for all employees should be copied to all managers to communicate to staff and, where appropriate, placed on the staff notice boards. Sensitive notices or those of urgent priority may involve communication briefings to be cascaded by managers to all staff.  Guidance will be given to managers to implement such communication exercises.
A staff notice board will be provided by the JSB at each of its sites to communicate to all staff general issues and notices.  Examples of such notices may include announcement of new employees, promotions, transfers, resignations and separations, job vacancies, staff sport and recreational programmes, information on safety, staff association/union matters and policy/organisational changes.
Notices for posting should be forwarded to the manager responsible for communications who will place all notices on the board.  Notices should stipulate an expiry date at which time the notice can be removed. Only approved notices signed off by the manager responsible for communications will be placed on the notice board. 
Employees should not alter or deface notices placed on the boards.  Such acts may result in disciplinary action.
The notice boards are not to be used for personal messages.  Where feasible notice boards for personal messages will be made available to staff. 
[bookmark: _Toc10004453]11.4.5	Staff suggestion scheme
A staff suggestion scheme will be operated to generate and encourage new ideas for business improvement.  A suggestion box will be placed in a central area accessible to staff and staff with suggestions should place their ideas in envelopes.
Staff should write their name, job title and telephone number on the reverse of their suggestion so they may be credited with the idea.  Each month the manager responsible for communications will review all suggestions and discuss these with other managers to determine feasibility.  Employees whose suggestions are taken up will receive a commendation, which will be place on their staff file and where the suggestion results in a significant saving, a small gift may be given to the employee.  The Chief Executive Officer will determine the value and nature of the gift.
If staff do not wish to be recognised, suggestions may be placed in the envelope without any identity.  However, employees should refrain from misuse of the scheme or using it as an alternative to discussing problems or personal grievances with their managers.  Grievances should be raised in accordance with the grievance policy and procedure. 
[bookmark: _Toc10004454]11.4.6	Special communication exercises
Special communication exercises will include those exercises, either internal or external that are one off, irregular, sensitive, or of large volume or high profile.  For such exercises external expertise may be engaged.  Approval to use external assistance must receive prior approval of the Board of Directors based on a written cost benefit analysis justification submitted by the requesting manager.
As a regular special communication exercise customer and staff surveys will be undertaken to elicit attitudes and views on how staff and customers perceive the JSB and its performance.
Special communication exercises will also include various public education and information campaigns involving the production of brochures and literature, the conduct of road shows and exhibitions and special media presentations.
[bookmark: _Toc10004455]
11.4.7	External communication
External communications for widespread circulation or media coverage must be approved and signed off by the Board of Directors prior to release.
Where media coverage is involved external assistance may be utilised.
With regards to confidential information the business conduct policy will apply.
Staff may not participate in any broadcast activity, including radio talk shows, if the broadcast in anyway relates to the work of the JSB, at any time without the prior permission of the Board of Directors.
[bookmark: _Toc10004456]11.4.8	Personal communication using telephone and mail
The use of JSB’s telephones for personal calls is not allowed, except for emergency cases.  Similarly the receipt of personal calls on JSB’s telephones are not allowed, except in emergency cases.  Personal telephone calls using public telephones should be kept brief.
The unauthorised use of the telephone to make long distance calls and/or excessive use of the telephone may result in disciplinary action being taken.  Staff will be charged for such calls.
Employees are not permitted to send or receive personal letters or packages tED/HRough the JSB’s mail facilities without prior permission from the Human Resources Manager.
[bookmark: _Toc10004457]11.5	Responsibilities
It is the Board of Director’s responsibility to approve and sign off all external communications for widespread circulation or media coverage prior to release. The Board of Directors must also approve in advance the participation of staff in any broadcasts.
The manager/committee responsible for communications will be nominated by the Board of Director and s/he is responsible for co-ordinating all special communication activities, managing the suggestion scheme and maintaining the JSB’s notice board in line with the communications policy and procedure.
Managers and supervisors are responsible for engaging in regular, open and meaningful communication with their staff to maintain conducive working relations to effect improved service.
Staff are responsible for raising issues as they arise to assist in the process of resolving problems and improving the JSB’s customer service levels.

	
	

	
	


[bookmark: _Toc10004458]
12	Work ethics
[bookmark: _Toc10004459]12.1	Policy statement
It is the policy of the JSB to request and ensure that all staff maintain the highest standards of work ethics, conduct and performance in the interest of customers, clients, staff and external public and private bodies with which the JSB interfaces.
[bookmark: _Toc10004460]12.2	Objectives 
The objectives of this policy are to:
· ensure proper conduct of employees in all contacts with all the JSB’s business contacts and fellow employees, and; 
· establish standards of conduct required to ensure that the organisation projects a reputable professional image.
[bookmark: _Toc10004461]12.3	Scope
This policy includes procedures for:
· confidentiality; 
· involvement in other business/employment;
· political involvement;
· business gifts/exchanges;
· appearance and conduct, and;
· family relationships.
[bookmark: _Toc10004462]12.4	Procedures
[bookmark: _Toc10004463]12.4.1 Confidentiality 
All employees are required to abide by the JSB’s confidentiality requirements as set out in this manual.  As public officers, JSB staff will also be required to sign and adhere to the terms of the Official Secrets Act, and as it may be amended from time to time
Employees are not permitted to disclose confidential information to anyone (including but not limited to the press or media) without first obtaining the written approval of the Board of Directors.  This obligation continues to apply after the termination of employment except for information required to be disclosed by law.
Confidential information includes, but is not limited to, information concerning the finances of the JSB, information regarding staff (and of salaries and any other personal information in particular), details of any claims involving the JSB and information relating to JSB’s policies and/or working practices.

Employees may not receive personal visitors at work unless approval from a manager is given.  Such approval will only be given in exceptional circumstances.  No personal visitors may enter any area of the office where information may be seen that relates to the management and business of the JSB.
All confidential information, both paper copy and computerised, should be secured to prevent unauthorised access or observation.
[bookmark: _Toc10004464]12.4.2. Involvement in other business/employment
Each employee is required to disclose to the ED/HR Manager any particulars of direct or indirect interests in any organisation which are likely to lead to conflict of interest with his/her assigned duties while in the JSB’s employment.  This includes details of any investment or shareholding, which he/she possesses in a company and other direct or indirect interest in any other company or business. 
Where this involvement may present a conflict of interest with an employee’s work duties and responsibilities, the employee will be required to divest such interest, or to arrange for its placement in trust.  Failure to do so will result in dismissal in accordance with the disciplinary procedure.
Employees are not permitted to engage in any private or commercial work for payment or reward or other business activity where there is a potential conflict of interest with either the work of the JSB or the job of the individual concerned.
Where employees are in any doubt about whether interests or other employment should be disclosed, this should be raised with the ED/HR Manager in confidence who will advise the employee as appropriate.
[bookmark: _Toc10004465]12.4.3. Political involvement
Employees are not allowed to engage in political activity on behalf of any political party or group. The rules which apply to other public offices in this regard shall continue to apply to JSB staff.
Employees are not permitted to give broadcast talks or to engage in any discussion of a political nature without prior permission from the Board of Directors.
[bookmark: _Toc10004466]12.4.4	Business gifts/exchanges
Employees and officers are forbidden to solicit or accept gifts or gratuities from customers, clients or their representatives.  Employees may neither give any gift, gratuity or monies to a customer, client or their representative.
Employees and officers may in no circumstances whatsoever solicit for or accept any cash (including cheques or other negotiable papers) of any amount from customers, clients or their representatives.  Breach of this policy will amount to gross misconduct and may result in dismissal without warning.
No employee is permitted to accept a gift as payment for a service provided by the employee in the ordinary course of business.
Employees will be required to sign a disclosure notice on an annual basis to register all interests and exchanges relating to business ethics.
[bookmark: _Toc10004467]12.4.5	Conduct and appearance
Proper conduct, appropriate business attire and good grooming are required of all employees to project a high standard of professionalism and maintain a positive image of the JSB.  The following examples of poor conduct at work are considered unacceptable and any breaches will lead to disciplinary action in accordance with the disciplinary procedure:
· possession or use of illegal drugs, weapons or explosives;
· excessive absence, tardiness or lateness;
· insubordination (failure to obey a reasonable order of a supervisor);
· fighting or other physical disturbance;
· any act of sabotage or theft of government  property or that of another employee;
· use of obscene or tED/HReatening language, and;
· excessive noise of any form which creates a disturbance to others.
These examples are not exhaustive and are given for the purposes of illustration. The JSB reserves the right to take disciplinary action in accordance with the disciplinary procedure against any employee for any act of misconduct or failure to meet performance standards as set out from time to time (in this manual or elsewhere) or as generally accepted.
[bookmark: _Toc10004468]12.4.6	Dress code
Where employees are provided with uniforms, these should be worn at all times during normal working hours. Otherwise employees should dress in appropriate business and office attire avoiding casual wear clothing and shoes.  In particular, the following guidelines should be observed:
· garments worn should be modest and decent;
· obscene or suggestive printed designs, transparent or tight fitting clothes should not be worn;
· hair should be clean, well groomed and conservatively styled and hats or other headgear only worn where specified as part of a uniform or religion;
· hands should be clean and tidy and nails kept at a reasonable length, and;
· excessive or extravagant makeup, jewellery and other adornments should be avoided.
[bookmark: _Toc10004469]
12.4.7	Family relationships
Employees should disclose in advance to the Board of Directors any transactions that may be undertaken with a relative or with a firm or business in which a relative has an interest, that may conflict with the interests of the JSB, clients and customers.  Where possible routine transactions should be conducted by staff members who are unrelated to customers or clients.
Employees that are related to customers or clients should disclose the nature of this relationship to the ED/HR Manager to ensure internal business processing requirements and reporting and authority relationships are not compromised.
[bookmark: _Toc10004470]12.5	Responsibility
It is the responsibility of the ED/HR Manager to ensure that all employees sign the Official Secrets Act.
It is the responsibility of managers and supervisors to ensure that the conduct of employees is in keeping with the JSB’s standards and to initiate the appropriate action, in accordance with the disciplinary procedure, where employees are in breach of them.
It is the responsibility of each employee to provide details of any activity in which they are involved or have an interest which is likely to conflict with the JSB’s operations and maintain acceptable conduct, appearance and behaviour.

	
	

	
	


[bookmark: _Toc10004471]
13	Disciplinary procedure
[bookmark: _Toc10004472]13.1	Policy Statement
It is the policy of the JSB to correct performance and conduct problems as they arise in a fair and consistent manner.
[bookmark: _Toc10004473]13.2	Objectives
The objectives of this policy are to:
· establish a fair process to deal with individual breaches of discipline or poor performance, and
· motivate employees toward maintaining agreed standards of behaviour and performance. 
[bookmark: _Toc10004474]13.3	Scope
This policy includes procedures for:
· breaches of discipline;
· gross misconduct or gross negligence;
· misconduct or poor performance;
· informal process;
· formal process;
· penalties for disciplinary breaches;
· right of representation, and;
· appeal.
[bookmark: _Toc10004475]13.4	Procedures
[bookmark: _Toc10004476]13.4.1	Breaches of discipline
Employees are responsible for observing the JSB’s standard of conduct and behaviour and supervisors, managers and executives have an obligation to ensure that very few breaches of discipline occur and if they do, to follow the proper disciplinary processes in order to resolve problems fairly and promptly.
 The primary purpose of this procedure is to ensure that employees are helped to correct poor behaviour or performance and to become worthwhile staff of the JSB.  Where this proves impossible then the secondary purpose of this procedure is to ensure that such unsatisfactory employees do not remain in employment.
A disciplinary matter is where an employee’s conduct or performance falls short of expected standards.  Guidance on standards of conduct and performance are set out or referred to in these policies and procedures.  However, some standards of conduct and performance are matters of common sense and do not need to be written down and in such cases an employee may not avoid disciplinary action merely because the standard of conduct or performance is not written down or referred to in these policies and procedures.
Misconduct includes contravention of these policies and procedures or contravention of lawful instructions given by or on behalf of supervisors, managers or the Board of Directors.  Some provisions of these policies and procedures make specific reference to employees being liable to disciplinary action if the provisions of such a policy or procedure are breached or not adhered to.  Such specific references do not imply that the breach or non-adherence to a policy or procedure that does not contain such a specific reference will not result in liability to disciplinary action.  Any breach of policy or procedure may render an employee liable to disciplinary action.
Where an employee commits a breach of discipline or is performing below the standard required for a particular post, the JSB will take disciplinary action based on the seriousness of the misconduct or poor performance.   For gross misconduct or gross negligence the employee will be dismissed without warning.  For misconduct or poor performance the employee may be dismissed after a warning or warnings, the number of warnings being dependent upon the seriousness of the particular events. 
Employees’ obligation
It is the responsibility of all employees to notify supervisors or managers of all cases where they are aware that misconduct by another employee may have taken place.
Managers and the Board of Directors can initiate disciplinary action irrespective of whether or not the supervisor of an employee who has committed a breach, is aware that a disciplinary issue exists.  
[bookmark: _Toc10004477]13.4.2	Gross misconduct or gross negligence
In cases of gross misconduct or gross negligence employees will be dismissed without further warning and without notice or further payment of any kind.  In certain circumstances the individual may also lose rights to all or part of certain payments.

Sometimes there is confusion over what constitutes gross misconduct or gross negligence, and whilst it is not possible to define each and every situation that would fall into this category, it is possible to describe levels of conduct and performance that would.  

Gross misconduct would include, but not be limited to; 

	Gross Misconduct
	1st Offence
	2nd Offence
	3rd Offence
	4th Offence

	· being at work whilst under the influence of drink or under the influence of any illicit drugs or drugs not prescribed for that individual by a recognised medical practitioner;

	Suspension
	Dismissal
	
	

	· theft and fraud; 

	Dismissal
	
	
	

	· deliberate falsification of reports or records;
	Dismissal
	
	
	

	· assault or tED/HReat of assault or violence;
	Suspension/dismissal
	dismissal
	
	

	· extremely abusive behaviour at work; 

	Suspension/dismissal
	dismissal
	
	

	· rioting or inciting employees to disorder. 
	Suspension/dismissal
	dismissal
	
	

	· sexual immorality on the JSB’s premises.

	Suspension/dismissal
	dismissal
	
	

	· sabotage or damage of Government equipment or property; 

	Written Warning
	Dismissal
	
	

	· blatant disregard for the safety and welfare of others which could or does result in injury or worse; 

	Written Warning
	Suspension
	Dismissal 
	

	Gross Misconduct
	1st Offence
	2nd Offence
	3rd Offence
	4th Offence

	· wilfully refusing to obey a lawful instruction from a superior
	Written Warning
	Suspension
	Dismissal 
	

	· disgraceful or improper conduct whilst acting in an official capacity;
	Suspension
	Dismissal 
	
	

	· divulging confidential or secret information concerning public business or any other matters of which an employee has knowledge; 
	Suspension/ Dismissal
	Dismissal 
	
	

	· soliciting or accepting a free reward, gratuity or gift in connection with the discharge of duties; 
	Dismissal 
	
	
	

	· Absence from Jamaica without permission, 
	Dismissal
	
	
	

	· producing false testimonials and qualifications to seek appointment or promotion; 
	Dismissal
	
	
	

	· Retrieval of customer's or employees information from files and database for personal use 
	Dismissal
	
	
	

	· Unauthorised request for customers information 
	Suspension/Dismissal
	Dismissal
	
	

	· Wilfully disclosing customer information to unauthorised persons or employees
	Suspension/Dismissal
	Dismissal
	
	

	· Failure to report a known breach of policy or procedure
	Oral Warning
	Written Warning
	
	

	· Failure to safe guard customer and employees information. This includes not locking or logging off your computer, leaving printed documents at printer/copier/ scanner, exposure of customer/employee's information during transportation.
	Oral Warning
	Written Warning
	Final Written Warning/ Suspension
	Suspension /Dismissal 

	· In possession of customer information which directly affects processes after you are promoted, deployed or transferred to another department.
	Written Warning
	Dismissal
	
	

	· serious sexual harassment, or the commission of any serious criminal offence.  
	Suspension/ Dismissal
	
	
	

	· serious violation of an oath or affirmation made as an employee
	Dismissal
	
	
	

	· Discourtesy to Customers
	Written Warning
	Suspension
	Dismissal
	







Gross negligence would include, but not be limited to acting in a manner that; 

	Gross Negligence
	1st Offence
	2nd Offence
	3rd Offence
	4th Offence

	· seriously tED/HReatened the safety or welfare of others; 

	Suspension
	Dismissal
	
	

	· caused serious and extensive damage to Government property 
	Suspension
	Dismissal
	
	

	· brought the Government or Public Service into disrepute, or;
	Suspension/dismissal
	Dismissal
	
	

	· resulted in the divulgence of confidential or secret information to unauthorized persons
	Suspension/dismissal
	Dismissal
	
	




Whilst this policy attempts to give guidance on gross misconduct and gross negligence, the final interpretation will rest with the Board of Directors under the disciplinary procedure.
[bookmark: _Toc10004478]13.4.3	Misconduct or poor performance 
Misconduct relates to violations of the Society’s rules and policies, which are unacceptable if repeated but for which the employee will not normally be dismissed for the first offence.  
Misconduct or poor performance would include but not be limited to the following:

	Misconduct
	1st Offence
	2nd Offence
	3rd Offence
	4th Offence

	· job performance that falls well below the expected standards for the particular job for reasons including neglect, laziness and  incompetence;

	Written Warning
	Suspension
	Dismissal 
	

	· failure to follow work instructions and the JSB’s policies and procedures;

	Oral Warning
	Written Warning
	Suspension
	Dismissal 

	· being habitually late without reasonable cause (habitual means 5 times and more in a 22 days period)

	Oral Warning
	Written Warning
	Suspension
	Dismissal

	· absence from duty during working hours without permission of the relevant Supervisor;
	Oral Warning
	Written Warning
	Suspension
	Dismissal

	· absence from work without permission except in cases where by reason of illness or other unavoidable circumstance permission cannot be obtained prior to such absence;
	Written Warning
	Suspension
	Dismissal
	

	· failure to sign the attendance register (except in cases where you are scheduled for travelling assignments and this information is communicated by the relevant Supervisor to the Human Resource Unit.
	Written Warning
	Suspension
	Dismissal
	

	· being a party to the signing of the register by another person on his behalf.
	Written Warning
	Suspension
	Dismissal 
	

	· being idle, disorderly, indisciplined or behaving in an improper manner while on duty.
	Oral Warning
	Written Warning
	Suspension
	Dismissal 

	· Inefficient performance of duties
	Oral Warning
	Written Warning
	Suspension
	Dismissal 

	· committing any act prejudicial to good order and discipline.
	Oral Warning
	Written Warning
	Suspension
	Dismissal 

	· Failure to conform to dress code regulations.
	Oral Warning
	Written Warning
	Suspension
	Dismissal 



Whilst this policy attempts to give guidance on misconduct and poor performance, the final interpretation will rest with the Board of Directors under the disciplinary procedure.
13.4.4 [bookmark: _Toc10004479]Informal Disciplinary process

Employees below supervisory level – First breach and minor cases
The informal process involves a supervisor or manager counselling the employee in an effort to eliminate possible misunderstandings and to explain what constitutes appropriate standards of conduct and performance and the implications of continued misconduct or poor performance.  No record of an informal warning will be kept on an employee’s personal file.
This informal process shall only be used by supervisors and managers to deal with the first and minor cases of misconduct or poor performance.  Further cases of the same or a similar nature, or more serious cases, shall be dealt with under the formal process.
The counselling discussion should not be allowed to turn into a formal disciplinary hearing.  However, if supervisors and managers recognise that the breach of discipline may be of a more serious nature than they had first thought, then they must adjourn the discussion and inform the employee that the matter will be pursued under the formal disciplinary process.  The supervisor or manager should make a note of such a discussion for possible reference at a later stage.
13.4.5 [bookmark: _Toc10004480]Formal Disciplinary process

Serious  Breaches – Disciplinary Hearings leading to verbal warnings
When a disciplinary matter arises, the supervisor of the employee concerned should first establish the facts before recollection fades, taking into account and recording the statements of any available witnesses and noting and collecting any documentary evidence.  The supervisor should arrange a disciplinary hearing as soon as reasonably practicable.  Normally this would be in the same week in which the disciplinary matter arises but not before all of the relevant evidence is available for discussion and consideration.  Supervisors are authorised under this procedure, if a case is proven, to give an employee a verbal warning.
Disciplinary Hearings leading to written warnings
Before the hearing the supervisor must notify the manager of the case against the employee and if manager feels that the case, if proven, would warrant more than a verbal warning then the manager must hold the disciplinary hearing.  This is automatic if the employee concerned already has a record of a verbal warning less than twelve months old on file.  Managers are authorised under this procedure, if a case is proven, to give an employee a written warning.
If the manager feels that the case, if proven, would warrant more than a written warning then the manager must notify the Board of Directors of the case against the employee and if the Board of Directors agrees then the Board of Direcors must hold the disciplinary hearing. This is automatic if the employee concerned already has a record of a written warning less than twelve months old on file.  The Board of Directors is authorised under this procedure, if a case is proven, to give an employee a final warning.
Disciplinary Hearings for gross misconduct and leading to dismissal
If the manager feels that the case, if proven, would warrant more than a final written warning then the manager must notify the Board of Directors of the case against the employee and if the Board of Directors agrees then the Board of Directors must hold the disciplinary hearing.  This is automatic if the employee concerned already has a record of a final written warning less than twelve months old on file.  The Board of Directors is authorised under this procedure, if a case is proven, to dismiss an employee with or without notice at his or her discretion.
In cases of gross misconduct (or extremely poor performance which amounts to gross negligence) such as violence, violent behaviour, theft, conduct (or performance) then the Board of Directors must hold the disciplinary hearing.  Examples of gross misconduct and gross negligence are described in this disciplinary policy and procedure 
Payment of salary in disciplinary cases  
Where either disciplinary or criminal proceedings are about to be instituted against an employee and where the Board of Directors is of the opinion that the public interest requires that the employee should immediately cease to do his job then he or she may be suspended by the Board of Directors and be permitted to receive such emoluments as the Board of Directors may decide. 
 If disciplinary proceedings against the employee result in no disciplinary action being taken then he or she shall be entitled to the full amount of any emoluments (if any) which he or she would have received if he or she had not been suspended.  If the proceedings result in any punishment other than dismissal the employee shall be allowed such emoluments (if any) as the  Board of Directors may decide.  An employee who is on suspension from duty may not leave the country without the permission of the Board of Directors. 
Disciplinary Matters leading to criminal proceedings
Where a supervisor or manager has reason to believe that a disciplinary matter might also be a criminal matter then the issue must be brought to the attention of the Board of Directors without delay.  The Board of Directors will notify the Police if it appears that an offence has been committed.  Any action taken by the Police or the result of any court case shall not remove the right of the Board of Directors to take disciplinary action against an employee under this procedure as a management matter.  However, if an employee is convicted in any court of a criminal charge, the Board of Directors may consider the relevant proceedings of the court under this disciplinary procedure.  
An employee acquitted in any court of a criminal charge shall not be dismissed or otherwise be punished in respect of any charge of which he or she has been acquitted, but the Board of Directors may still take disciplinary action against the employee under this procedure as a management matter.  This can include dismissal. The Board of Directors may hold a disciplinary hearing before or after any court case, according to the circumstances of the case.
Criminal proceedings leading to conviction
An employee convicted of a criminal charge involving dishonesty, fraud or moral turpitude or convicted of a criminal charge and sentenced to imprisonment (whether actual or suspended) or to a community service or suspension order shall neither receive any of his or her emoluments nor exercise any powers or duties of his or her post or return to his or her place of work without the prior approval of the Board of Directors.
Disciplinary proceedings for Supervisors and Managers
Where a disciplinary issue arises with a supervisor or manager,  it will be the Board of Directors who will first assume responsibility for action under this procedure.
No disciplinary action, other than a temporary suspension if necessary, will be taken before the disciplinary hearing has been held.  The Board of Directors will lead the disciplinary hearing, which should be held, in private and at a place away from the employee’s immediate workplace.  
The Board of Directors hearing will make sure that the employee is present, is told of the case against him or her and is given the opportunity to state his or her own case.  All relevant evidence will be presented at the hearing, including statements from any witnesses whether given in writing or in person. The employee will have the opportunity to question any witnesses, to make representations concerning any written statements considered and to call witnesses or present written evidence in support of their case.  He or she will be advised of their right to be accompanied by a fellow employee or staff/union representative of their choice.
Having established as far as possible and then given full consideration to the facts of the case the Board of Directors will then decide to either dismiss the charges against the employee, to give an appropriate warning or to dismiss the employee.
13.4.6 Penalties 
Minor First Offences
A verbal warning should be considered for the purpose of improvement if an employee is found to have committed a minor infringement of established standards of conduct or performance.  The employee should be advised that the warning constitutes the first stage of the disciplinary procedure.
Second Offences/Serious Infringements
A written warning should be considered for the purpose of improvement if an employee is found to have committed a second minor infringement of established standards of conduct or performance within twelve months of a verbal warning or for a more serious infringement that does not warrant a final warning with dismissal the next step.  The employee should be advised that the written warning constitutes the second stage of the disciplinary procedure. 
Third Offences
A final written warning should be considered for the purpose of improvement if an employee is found to have committed a second minor infringement of established standards of conduct or performance within twelve months of a written warning or for a more serious infringement that does not warrant dismissal.  The employee should be advised that the final warning constitutes the third and final stage of the disciplinary procedure and that if the misconduct or poor performance continues within twelve months of the final warning that they are liable to be dismissed. 
The Board of Directors may, together with a final warning, also impose such other disciplinary penalties such as demotion, reduction in salary, surcharge for loss to Government by the employee’s negligence or misconduct or a fine as he or she deems fit.
Dismissal should be considered if an employee is found to have committed a second minor infringement of established standards of conduct or performance within twelve months of a final warning or for gross misconduct or gross negligence or permanent inability to perform the job.
A warning will cease to count against an employee after a twelve-month period during which no further misconduct or poor performance occurs and will then be considered to have expired.
Content of warning letters
In issuing warning letters, managers and supervisors should ensure that all warnings should contain guidance for the employee in respect of the standards of conduct and performance that are considered acceptable, and where appropriate, details of what the employee should do to reform.  Space for this is included on the recommended form.  
Details of all disciplinary action should be given in writing (in the case of a verbal warning a copy of the record for the file) to the employee.  The recommended forms for recording and issuing warnings are available from the ED/HR Manager.  At the same time the employee should be told of their right to appeal, how to make it and to whom.  Appeals against disciplinary decisions should be made tED/HRough the procedure set out below.  Such appeals must be in writing and be lodged within five working days of the date of the disciplinary decision being given.
Criminal or civil proceedings can be initiated against employees at any time irrespective of the disciplinary procedure.
Records will be kept of all disciplinary procedures, action taken and warnings given.  Employees who have been or who are still subject to disciplinary hearings or disciplinary action under this procedure shall be entitled to free copies of or to be allowed access to any documentary evidence relied upon.
[bookmark: _Toc10004481]13.4.7  Right of representation
The employee shall be entitled to be represented by a competent individual of their choice such as:
a. A public officer
b. An attorney-at-law
c. An accredited representative of a trade union or staff association recognised as representing the category of staff of which the employee is one.
Where the employee charged has chosen to utilise the services of an attorney-at-law this shall be at their own expense regardless of the outcome of the matter.
The employee charged should advise the organization at least five (5) working days prior to the date of the enquiry, of the name and profession of their representative.
[bookmark: _Toc10004482]13.4.8	 Appeal
Except in the case of dismissal, there shall be the right of appeal within the JSB.  This shall be made in writing by the employee to the ED/HR Manager within five (5) working days of receiving written notification of the outcome of the disciplinary hearing.  The employee is required to state the grounds of the appeal.
The Board of Directors on receiving the appeal shall appoint a manager, should be a grade higher than the manager who took the original decision, to conduct the appeal hearing.  The hearing should be held within ten (10) working days of receipt of the appeal.  The appeal hearing should not be a re-hearing but a review of the case to consider appropriate new documentation, the evidence recorded and the decision of the disciplinary hearing.
The decision of the appeal should be communicated in writing within five (5) working days of the hearing.  Appeals against the dismissal decisions of the Board of Directors will be referred to the Public Service Commission.  Pending such an appeal hearing the dismissal decision will stand.
13.5	Responsibilities
The ED/HR Manager is responsible for keeping records of all employee disciplinary records and supporting, advising and consulting with supervisors, managers and executives on all disciplinary matters as they arise in line with the stipulated time frames.  The ED/HR Manager may decide to take advice from a disciplinary committee.
The Board of Directors is responsible for hearing the final stage of internal disciplinary cases and deciding all dismissals.
Supervisors and managers are responsible for ensuring the proper disciplinary processes are followed to resolve problems promptly and fairly.
Employees are responsible for observing the Society’s standards of conduct and behaviour.

[bookmark: _Toc10004483]
14	Grievance procedures
[bookmark: _Toc10004484]14.1	Policy statement
It is the policy of the JSB to deal with grievances as they arise in a fair and consistent manner in order to foster good 
[bookmark: _Toc10004485]14.2	Objectives
The objectives of this policy are to:
· establish a speedy internal process where employees who feel aggrieved can raise their argument and gain a resolution to problems;
· maintain harmonious relationships between management and staff encouraging communication between staff to resolve and reconcile work-related problems, and;
· provide employees with an easily accessible procedure for expressing dissatisfaction.
[bookmark: _Toc10004486]14.3	Scope
This policy includes procedures for:
· individual grievances, and;
· collective grievances.
[bookmark: _Toc10004487]14.4	Procedures
[bookmark: _Toc10004488]14.4.1 Individual grievances
The JSB will treat all employees who wish to raise an individual work related grievance or complaint fairly and without prejudice.  All grievances will be addressed promptly within five (5) working days. 
Minor Grievances/Complaints
In the first instance, wherever feasible, an employee who has a grievance or complaint should raise it with their immediate superior in a private informal discussion within five (5) working days of the issue arising.  Supervisors, managers or executives should listen to all grievances and make all reasonable attempts to resolve the grievance tED/HRough discussion with the employee and by taking any follow up action that may be justified. 
Serious grievances
In cases where a grievance is of a more serious nature, or employees have not been satisfied with the outcome of an informal discussion with their immediate supervisor, employees should formally raise the complaint in writing to their immediate superior’s manager and forward a copy to the ED/HR Manager.
The ED/HR Manager will convene a meeting with the employee and immediate superior’s manager within five (5) working days of receipt of the written grievance notification to attempt to resolve the issue.  Factual evidence should be produced by both parties to support their position.
The immediate supervisor's manager must decide at the end of the meeting the appropriate action and should confirm it in writing within five (5) working days of the meeting. 
To assist the process of the meeting the ED/HR Manager may chair the meeting and take notes of the discussion and the outcome of the meeting.
At this meeting an employee may choose to invite a colleague or employee representative excluding external persons and/or legal representatives.  The employee representative may be a staff association or union representative where the employee is a member and the staff association or union is recognised by the JSB as representing the employee’s class of job.
If after this meeting the employee is still not satisfied with the outcome, the aggrieved employee should formally write to the Board of Directors with the details of the issue.  If appropriate the Board of Directors will invite the employee to a meeting with the ED/HR Manager within ten (10) working days to discuss the issue.  The Board of Directors will then communicate a final decision on the case to the employee in writing.
The exception to this procedure is where the employee's grievance relates to sexual harassment concerning the immediate superior, in this case, the grievance should be directly notified to the ED/HR Manager.
The grievance procedure is not to be used by employees to resolve disciplinary matters.  These must be dealt with in accordance with the disciplinary appeals procedure.
The JSB accepts that if it fails the deal with the grievance with the periods specified in the procedure the employee may take up the grievance to the next stage.
[bookmark: _Toc10004489]14.4.2	Collective grievances
This procedure is designed to operate when a group of employees wish to raise a common grievance with the JSB, whether or not a recognised staff association or trade union represents the employees.  
Both the JSB and its employees undertake to continue to work normally during the operation of this procedure.  Normal working means on the part of the employees; the continuing performance of duties to the standards that applied before the grievance was raised, and on the part of the JSB; the continuing provision of the terms and conditions of employment that applied before the grievance was raised.   Any disruption by any sort of industrial action, such as sickouts, go-slows, work-to-rule, strike or lockout, will not constitute normal working.
In the event of a collective grievance the employees should first decide which of them is to act as the spokesperson in dealings with the JSB.  This spokesperson may be a representative of a staff association or trade union, and save at the final stage of this procedure, must also be a full time employee of the JSB.  The spokesperson shall not be liable to any sort of disciplinary action arising entirely out of his or her legitimate efforts at representation.   Legitimate efforts exclude normal misconduct or poor performance as set out in these policies and procedures.  In addition, any attempt to incite staff or conspire to disrupt normal working pending the operation of this procedure, by managers or staff, shall constitute a disciplinary offence and will be dealt with under the disciplinary procedure. 
First Stage
The first stage of the collective grievance procedure is for the spokesperson to make written representation of the grievance to the ED/HR Manager, who will convene a meeting of the parties within five (5) working days of the receipt of the written representation. 

The ED/HR manager will invite to this meeting the staff representative, a small number of the staff affected and any manager or managers who could materially assist in resolving the grievance.  At the meeting both sides will be given the opportunity to fully state their case and for the various issues and points to be discussed, and if possible, resolved.  After the meeting the ED/HR Manager shall draw up a document either:
· setting out the agreement that has been reached for ratification and signature by the employee representative and the manager or managers concerned, or;
· setting out the nature of the disagreement for ratification and signature, and registering a failure to agree. 
Final Stage
In the event of an agreement the employee representative is expected to ensure that it is ratified by the staff concerned and the ED/HR Manager is expected to ensure that the Board of Directors ratifies it.  Where such ratification does not take place then the parties must either reconvene the original meeting to resolve any outstanding issues that have not properly been dealt with or they must register a failure to agree.  For the avoidance of doubt it must be clear that either party, having properly followed this procedure, can register a failure to agree.
If a failure to agree is registered then a meeting will be scheduled within ten (10) working days by the Board of Directors.  This will be the final stage of the procedure and the meeting will be chaired by the Board of Directors and the ED/HR Manager and executives will be present to advise the Board of Directors.   The employees may choose to involve a full time officer of their staff association or trade union at this stage.
At the meeting both sides will be given the opportunity to fully state their case and for the various issues and points to be discussed, and if possible, resolved.  After the meeting the Board of Directors shall draw up a paper either:
· setting out the agreement that has been reached for ratification and signature by the employee representative and the Board of Directors, or;
· setting out the nature of the disagreement for ratification and signature, and registering a failure to agree.
In the event of an agreement the employee representative is expected to ensure that the staff concerned ratifies it.  Where such ratification does not take place then the parties must either reconvene the original meeting to resolve any outstanding issues that have not properly been dealt with or they must register a failure to agree.  For the avoidance of doubt it must be clear that either party, having properly followed this procedure, can register a failure to agree.
If, in the event of a failure to agree at this stage, that a further and final meeting does not resolve the grievance, then this procedure may be regarded as having been exhausted.  The employees concerned or the Board of Directors as appropriate may then seek to initiate any legitimate external procedures for resolving the issue in accordance with the rules that apply to public officers from time to time.  Normal working will also continue until all external procedures have been exhausted.
[bookmark: _Toc10004490]
14.5	Responsibilities
The Board of Directors has overall responsibility for the implementation of the grievance procedures, which will be administered on a day to day basis by the ED/HR Manager.
All managers, supervisors, staff and staff representatives are responsible for ensuring that grievances are resolved as quickly as possible and for using and adhering to these grievance procedures where they cannot quickly be resolved.

	
	

	
	


[bookmark: _Toc10004491]
15	Employee relations
[bookmark: _Toc10004492]15.1	Policy statement
It is the policy of the JSB to maintain harmonious relations with its staff and take account of employee views relating to their terms and conditions of employment, including consultation with an approved staff representative body.
[bookmark: _Toc10004493]15.2	Objectives
The objectives of this policy are to:
· outline the JSB’s commitment to maintain harmonious relations with its employees tED/HRough consultation with a staff representative body, union or association, and by means of direct communication with staff, and;
· provide a mechanism for dealing with issues relating to a group or groups of staff to be discussed and resolved.
[bookmark: _Toc10004494]15.3	Scope
This policy includes procedures for:
· employee representation, and;
· resolving disagreements.
[bookmark: _Toc10004495]15.4	Procedures
[bookmark: _Toc10004496]15.4.1	Employee representation
The JSB recognises the right of all employees to seek representation from a representative body or union and to this end will maintain a consultative working relationship with a recognised union or representative body or staff association elected by staff.
Equally the JSB will observe the rights of those employees who choose not to be represented by a separate body, union or association and will therefore maintain regular direct constructive communication with all its employees. 
To facilitate staff representative activities, time-off for related training and official meetings shall be granted in line with the leave policy subject to the staffing requirements of the business and at the discretion of the Board of Directors.
[bookmark: _Toc10004497]15.4.2	Resolving disagreements
The Society will endeavour to settle any disagreements fairly and in accordance with its policies and procedures. Individual grievances should be raised in accordance with the grievance procedure and collective grievances should be raised tED/HRough the collective grievance procedure .


[bookmark: _Toc10004498]15.5	Responsibilities
The ED/HR Manager shall co-ordinate the administration of matters relating to staff representation where appropriate, staff communications on employment issues and consultative meetings with representative bodies.

	
	

	
	


[bookmark: _Toc10004499]
16	Termination
[bookmark: _Toc10004500]16.1	Policy statement
It is the policy of the JSB to manage the termination process in a consistent and equitable manner, including dismissals arising from the operation of the disciplinary procedure. 
[bookmark: _Toc10004501]16.2	Objectives 
The objectives of this policy are to:
· ensure fairness and consistency in the termination of employees, and;
· comply with statutory requirements for provisions covering termination of employment. 
[bookmark: _Toc10004502]16.3	Scope
This policy includes procedures for:
· retirement;
· resignation;
· redundancy;
· ill health;
· death;
· dismissal for disciplinary reasons, and;
· cessation of benefits.
[bookmark: _Toc10004503]16.4	Procedures
[bookmark: _Toc10004504]16.4.1	Retirement
Retirement ages are set out in the pension plans provided for employees.  These retirement ages will apply to all staff, irrespective of whether or not they are members of the pension plan. 
On reaching retirement age an employee will normally retire on the first day of the following month.  
The ED/HR Manager will identify all employees who are approaching retirement age at least twelve months in advance of that date to communicate all benefits entitlements and arrange for pre retirement counselling.   The ED/HR Manager will require the employee to furnish a properly certified copy of their birth certificate to verify their age. 
A retiring employee will be paid their full salary to the effective date of their retirement and any additional payments due including pay for any unused portion of vacation leave entitlement.
[bookmark: _Toc10004505]16.4.2	Resignations
All permanent employees are required to give a minimum of four weeks written notice to allow the JSB adequate time to process all necessary paperwork and payments due to the employee and to allow sufficient time to reorganise staffing arrangements.
The JSB reserves the right to request immediate cessation of employment prior to the effective date of resignation. 
The ED/HR Manager will conduct an exit interview for all employees who are resigning to determine the reasons for the employee’s decision and to identify any problems or trends that require management attention.
All payments due to the employee will be paid on the last date of employment and shall include full payment of remuneration earned up to the date of resignation, payment in lieu of vacation leave earned up to the date of resignation (or a deduction where leave in excess of current entitlement has been taken) and any other payments due.
The JSB reserves the right to deduct any monies due to it from final payments to the employee.  Where such debts are greater than payments owed the employee will be required to repay all debts before their last working day.
[bookmark: _Toc10004506]16.4.3	Redundancy
Where its business needs require the JSB to make posts redundant then these will be effected  in accordance with the provisions that apply generally to public officers or of the Employment Termination and Redundancy Payments Act, as appropriate, and any agreements between the Government and trade unions or staff associations which are recognised as representing such redundant posts in the JSB. 
Where a number of employees may be dismissed because of posts becoming redundant then the JSB will apply consistent and fair selection procedures in order to select those staff who are to be dismissed.  These procedures will be fully in line with the normal selection procedures which are designed to maintain the best and the most suitable staff within the JSB.   Only where the selection process evaluates a number of employees as of equal suitability will length of service or seniority be taken into account.  
In certain circumstances the Board of Directors may decide to request volunteers from groups of employees who may be affected by redundancy.   The JSB will reserve the right to accept such volunteers or not.  Where volunteers are called for and accepted, these will be dealt with before other employees are considered for redundancy as described above.
Where possible, employees will receive counselling and assistance from the ED/HR Manager in seeking alternative employment and reasonable time off may be granted to allow employees to attend interviews.
[bookmark: _Toc10004507]16.4.4	Termination on medical grounds
An employee’s services may be terminated on medical grounds where a particular medical condition renders him/her incapable of performing his/her duties for the foreseeable future. 
In such cases the JSB may require employees to consult with a medical practitioner of the JSB’s choice to provide an objective professional opinion.
The Board of Directirs will make the decision to terminate an employee’s service on such grounds.
[bookmark: _Toc10004508]16.4.5	Death
The ED/HR Manager should be notified immediately in the event of the death of an employee.  The ED/HR Manager will inform the Board of Directors.
Where an employee dies, the employees nominated beneficiary will be paid any benefits due.  The nominated beneficiary will normally be the deceased employee’s dependants, e.g. spouse, children, parents or siblings.  Where no such person has been nominated payment will be made to the estate.
[bookmark: _Toc10004509]16.4.6	Dismissal for disciplinary reasons
The JSB may also dismiss any member of staff in accordance with the disciplinary procedure.  In these cases staff shall not be entitled to any notices as payment in lieu of notice.  The last day of employment will be the date upon which the dismissal is made.  Employee shall receive, however, all other outstanding payments due to them, less monies owed to the JSB, upon termination.
[bookmark: _Toc10004510]16.4.7	Cessation of benefits
Health, life and pension benefits will cease to be effective from the last day of employment. 
Employees will be required to return all JSB property on the last day of employment including staff uniforms, identification cards and badges.
[bookmark: _Toc10004511]16.5	Responsibility
The ED/HR Manager is responsible for ensuring that all termination procedures are carried out in accordance with statutory regulations, the individuals’ letter of employment and the JSB’s ED/HR policies and procedures.
It is the responsibility of the employee, in the event of voluntary termination, to provide adequate notice in accordance with their individual letter of employment and the ED/HR policy and procedures of the JSB. 

	
	

	
	




Sample Warning Letter

<Date>
Private and confidential
<Insert employee’s full name>
<Insert employee’s residential address>

Dear <insert name>
Warning letter

[bookmark: bkLtrSubject]On <insert date> you met with <insert name of others at the meeting>.  At this meeting you were verbally advised that your <performance/conduct> has been unsatisfactory, and that immediate improvement is required. In particular you were advised that <insert explanation of unsatisfactory performance or conduct, for example regularly attending work late or not completing required tasks>. 
In the meeting you were asked if you had anything you wished to say or to respond to the situation and you <insert details of the employee’s response or if no response was provided you can note here that the employee ‘did not respond’>.
After considering the situation it is expected that your <conduct/performance> improves and specifically that you <insert advice given to employee regarding improvement of performance or conduct, for example outline deadlines for improvement, specific performance targets set (ensure whatever you require is reasonable and fair in the circumstances and that you have considered any response or reasons from the employee)>.

[bookmark: InsertText][bookmark: bksigned]This is your <first/second> warning letter. Your employment may be terminated if your <conduct/performance> does not improve by <insert date that is reasonable in this situation>.
I propose that we meet again on <insert date> to review your progress 
Yours sincerely,



<Insert name>
<Insert position>
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