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Introduction

Members will be aware that the College has developed, in partnership with
representatives of its recognised Trade Unions, a range of policies and procedures for
Glasgow Kelvin College.

The purpose of this report is to apprise members of the outcome to the review of the
policies and procedures due for review in accordance with the agreed Policy and
Procedure Review Schedule and invite comment prior to the documents being
presented to the Board of Management for approval.

Policies and Procedures

The following section provides members with an update on the policies and procedures
due for review:

21 Recruitment and Selection Policy (Appendix 1)

Feedback was received from both EIS-FELA and Unison Trade Union
representatives, staff and management. The main changes to the Policy
include: a revision of terminology to reflect operational changes, improved
layout and the addition of links to other College documents and relevant sites.
The College is currently reviewing its recruitment and selection processes and
procedures. Appropriate training and development on the revised processes
and procedures is being developed and will be provided for managers. Training
for managers relating to unconscious bias in recruitment is currently underway.
Members are invited to comment on the revised Recruitment and Selection
Policy and note that the Policy will be presented at the Board of Management
on 16 December 2022 subject to amendments required following any
comments from members of the Finance and Resources Committee.

2.2 Policy and Procedure for the Protection of Vulnerable Groups and
Criminal Record Checks

Members will be aware that the Disclosure (Scotland) Act 2020 has received
Royal Assess however this has not yet come into force. It is currently unknown


https://www.glasgowkelvin.ac.uk/policies-procedures/
https://www.glasgowkelvin.ac.uk/policies-procedures/

when this will happen (although some commentary has suggested that it may
be before the end of the calendar year). The changes anticipated when this
Act comes into force, this will require this Policy and Procedure to be fully
reviewed.

Members should note that it will be recommended to the Board of Management
that the review date of 31 December 2022 be extended until 31 December
2023, by which time the Act may have come into force. The document will be
reviewed as soon as a date for the Act to come into force is confirmed.

National Recognition and Procedures Agreement (NRPA)

Members will recall that several policies fall within the scope of the National
Recognition and Procedures Agreement (NRPA). In accordance with the
NRPA, specific policies will be negotiated with the Unions at the National
Joint Negotiating Committee (NJNC). Two of the College’s policies that are
due for review fall within the scope of the NRPA. These include:

2.3.1 Attendance Management and Support Policy and Procedure

This Policy and Procedure currently complies with legislative
requirements and meets operational requirements. It is therefore
recommended that the review date of 31 December 2022 is extended
until 31 July 2024.

Members are asked to approve the extension to the review date for
this Policy and Procedure.

2.3.2 Family Friendly and Flexible Working Policy and Procedures

This Policy and Procedure currently complies with legislative
requirements and meets operational requirements. The College is
aware that there is pending legislation, associated with paid leave for
premature birth, which is due for implementation in 2024. It is
therefore recommended that the review date of 31 December 2022
is extended until 31 July 2024 by which time the legislation should
have come into force. The College will review the Policy and
Procedure, considering the new legislation, in consultation with
representatives of the College’s recognised Trade Unions and
stakeholders.

Members are asked to approve the extension to the review date for
this Policy and Procedure.

2.3.3 Menopause Policy (Appendix 2)

Circular CC 06/22 — National Menopause Policy for Support Staff and
Lecturing Staff, was issued under the provision of the NJNC Central
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Committee and is binding on the college signatories of the NRPA.
The College’s locally agreed Menopause Policy was due for review
by 31 December 2022. Colleges must, as a minimum, implement the
National Menopause Policy for Support Staff and Lecturing Staff. The
National Policy has been considered against the College local policy
and revised where appropriate to enhance the Policy for all staff.
Training and development for all line management and staff is
currently being organised to raise awareness, challenge
discrimination, and promote further a culture of openness in relation
to the menopause.

Members are requested to note the National Menopause Policy and
to approve the local Menopause Policy for immediate
implementation.

Recognised Trade Union representatives of the EIS-FELA and
Unison have been consulted on the above recommendations and this
approach was formally agreed at the respective formal Joint
Negotiation and Consultation Committees for each Trade Union,
(Unison — 27 October 2022 and EIS-FELA — 16 November 2022).

Resource Implications

There are no resource implications identified as a result of this report.

Impact on Students

The Policies and Procedures contained within this report aim to provide interventions
that support the mental health and wellbeing of staff and ensure that the College
attracts and retains a high calibre of staff. Effective and supported staff create a more
positive learning environment to deliver a high quality of service to students.
Equalities

There are no equality implications identified as a result of this report. Members should
note that the Equality Impact Assessment has been reviewed and revised for each
policy, these are available on the College website.

Members should note that appropriate training and development for managers and
awareness training for staff will be provided in relation the Recruitment and Selection
Policy and the Menopause Policy.

Risk and Assurance

There are no risk implications identified as a result of this report.



Data Protection

No data protection issues have been identified as a result of this report.
Recommendations

Members of the Finance and Resources Committee are recommended to:

i. note the content of this report and its appendices;

ii. provide feedback on the Recruitment and Selection Policy (Appendix 1) and
note that the Policy will be presented to the Board of Management on 16
December 2022;

iii. note that the Policy and Procedure of Vulnerable Groups and Criminal Record
Checks will be presented to the Board of Management with the
recommendation to extend the review date to 31 December 2023;

iv. approve the extended review date for the Attendance Management and
Support Policy and Procedures and Family Friendly and Flexible Working
Policy and Procedure to 31 July 2024; and

V. endorse the Menopause Policy for immediate implementation.

Further Information
Further information on the content of this report and its appendices can be obtained

from  Doreen  Shiels, Director of People and Culture Services
(dshiels@glasgowkelvin.ac.uk)
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Document Control Information

Reviewed by the Strategic Management Team 15.11.2022

Approved by the Finance and Resources Committee

Date of Next Review

The Board of Management (or any person/group with delegated authority from the Board) reserves the right to amend this document at
any time should the need arise following consultation with employee representatives. This Policy has been subject to an Equality
Impact Assessment, which is published on our website: https://www.glasgowkelvin.ac.uk/equality-diversity/
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Introduction

Glasgow Kelvin College recognises that its staff are fundamental to its success.
The College therefore needs to be able to recruit and retain staff of the highest
calibre and a strategic, professional approach to recruitment is essential to
achieve this aim. Glasgow Kelvin College seeks to select thebest candidate
for every job vacancy and achieve a fair and consistent approach in its
Recruitment and Selection based upon the principles outlined in this
document, which also meet the requirements of the College’s Equality,
Diversity and Inclusion Policy and equalities legislation.

The College values diversity and welcomes applications from all groups in
society. Asan employer the College is committed to advancing and promoting
equality of opportunity. To fulfil these commitments, it is crucial that the
College adopts recruitment and selection processes which are fair, lawful,
objective and cost effectiveto promote consistent good practice. In this way
the interests of Glasgow Kelvin College and its good reputation as a fair
employer will be safeguarded. Recruitment and selection is recognised as a
means of demonstrating the College’s commitment to best employment
practices and is acknowledged that the option of choice applies equally to
both the College and the applicant.

It is the responsibility of all those involved in the recruitment and selection
process to ensure that statutory obligations placed on the College by
legislation are strictly adhered to, with particular reference to The Equality Act
2010 and the Data Protection Act 2018.

It is in the College’s interest to achieve a fair and consistent approach in its
recruitment and selection processes for all categories of employees not only
to ensure that the best candidate for the job is selected, but also to:

) avoid discriminatory practices;

) ensure equal access to all jobs;

) comply with employment legislation; and

. ensure good human resource management practice.
Scope

This Policy covers all activities that form part of any recruitment and selection
process and is applicable to all aspects of the recruitment of staff.

This Policy sets out the College’s approach to recruitment and selection. The
College does not discriminate against applicants on the basis of age,
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disability, genderreassignment, gender identity, marital or civil partner status,
pregnancy or maternity, race, colour, nationality, ethnic or national origin,
religion or belief, sex or sexual orientation (protected characteristics, The
Equality Act 2010).

All staff involved in the recruitment and selection of staff are expected to
observe this Policy and associated procedures and to ensure that their actions
are consistent with the core principles noted below.

Principles

The College operates a competitive recruitment process founded upon a fair,
open and transparent approach designed to enable the selection of the most
suitable person from the widest possible range of applicants. It has a clear
process supported by associated procedures for recruitment and selection
that will be made available to everyone involved in the recruitment process.

This Policy aims to:

e Ensure the College’s recruitment and selection resourcing strategy is
a key aspect of its brand with a view to positively enhancing its
reputation. The College endeavours to ensure that all candidates are
treated fairly, with dignity, respect and courtesy, and to ensuring a
positive candidate experience.

e The College aims to attract and engage staff from a wide and diverse
background and proactively seeks to avoid unfair bias in its
processes. The College is a Disability Confident Employer and
operates a guaranteed interview scheme for applicants with a
disability (refer to Section 6).

e All documentation relating to applicants will be treated confidentially
in accordance with data protection legislation and the College Privacy
Notice.

e The College’s recruitment and selection process and associated
procedures are reviewed regularly to ensure that they are fit for
purpose. Job criteria based on knowledge, skills and experience, are
regularly reviewed to ensure that they are relevant to the role and are
not disproportionate.

e All members of a recruitment and selection panel will have received
appropriate advice and guidance in the process. As a minimum requirement
any member of staff who takes part in any activity under this policy must first
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have completed the College’s online Equality and Diversity module; attended
the unconscious bias training and recruitment and selection training. Panel
members involved in the process should satisfy themselves that they are
trained appropriately and can comply with the requirements of this policy,
equalities legislation and associated procedures.

Advertising
The advertising process is as follows:

e the recruitment and selection process will not commence until the need for
a role has been established consistent with the strategic plans and
budgetary implications for the service/College which will be assessed and
evaluated,;

e all vacancies whether temporary, fixed term or substantive will be filled in
line with the College’s Recruitment and Selection Policy and associated
procedures;

e it is essential that the content of the job description clearly reflects the
duties skills and experience required for the post. A replacement post
provides the College with the opportunity to reassess the content of the
current job description. In the event of little or no change to the job
description the role will be advertised consistent with the current grade.
Where there are substantial and qualitative changes or where there is a
new role the job description will be evaluated using the College’s job
evaluation scheme Further Education Development and Role Analysis
(FEDRA);

o People and Culture Services is responsible for co-ordinating all advertising
of posts. All recruitment adverts will be discussed with the appropriate line
manager and approved by a member of the Senior Management Team
prior to being processed;

e each advert will contain a statement stating that the College actively
promotes equality of opportunity for all to encourage applications from
under-represented groups with the aim of attracting diverse applicant
pools;

e posts will be advertised using a variety of media to attract a diverse
candidate base as possible; and

¢ the selection of candidates for interview and appointment will be based on
appropriate qualifications, skills, experience, and competencies required
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for the role and reflect the needs of the College.

Applications

It is the College’s Policy that:

posts will be filled following advertisement, internal or external, completion
of a standard application form for the post concerned and evaluation by a
panel against the criteria required for the role;

a standardised application process will be used which allows the College
to compare evidence in the application against the essential and desirable
criteria for the post as set out in the job description. This enables the panel
to make an objective assessment of an applicant’s suitability for the role
against the defined criteria in the job description. A standardised
application process does not preclude reasonable adjustments for
candidates with a disability;

the appointment for temporary Lecturing staff may be made from a pool of
temporary staff who have previously progressed through the College’s
recruitment andselection process. An external advertwill only be approved
after internal processes have been exhausted;

recruitment information will be available on the College’s website [or from
People and Culture Services, Human Resource Management (HRM)
Team as a reasonable adjustment]. The website is designed to use a
standard style definition which allows the user to adjust the text, including
font size, accordingly to suit their individual preferences and can be
accessed on https://recruitment.glasgowkelvin.ac.uk;

applications will be completed online and acknowledged by the online
Recruitment system;

under the ‘Disability Confident’ Initiative any applicant who chooses to
disclose they have a disability who meets the essential criteria on the job
description will be invited for interview (see below). This may mean that a
higher number of applicants may be invited for interview; and

to ensure that applicants are not disadvantaged, and it meets the needs of
individuals to ensure every candidate is able to participate fully in the
process.
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Reasonable adjustments

It is lawful for the College to ask questions relating to reasonable adjustments
that would be needed for an assessment such as an interview or other
process designed to assess a person’s suitability for a job.

Any information on disability or health obtained by the College for the purpose
of making adjustments to its recruitment arrangements will be held separately
and it will not form any part of the decision making process about an offer of
employment, whether or not conditional.

Reasonable adjustments will be made as appropriate to the recruitment and
selection process to support candidates with a disability during the process
and into the role where appropriate, should they be appointed. The
recruitment and selection process will ensure decisions are objectively made,
based on each candidate’s true abilities.

The College will:

e provide and accept information in accessible formats where this would be
a reasonable adjustment. Candidates with a disability are asked to contact
a member of the HRM Team on hrstaff@glasgowkelvin.ac.uk to discuss
their requirements and seek support to apply for a position.

¢ invite candidates with a disability to indicate on the application form if they
require any reasonable adjustments during the process.

e enquire if shortlisted candidates require reasonable adjustments for
interview or assessment arrangements; and

¢ invite the successful candidate, when an offer of appointment is made, to
discuss their requirements for reasonable adjustments to support them
carry out the role. Applicants with a disability may discuss their
requirements for reasonable adjustments at any stage of the recruitment
process with the recruiting manager or with a member of the Human
Resource Management (HRM) Team.

Pre-employment health questions

Applicants will generally not be asked about health or disability before a
formal job offer is made or before the applicant has been accepted into a pool
of applicants to beoffered a position when one becomes available. There are
limited exceptions under The Equality Act which will only be used with
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confirmation from Human Resources.

Questions about health and disability will only be asked when they are
necessary and fall within the following narrow exceptions (The Equality Act
2010, Section 60).

(a) Questions to establish if an applicant can take part in any assessment to
test their ability to do the job or to find out if reasonable adjustments are
needed to enable an applicant with a disability to take part in any
assessment or any reasonable adjustments that may be needed at
interview or assessment. (This information is collected separately and will
not form part of the decision-making process).

(b) Questions necessary to establish if an applicant can perform an
intrinsic part of the job (Subject to any reasonable adjustments.
If this part of the job can be changed or assigned to another
person, then this may count as a reasonable adjustment for an
applicant with a disability).

(c) Positive action to recruit people/persons with disabilities (see section 8
below).

(d) To monitor the diversity of people applying for roles. (This information is
collected separately and will not form part of the decision-making
process).

|EB disability
- oy . B confident
Disability Confident mietofER

As users of the Disability Confident Scheme, we guarantee to interview all
candidates with a disability who meet the essential criteria on the person
specification/role profile. TheEquality Act permits questions to be asked at the
application stage to identify applicants with a disability who want to use this
scheme and to enable the College to make any reasonable adjustments to
the interview process or for the position applied for, in orderthat the College
can fulfil its obligations under the Equality Act 2010.

In addition, the College is committed to challenging the stigma and
discrimination associated with mental health it has signed the ‘see me’
pledge to demonstrate its commitment.

Campus buildings are fully accessible to learners, service users and staff who
have a disability or sensory impairment.



10.

Entitlement to Work in the UK
The College:

e is required by law to ensure that all employees are entitled to work in the
UnitedKingdom (UK). To comply with the provisions of the Immigration,
Asylum and Nationality Act 2006, all successful candidates will be asked
to provide evidenceof their entitlement to work in the UK before an offer of
employment can be confirmed (UK Border Agency Website); and

¢ will not make assumptions about a person’s right to work in the UK based
or race, colour or national origin.

Glasgow Kelvin College does not hold a sponsor licence and therefore cannot
issue Certificates of Sponsorship under the points-based system.

Recruitment Process

All appointments, internal and external, will be made in accordance with the
College’s Recruitment and Selection Policy and associated procedures.

Shortlisting is undertaken by a methodical comparison of application forms
against the job description which defines the competencies for the role.

All candidates selected for interview will be seen and considered by the same
Selection Panel and should be typically seen on the same day. Where this is
not possible, the interviews should be held over as short a period as possible.

The College will use fair and objective selection methods to assess the
suitability of candidates.

The College may use a mixture of tools as part of its selection process to
ensure that the right candidate is selected.
These tools may include:

e individual competency based interviews;
o written exercises;

e presentations;

o aptitude/ability tests;

e group exercises;

e personality profiles; and

e Observations.
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In order to allow the candidate an opportunity to display, and the Selection
Panel to appraise thenecessary knowledge, skills and aptitudes, the College
will widen the selection processaccording to the post. However, all selection
processes will include a selection interview as a minimum requirement.

A member of the HRM Team will be in attendance at every selection process.
The interview assessment will be structured in with the same set of questions
being asked of candidates.

The interview process, including any practical assessments will correspond
to the defined criteria in the job description and will measure the appropriate
levels of the skills, experience and competencies for the role.

All candidates will do the same test unless there is a compelling reason why
the candidate cannot do so, for example because of pregnancy, or a
reasonable adjustment is required. The College will make reasonable
adjustments where a test or assessment would put applicants with a disability
at a substantial disadvantage.

After each interview, all members of the Selection Panel will record their
comments and rate each candidate against the pre-determined essential and
desirable criteria from the job description on the assessment form.

If two candidates have the same score the panel will discuss the candidates
in detail and make a consensus decision as to which candidate to appoint.
This discussion will be recorded in writing detailing the objective reason for
any decision taken. The panel reserve the right to invite both candidates back
for a further assessment to assist make a final decision. An offer of
appointment will be normally based on the consensus of the panel following
adherence to the Recruitment and Selection Policy and associated
procedures. If the panel is evenly split, the Chair will have the casting vote.

The interview outcome and justification for a recruitment decision should be
recorded on a Consensus Form by a member of the HRM Team to ensure
the process is robust and transparent. This will engage the College to
demonstrate that the most suitably qualified candidate is appointed along with
the requisite documentary record of the decision for purpose of legislative
compliance.

Once a preferred candidate has been identified a recommendation will be
sent to the Principal by the HRM representative. An Authority to Appoint form
must be completed and signed by the Principal (or Vice Principal in the
absence of the Principal), prior to a conditional offer of employment being
made.
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1.

Pre-employment Checks

No formal written offer of appointment will be made before clearance of the
necessary employment checks. Employment checks will include:

¢ Protection of Vulnerable Group Scheme (PVG Scheme)
membership or Criminal Records Certificate;

e required qualifications for the post, if applicable;

e receipt of documents required under the Immigration, Asylum and
Nationality Act 2006 (a list of these can be obtained from the HRM Team
or can be found on the UK Border Agency Website); and

o satisfactory references.

Any offer issued by the College will be conditional upon satisfaction of the
foregoing. The majority of posts within the College are covered by the
Protection of Vulnerable Groups (Scotland) Act 2007. Most posts will
undertake regulated work with childrenand in some cases protected adults. It
is therefore a condition of employment that theindividual is a member of the
PVG Scheme. (The College will review this position once the Disclosure
(Scotland) Act 2020 comes into force).

The College has a legal obligation to comply fully with the provision of the
Rehabilitation of Offenders Act 1974 (Exclusions and Exceptions) (Scotland)
Order 2013. A candidate is encouraged to disclose if they have a criminal
record. Depending upon its nature and the relevance to the work, it may be
decided that the conviction will not impact on the individual’s suitability to
undertake the role.

The College shall follow the procedure contained within the Policy and
Procedure for Protection of Vulnerable Groups (PVG) and Criminal Record
Checks. In the majority of cases the College will not, confirm an appointment
until the individual has joined as a member of the appropriate PVG Scheme(s)
or receives a satisfactory Criminal Records Certificate. If the individual is
barred from the PVG Scheme the employment relationship will be terminated.

The individual is responsible for the cost of joining the PVG Scheme(s). The
College will pay the cost for the new entrant joining the Scheme and recoup
the cost from the employee’s first salary. On accepting the offer of
employment, the individual agrees tothe deduction of the fee from their salary.
The College will be responsible for funding any PVG Scheme membership
updates going forward.
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12.

13.

14.

15.

Feedback

The College values the time and effort made by each applicant/candidate in
applying for one of its positions. All applicants and candidates who attend for
interview will be notified as to the outcome of their application or interview.

Whilst we greatly appreciate the interest shown in the College, it is the policy
of the College not to provide feedback to those not selected for interview or
post interview feedback to candidates who make such a request. The College
is not legally obliged to provide feedback and on legal advice and due to time
constraints, it has taken this decision.

Flexible Working

All posts will be considered suitable for flexible working unless such a
restriction can be objectively justified for operational reasons. Full details can
be found in the College’s Family Friendly and Flexible Working Policy and
Procedure.

Recruitment Complaints

Without infringing legal rights, applicants may submit a written complaint of
unfair treatment to hrstaff@glasgowkelvin.ac.uk for the attention of the
Director of People and Culture in line with the Recruitment Complaints
procedure. A member of the HRM Team will provide a copy of the Complaints
procedure.

If the complaint is in relation to the Director of People and Culture this should
be submitted for the attention of the Vice Principal Operations and if related
to the Principal, it should be marked for the attention of the Chair to the Board
of Management.

Induction

The line manager will ensure that an appropriate induction programme is
provided forthe role and will make the necessary arrangements to ensure that
any new entrant undergoes College and role specific compulsory training.

All compulsory training is to be completed within two months of commencing
employment. All new entrants will be provided with an appropriate induction
package to support theirintegration into the role, their Department and into the
operations of the College.
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16.

17.

18.

Exit Interview

The Exit Interview process assists the College to understand where, as an
employer, improvements might be made. All staff will be offered the
opportunity to participate in the College’s Exit Interview process. Theresults
of the exercise will be discussed with the line manager and the relevant
Director.

The results of Exit Interviews will be collated and reported in the College’s
Public Sector Equality Duty Report and used to measure the effectiveness of
the Board’sequalities policies and approaches. This will assist in the further
development of the College’s Equality Outcomes.

Monitoring of Recruitment

All candidates will be asked to complete an Equal Opportunities Monitoring
Form as part of the online Recruitment process. This information will not be
divulged to the selection panel and will be used formonitoring purposes only.

In line with the requirements of The Equality Act, the College will undertake an
analysisof the composition of the workforce. The results of the exercise will
be reported in theCollege’s Public Sector Equality Duty Report and used to
measure the effectiveness of its College’sequalities policies and approaches.

The College’s Public Sector Equality Duty Report shall report on recruitment
and selection to the Board of Management, its Finance and Resources
Committee, the College’sEquality and Diversity Committee, and College Joint
Negotiation and Consultative Committee. The Public Sector Equality Duty
Report is available on the College website.

Supporting Policies and Procedures

Supporting Policies and Procedures include:

e Equality, Diversity Policy and Inclusion Policy
e Dignity and Respect Policy

e Grievance Policy and Procedure

e Public Interest Disclosure Policy

o Family Friendly and Flexible Working Policy

e Policy and Procedure for Protection of Vulnerable Groups (PVG) and
CriminalRecord Checks
e Safeguarding Children, Young People and Vulnerable Adults Policy

e Social Media Procedures
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19.

e Recruitment and Selection Procedures
Review and Monitoring

The content, effectiveness and operation of the Recruitment and Selection
Policy will be monitored, at least, on an annual basis at the end of each
academic session by the Director of People and Culture reporting to the
Equality and Diversity Committee and updated in partnership with
management, Trades Unions, staff and learner representatives and external
parties. Account will also be taken of any developmentsin legislation and case
law.
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Document Control Information

Senior Management Team 04.10.2022
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Date of Next Review

The Board of Management (or any person/group with delegated authority from the Board) reserves the right to amend
this document at any time should the need arise following consultation with employee representatives. This Policy

has been subject to an Equality Impact Assessment, which is published on our website:
https://www.glasgowkelvin.ac.uk/equality-diversity/
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1.

Introduction

Glasgow Kelvin College is committed to ensuring that everyone is treated with dignity
and respect in a fair manner in their working environment. It is committed to providing
an inclusive and supportive working environment for all staff.

The College is also committed to improving the well-being of its employees and
recognises that women affected by the menopause may need additional consideration,
support and adjustments during the time of hormonal change before, during and after
the menopause.

Glasgow Kelvin College will aim to provide appropriate support to those who are
experiencing menopausal symptoms. It is important the College understands the
difficulties and anxieties of employees currently going through this hormonal change
and that we manage this issue by raising awareness, challenging discrimination,
promoting a culture of openness and providing training and development for all line
management and colleagues.

The College notes that people from the non-binary, transgender and intersex
communities may also experience menopausal symptoms. Due to a variety of factors,
the experience of the menopause may be different for those among these
communities. The College is committed to developing a workplace culture that
supports staff experiencing the menopause in order for them to feel confident to raise
issues about their symptoms and ask for reasonable adjustments at work.

Experiences and perceptions of the menopause may also differ in relation to disability,
age, race, religion, sexual orientation or marital/civil partnership status. It is important
to recognise that for many reasons, women'’s experiences of the menopause may
differ greatly.

(Although the policy refers to women, please consider that this policy refers to anyone
suffering the symptoms of menopause)

2. Aim of Policy

The aim of the policy is to:

e Pro-actively promote the Managers Guide (Appendix 1) which provides
direction and clarity on dealing with menopausal symptoms for those affected
both directly and indirectly, e.g. partners, managers, and colleagues.

e Ensure that managers are aware of menopause related symptoms and how they
can assist their employees. Managers take cognisance of the Managers Guide
(Appendix 1) which provides clarity for those affected by the menopause.



e Create an environment where those affected feel comfortable enough to
discuss the issues around their symptoms and can openly instigate
conversations or engage in discussions about the menopause in a respectful
and supportive manner.

e Ensure those experiencing menopausal symptoms suffer no detriment.

e Create a workplace that respects and values all employees and their
differences, that promotes dignity and combats prejudice, discrimination and
harassment.

e Benefit the welfare of women members of staff, retain valued employees;
improve morale and performance and promote the College as an employer of
choice

e Help the College to recruit and retain employees experiencing the
menopause.

This policy is part of the College’s commitment to:

e equality and diversity and creating a workplace that respects and values
individual differences, that promotes dignity and combats prejudice,
discrimination and harassment. This policy seeks to benefit the welfare of
individual members of staff; retain valued employees; improve morale and
performance and enhance the reputation of the College as an employer of
choice; and

e ensuring the health and safety and wellbeing of its staff and will ensure the
workplace does not make the menopausal symptoms of employees worse.

The College recognises that many of the changes to workplace culture and
adjustments offered may not only be of benefit to workers experiencing the
menopause, but to all staff.

. Scope

This policy applies to all employees of Glasgow Kelvin College.

. Definition of the Menopause

e The menopause is a natural transition stage. It is marked by changes in the
hormones and when periods stop.



e The menopause may result in a wide range of physical and psychological
symptoms and those with symptoms may encounter difficulties at work as a
result of symptoms.

e Each woman will be affected in different ways and to different degrees over
different periods of time. Menopausal symptoms can often indirectly affect their
partners, families, and colleagues as well.

e Some women experience early menopause due it being medically induced, due
to surgery, iliness, cancer treatment (radiotherapy, chemotherapy etc) or other
reasons. As a result of these hormonal changes, many women will experience
both physical and emotional symptoms.

e Perimenopause — this is a period of time before the menopause, in the years
leading up to the menopause where there can be significant changes for women,
including irregular and heavy menstrual bleeding and many of the classic
symptoms associated with menopause.

e Post-menopause — a term used when a woman’s periods have stopped for 12
consecutive months. However, other menopausal symptoms may not have
ended so soon. Problematic symptoms may continue for years.

Some:

e trans men may experience natural menopausal symptoms;

e trans women may experience pseudo-menopausal symptoms related to their
hormone therapy treatment; and

e non-binary people may experience menopausal symptoms.

The College recognises that for many reasons, people’s individual experiences
of the menopause may differ greatly.

. Symptoms of Menopause

Menopausal symptoms may include:

Those affected will experience only some or all of these symptoms (and others not
on the list). Some people experience no noticeable symptoms, however 75% of
women experience symptoms with 25% of those classed as severe. Symptoms
tend to be experienced for around four years after the last period, however, this can
last up to twelve years in some cases. Symptoms may include:

e Hot flushes — a very common symptom that can start in the face, neck or chest,



before spreading upwards and downward, may include sweating, the skin
becoming red and patchy, and a quicker or stronger heart rate.

e Heavy and painful periods and clots, leaving those affected exhausted, as well
as practically needing to change sanitary wear more frequently. Some affected
may become anaemic.

¢ Night sweats, restless leg syndrome and sleep disturbance.

e Low mood, irritability, increased anxiety, panic attacks, fatigue, poor
concentration, loss of confidence and memory problems.

e Urinary problems — more frequent urinary incontinence and urinary tract
infections such as cystitis. It is common to have an urgent need to pass urine
or a need to pass it more often than normal.

e |rritated skin — including dry and itchy skin or formication, and dry eyes.
Also, vaginal symptoms of dryness, itching and discomfort.

e Joint and muscle aches and stiffness.
e Weight gain.

¢ Headaches and migraines.

e Menopausal hair loss.

e Osteoporosis — the strength and density of bones are affected by the loss
of oestrogen, increasing the risk of the bone-thinning disease
osteoporosis.

e Side effects from hormone replacement therapy (HRT), a form of treatment for
menopausal symptoms for some people (although not suitable or appropriate
for all).

e Menopausal symptoms may also exacerbate existing impairments and
conditions that those affected may already be struggling to cope with.

Each of these symptoms can affect an employee’s comfort and performance at
work. The College has a duty to provide a safe working environment for all
employees and therefore commits to ensuring that adjustments and additional
support are available to those experiencing menopausal symptoms.



Employees are encouraged to inform their line manager that they are experiencing
menopausal symptoms at an early stage to ensure that symptoms are treated as an
ongoing health issue rather than as individual instances of ill health. Early notification
will also help line managers to determine the most appropriate course of action to
support an employee’s individual needs. Employees who do not wish to discuss the
issue with their direct line manager may find it helpful to have an initial discussion with
a member of the HR team.

6. Roles and Responsibilities

¢ Line Managers — all managers should:

o Familiarise themselves with the National Menopause Policy,
Managers Guide (Appendix 1) and available resources.

o Be open to having discussions around the menopause whilst being
sensitive to the personal nature of the discussion and maintaining
confidentiality and professionalism.

o Make use of the available guidance, agreeing arrangements with the
affected woman with support plans and reasonable adjustments. Record
the agreements to be implemented and ensure these are adhered to.

o Line managers with appropriate support will undertake a gender
sensitive risk assessment to consider the specific needs of
employees experiencing the menopause and to ensure that the
working environment will not make their symptoms worse. The risk
assessment will assist with the identification of any potential
adjustments that may be required.

o Liaise with HR and Occupational Health providers where appropriate.
o Set review dates and engage in ongoing conversations.

o Take seriously and investigate any complaints of discrimination, harassment
or victimisation in accordance with the appropriate policy and procedure, the
Dignity and Respect Policy and Procedure, Grievance Policy and Procedure
and Disciplinary Policy and Procedure. Confidentiality will be respected at all
times.

o Deal with all requests for support or adjustments confidentially and in
accordance with the data protection policy.

o Support employees in informing colleagues about the situation if appropriate.
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e Employees — all employees are:
o Responsible for their health and wellbeing.

o Encouraged to inform their manager (or the alternative contact, should
they not feel comfortable speaking to their manager) if they are struggling
with menopausal symptoms and need any support.

o Responsible in contributing to a respectful and productive working
environment, being willing to help and support their colleagues, and
understand any necessary adjustments their colleagues are receiving
as a result of their menopausal symptoms.

o Responsible for making contact with either HR, a wellbeing officer where
available or a trade union representative, regarding any instances of
harassment, victimisation or discrimination experienced because of
issues related to the menopause.

o Employees should report any instances of harassment, victimisation or
discrimination experienced because of issues related to the menopause.

If an employee feels unable to speak to their line manager they can contact People and
Culture Services or a Trade Union representative.

If an employee is found to have harassed, victimised or discriminated against another
employee in relation to the menopause, then they will be seen as having committed a
disciplinary offence.

. Support for Employees Experiencing the Menopause

The College is committed to working with staff and its recognised Trade Unions to take
positive action to support staff experiencing the menopause.

It will raise awareness of the impact of the menopause so that they are able to
better understand the effects of the menopause and be comfortable about
discussing and addressing the impact that it can have on employees in carrying
out their roles.

All awareness raising and associated training will be aimed at supporting the
development of an understanding and supportive culture. All College policies and
procedures should take account of the effects of the menopausal symptoms to
ensure that employees experiencing the menopause are not disadvantaged as a
result of their symptoms.



The College recognises that some employees experiencing the menopause may
find that related symptoms may impact on their health and wellbeing, and it aims to
provide as much support as is reasonably practicable for individuals. The College
recognises that the menopause is a very personal experience and therefore different
levels and types of support and adjustments may be needed.

Employees experiencing the menopause are encouraged to let their line manager
know if they are struggling with symptoms that may impact on their work, so that
appropriate support is provided. Such information will be treated confidentially and
in accordance with College’s data protection policy.

A Human Resources representative is available to employees experiencing the
menopause should they not feel comfortable discussing their problems with their
line manager. Employees may also prefer to discuss their problems with an
alternative manager and/or a trade union representative.

Managers should acknowledge that there may be an additional need for sickness
absence by employees experiencing the menopause in order to manage their
menopausal symptoms. Absence will be recorded as related to menopausal
symptoms where disclosed and managers will consider such absence as an
ongoing condition requiring the consideration of reasonable adjustments and
flexibility in absence procedure triggers. Further details can be found in the
College’s Attendance Management and Support Policy and Procedure.

The College recognises the potential impact of menopausal symptoms on
performance by employees experiencing the menopause. Managers will seek to
support staff sympathetically.

The College runs menopause support groups throughout the academic year to
support employees affected by the menopause directly or indirectly, where
employees can share knowledge and information, gain peer support and provide
feedback on College policies that may have an impact on staff experiencing the
menopause.

Employees who are experiencing the menopause may apply for the following
adjustments to support them at work:

¢ Control over environmental factors — with provision of desk fans on request, review
of office seating plans so that affected employees can be near the window or open
doors, or away from direct sources of heat such as radiators, fitting blinds to
windows, greater access to chilled drinking water, and to toilets and washing
facilities.



e Where uniforms are provided, staff may request that items ordered contain
natural fibres wherever possible.

¢ Flexibility over uniform and dress codes should they exacerbate symptoms such
as hot flushes and sweating, and provision of additional spare uniforms.

o Changing/washing facilities for staff to change clothes during the working day.

e For employees who are required to drive as part of their usual work pattern, duration
of travel to be reduced and increased rest breaks provided.

e Flexible working arrangements including options for flexitime (to work round
symptoms or adjusting start and finish times for example), more details can be found
in the College’s Family Friendly and Flexible Working Policy and Procedure. The
College seeks to balance the needs of its staff with the requirements of delivering a
high-quality service for students and the communities it serves. Good working
practices, and the benefits derived from them are key to delivering effective services,
increasing morale, commitment and improving recruitment and retention of skilled
and experienced staff.

o Flexibility around the taking of breaks, or increased breaks during the working day,
and if required providing cover as necessary for these breaks where staffing levels
permit.

o Flexibility around attending relevant medical appointments, more details can be
found in the College’s Family Friendly and Flexible Working Policy and Procedure

e Temporary changes to the employee’s duties, where this is possible.

¢ Provision of private spaces for women to rest temporarily, to talk with a colleague or to
phone for personal or professional support.

(For further advice on reasonable adjustments available contact Human Resources
Team).

This is not a definitive list of adjustments. The College working staff and its recognised
Trade Unions, will consider additional suggestions put forward by members of staff and
union representatives.

Confidential support is available for individual employees from the Employee
Assistance Programme. The Employee Assistance Programme provides independent
counselling and advice — face to face counselling, 24 hour help line and access to the
website. An online site is also available to support employees. The web based service
is designed to help with today's challenges and to provide a chance to prepare for any
major events that may arise in the future. Online is accessed Employee Wellbeing
(alasgowkelvin.ac.uk)

. Self-Management for Staff Experiencing the Menopause

Employees experiencing the menopause are encouraged not to suffer in silence. You
should consider:
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Seeking medical advice from your GP;

Discussing symptoms with your manager or with the alternative contact and with
your trade union representative and requesting appropriate workplace
adjustments; and

Contacting the Employee Assistance Provider.

Employees are also encouraged to make healthier lifestyle choices to help with
some of the symptoms such as:

Eating healthily and regularly — research has shown that a balanced diet can help
in alleviating some symptoms, in keeping bones healthy and in not gaining weight;

Drinking plenty of water;

Exercising regularly — to reduce hot flushes, improve sleep, boost mood and
maintain aerobic fitness levels;

Not smoking — to help reduce hot flushes and the risk of developing serious
conditions such a cancer, heart disease and stroke;

Ensuring alcohol intake is within recommended levels and cutting down on
caffeine and spicy food — all of which can trigger hot flushes;

Having access to natural light;

Staying cool at night — wearing loose clothes in a cool and well-ventilated room to
help with hot flushes and night sweats.

Ensuring adequate rest and relaxation — to reduce stress levels and improve mood
(through, for example, activities such as mindfulness, yoga and tai chi); and

Trying vaginal lubricant or moisturiser — available from shops and pharmacies for
anyone experiencing vaginal dryness.

. Review and Monitoring

All new employees, supervisors and managers will receive induction on College
policies and procedures.

Adequate resources will be made available to fulfil the aims of this policy. The policy
will be widely promoted and is available on the staff intranet.

The recommendations of the menopause support group on how working conditions,
practices and policies may impact on staff experiencing the menopause, will be considered
jointly by trade union representatives and management.
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The purpose of this monitoring and review is to identify where reasonable adjustments can
be made to working conditions, practices and policies in order to make this policy effective.

10.Data Protection

The College will process and manage any personal data collected in accordance with
its Data Protection Policy.

11.Supporting Policies and Procedures

¢ Dignity and Respect Policy and Procedure

e Grievance Policy and Procedure

e Disciplinary Policy and Procedure

e Recruitment and Selection Policy

e Equality and Diversity Policy

e Lone Working Policy

e Data Protection Policy

e Family Friendly and Flexible Working Policy and Procedure
e Attendance Management and Support Policy and Procedure

12.Further Sources of Information

The All employees can access support and counselling through the
College Wellbeing Service.

Further information on the menopause can be found through the following links:

i. https://www.nhs.uk/conditions/menopause
ii. http://menopausematters.co.uk
iii. https://www.womens-health-concern.org/help-
and- advice/factsheets/menopause
iv. https://thebms.org.uk
V. https://www.daisynetwork.org

Vi. https://menopausesupport.co.uk
Vii. https://www.menopausedoctor.co.uk/
Viii. www.menopause-exchange.co.uk

iX. www.menopausehealthmatters.com

13. Further Reading

i. https://menopausehealthmatters.com/symptoms-of-menopause/
ii. https://menopausehealthmatters.com/menopause-and-weight-gain/
iii. https://menopausehealthmatters.com/menopause-insomnia/
iv. https://menopausehealthmatters.com/menopause-diet/
V. https://menopausehealthmatters.com/menopause-diet/exercise-for-women/
Vi. https://menopausehealthmatters.com/hormone-replacement-therapy/
Vii. https://menopausehealthmatters.com/menopause-and-
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viii. https://menopausehealthmatters.com/heart-disease-in-women/
iX. www.menopauseacademy.co.uk
X. www.thebms.org.uk
Xi. www.nhs.uk/conditions/menopause

Xii. www.nhs.uk/conditions/early-menopause
Xiii. www.nice.orqg.uk/quidance/ng23/ifp/chapter/About-this-information
14.Glossary

Menopause — a natural transition stage in most women’s lives lasting four to eight
years, although for some women it can be much longer. Most women experience the
menopause between the ages of 45 and 55. It is marked by changes in the hormones
and the woman stops having periods. Women may also experience a wide range of
physical and psychological symptoms as a result of the menopause.

Premature menopause — for some women, it can be experienced at a much younger
age, in their 30s or even younger. This is sometimes called premature ovarian
insufficiency. The NHS estimates that 1 in every 100 women will experience premature
menopause.

Medical or surgical menopause — there are some medical circumstances that will
create an immediate menopause, whatever the woman'’s age, such as a medically
induced menopause to shrink fibroids or when the ovaries are damaged by specific
interventions such as treatment for cancer, or when a woman’s ovaries are removed
as part of a hysterectomy.

Perimenopause — a period of time before the menopause, in the years leading up to
the menopause where there can be significant changes for women, including irregular
and heavy menstrual bleeding and many of the classic symptoms associated with
menopause.

Post-menopause — a term used when a woman’s periods have stopped for 12
consecutive months. However other menopausal symptoms may not have ended so
soon. Problematic symptoms may continue for years.
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Appendix 1

Managers Guide

Everyone who is affected is different and, as such, it is difficult to set out specific
guidelines. When conversations occur with those who are affected either directly or
indirectly, ensure that you:

e allow time and space for the conversation — find an appropriate place where
confidentiality can be maintained

e be open to the discussion and encourage the staff member to honestly share their
issues

e suggest reasonable adjustments (see below)

e agree any actions and record in a suitable confidential manner

e discuss whether other team members should be informed and who should undertake
this

e arrange a follow up meeting at a suitable time and place.

Reasonable Adjustments

The following list of reasonable adjustments have been suggested by the CIPD in their ‘A
quide to managing menopause at work: quidance for line managers’ (2021):

Sleep disruption and/or night sweats

¢ Recognise someone may take more short-term absence if they’ve had a difficult night.

o Consider a change to shift patterns or the ability to swap shifts on a temporary basis.

e Carrying out risk assessments and making appropriate adjustments.

o Offer a flexible working arrangement, for example a later start and finish time.

e Where a role permits and the manager can support it the member of staff could work
from home for a short period if symptoms have been significant, for example
disrupted sleep pattern.

Hot flushes and/or daytime sweats

e Look at ways to cool the working environment, for example provide a fan, move a
desk close to a window or adjust the air conditioning.

e Provide easy access to cold drinking water and washrooms.

e Adapt uniforms to improve comfort.

e Limit the time wearing personal protective equipment (PPE) such as face masks
(subject to any COVID-secure measures required).

e In customer-focused or public-facing roles, it may help to have access to a quiet
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room for a short break so as to manage a severe hot flush.
Heavy or irregular periods

e Provide easy access to washroom and toilet facilities.

e Allow for more frequent breaks to go to the toilet.

e Be understanding about someone working from home if they have very heavy
bleeding.

e Make sanitary products available in washrooms.

o Make it easy to request extra uniforms if needed.



Headaches and fatigue

Consider a temporary adjustment to someone’s work duties.
Provide a quiet area to work.

Provide access to a rest room.

Offer easy access to drinking water.

Allow regular breaks and opportunities to take medication.

Muscular aches, and bone and joint pain

e Make any necessary temporary adjustments through review of risk
assessments and work schedules.
e Allow someone to move around or stay mobile, if that helps.

Psychological issues (for example loss of confidence, poor concentration,
anxiety, and so on)

e Encourage employees to discuss concerns at one-to-one meetings
with you and/or occupational health.

e Discuss possible adjustments to tasks and duties that are proving a challenge.

o Address work-related stress by carrying out a stress risk assessment
recommended by the HSE.

e Signpost to an Employee Assistance Programme or counselling services if
available.

o |dentify a supportive colleague to talk to away from the office or work area, such
as a wellbeing champion.

¢ Allow time when needed, to have some quiet time or undertake relaxation or
mindfulness activities.

e Provide access to a quiet space to work or the opportunity to work from home.

e Have agreed protected time to catch up with work.

e Discuss whether it would be helpful for the employee to visit their GP, if they
haven’t already.

Other examples of adjustments include:

e Provide private areas for those affected to rest, recover or make a telephone
call to access personal or professional support.

o Ensure working time arrangements are flexible enough to meet the needs of
menopausal women. For example, they may also need more breaks during the
day, or may need to leave work suddenly if their symptoms become severe.
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