Appendix D: 

The NHWN Staff Structure (NCVO report)

NHWN became a registered charity in September 2009. 

The Home Office has provided NHWN with considerable financial and other support in the past.  In order to ensure transparency in the way the Home Office offers funding and to ensure NHWN are fully accountable to its members and the Home Office as a potential funder, NHWN must now position itself as an independent third sector organisation.

NHWN will need appropriate infrastructure in place in order for it to establish itself as an independent third sector organisation and become fully functioning as it develops and grows, meeting the needs of its beneficiaries as well as its staff and volunteers.    

NCVO has been asked to deliver the human resources and employment aspects of NHWN’s development as an independent organisation. 

NCVO’s remit:

Initially, NCVO were commissioned to deliver:

· Developing and writing job descriptions and person specifications for three full-time paid staff;

· Developing a minimum number of HR policies in order for NHWN to be a legally compliant organisation 

· Develop a number of policies identified as good practice 

· Signpost to HR support providers which NHWN may wish to use

Following discussions during the drafting of the job descriptions and person specifications, NCVO were asked to extend their remit to include:

· Developing and implementing a fair and transparent recruitment process including writing advert, placing adverts and receiving / processing applications, for all three posts

· Lead and provide support to shortlist suitable applicants for all interviews

· Develop and prepare interview questions for each job

· Train and brief interview panel

· Full participation on interview panel for all posts 

· Make formal offers to successful candidates

· Secure written references for successful candidates

· Provide guidance on an induction process 

Staffing and Recruitment:

The Home Office is prepared to fund three full-time posts, with an initial aim of all staff being in place as at 1 April 2010.  Following meetings with NHWN and including a meeting with the Home Office on 8 February 2010, it was agreed that this deadline was unrealistic given the timeframe, potential interview dates and notice periods successful candidates are likely to have.

In light of this, it was agreed that staff would now most likely be in place by mid-May..

Job descriptions and person specifications were completed - following input from both NHWN and the Home Office - and finally agreed by the Home Office on 12th March.  The following job roles and responsibilities were created:

1.   Operations Director: strategic development; support trustees; policy influencing role; interact with HO/other funders; partnership working; fundraising.

2.   Development Manager: outreach; support regional representatives to build their capacity; run events; develop toolkits; support NHW networks and groups.

3.   Information and Database Officer: manage and develop website; enable strong communication with networks and groups from across all regions; respond to enquiries.

These posts went to advert on 16 and 17 March 2010 via The Guardian Online; CharityJob and Leicester Mercury (newspaper and via their JobSite website) plus a link to a dedicated page on NCVO’s website (www.ncvo-vol.org.uk/nhwn).   Application form, equal opportunity form, NHWN background information and Job Descriptions / Person Specifications for each job, were all available for download.  

An NCVO/NHWN email (nhwn@ncvo-vol.org.uk) address was created specifically for the receipt of applications and to respond to queries from potential applicants. NCVO is responsible for acknowledging applications received, logging / storing applications and for responding to queries as appropriate.

Recruitment Deadlines:
Closing date for applications for all posts: Tuesday 6 April. 

Shortlisting applications: Thursday 8 April.

Interview panel training and briefing: Friday 9 April.

Interview dates (all held at NHWN’s offices in Leicester):
Wednesday 14 April: Operations Director

Thursday 15 April: Development Manager

Monday 19 April: Information & Database Officer

Shortlisting:

Shortlisting will take place on 8 April at NCVO’s offices.

Shortlisting panel will consist of:

Marion Lewis, Chair NHWN

Jim Maddan, Vice Chair NHWN

Lai-Har Cheung, Employment Practice Manager, NCVO

The job descriptions should read:

Operations Director: 14thApril

Marion Lewis, Chair NHWN

Jim Maddan, Vice Chair NHWN 

Dr John Perkins, Regional representative/Trustee NHWN

Lai-Har Cheung, Employment Practice Manager, NCVO

Development Manager: 15thApril

Marion Lewis, Chair NHWN

Jim Maddan, Vice Chair NHWN 

Alene Branton, Regional Representative

Lai-Har Cheung, Employment Practice Manager, NCVO

Information & Database Officer: 19thApril

Marion Lewis, Chair NHWN

Dr John Perkins, Regional Representative/Trustee NHWN

Alene Branton, Regional Representative NHWN

Lai-Har Cheung, Employment Practice Manager, NCVO

Appointment and Reference Deadlines:
As at 26 March 2010, deadlines for offer of job and taking up references have not been confirmed.  NCVO anticipates that there will be a minimum of two weeks per candidate, to:

· Make a formal offer subject to satisfactory written references

· Confirm a starting date

· Receive acceptance of offer by the candidate and 

· Contact and receive written references

NCVO will support NHWN in deciding if written references received are considered satisfactory.  

HR Policies/Documents:
NCVO’s remit is to produce a number of HR policies/documents, to include those that NHWN would legally be required to have, in addition to some which NCVO considered good practice.  

Deadlines:  Draft HR/employment procedures given to NHWN by Tuesday 9 March – documents to be reviewed at NHWN meeting of 16 March;

Comments/feedback of documents from NHWN to NCVO by Tuesday 23 March;

Final version of HR/employment procedures delivered by 31st March 2010

The following are the agreed HR policies/documents produced by 31st March 2010 

1. A Written Statement of Terms and Conditions (legal requirement)

NHWN must issue a written statement of terms and conditions to each employee, within 2 months of the employee starting.  This gives written evidence of the contractual agreement between NHWN and an employee.  

2. A Grievance and Disciplinary Procedures (legal requirement)

NHWN must provide all employers with written grievance and disciplinary procedures. This will outline the informal process, formal procedures and the route for appealing any decisions made.  

3. A Health and Safety Policy (recommended good practice)

Once NHWN has more than 5 employees, it is legally required to have a health and safety policy.  As NHWN will initially have 3 employees, NCVO will produce a health and policy statement.

4. Pensions Information (recommended good practice)

From the time that NHWN appoints its fifth employee, it must provide access to a Stakeholder Pension scheme, and give written information on this scheme.  NCVO will produce a statement regarding NHWN’s pension provision.

5. Equality and Diversity Policy (recommended good practice)

Although there is no legal requirement to have an equality and diversity policy, NCVO recommends that as good practice an equality and diversity statement should and will be produced.  

6. Sickness Absence Arrangements (legal requirement)

NHWN must specify in writing what procedures employees need to follow if they are sick and unable to work. NCVO will produce a policy.

7. Annual Leave Arrangements (legal requirement) 

NHWN will need to inform employees in writing about its procedures for booking annual leave as well as the number of annual leave days staff are entitled to take. 

8. Expenses Policy (good practice)

NHWN staff and trustees are likely to undertake some travel whilst performing their NHWN duties.  A policy will inform employees, trustees and volunteers of those expenses which are eligible for reimbursement and also the maximum amount that can be re-claimed for any eligible activity.  

9. Managing Volunteers (good practice)
NHWN will benefit from good practice guidance on how paid staff work with volunteers who undertake duties at NHWN’s offices..

10. Rules (good practice)

NHWN will need to publicise brief rules, covering matters such as making personal phone calls, confidentiality, non-harassment/bullying, data protection and use of computers.  

Health and Safety Poster (legal requirement)

NHWN must display a health and safety poster at all times, giving information about health, safety and welfare. NHWN will be responsible for purchasing an up to date health and safety poster.  NHWN can purchase a poster from the Health & Safety Executive www.hse.gov.uk 

Recommendations for NHWN:
· Training on managing people and managing performance for relevant NHWN trustee(s) as required.

· Regular supervision meetings set up between:

Vice-Chair and Operations Director

Operations Director and Development Manager

Operation Director and Information & Database Officer

· Set up an annual appraisal process between:

Vice-Chair and Operations Director

Operations Director and Development Manager

Operations Director and Information & Database Officer

· HR policies NHWN may want to develop / build on, including: 

· Recruitment policy – including accompanying guidance for those recruiting staff 

· Induction procedure

· Probation procedure

· Staff supervision and appraisal policy - guidance for managers on managing performance and outlining expectations of staff at supervision meetings and at appraisal meetings

· Learning and development policy and plan

· Maternity, paternity, adoption and parental leave policies

· Policy on requesting flexible working for parent of young children or for carers of adults

· Flexible working practices procedure

· Whistleblowing policy 

· Pay review policy

· Pension scheme

· Redundancy policy: NHWN should note that the law says that a redundancy occurs when   

i.  
The employer has ceased, or intends to cease, to carry on the business for the purposes of which the employee was so employed or

ii. The employer has ceased, or intends to cease, to carry on the business in the place where the employee was so employed or

iii. The requirements of the business for the employees to carry out work of a particular kind, in the place where they were so employed, has ceased or diminished or are expected to cease or diminish. 

· Training Needs Analysis – identify high priority, medium and low priority skills gaps.  These skills gaps should be considered in line with what is necessary for the staff member to do their job. Explore reciprocal training with other organisations (not necessarily third sector).  Explore buying training with other organisations, to secure a more favourable rate.  Connections with training providers who may offer an unfilled place.

· HR support providers: NCVO are producing a regional directory of organisations that provide HR support. This will be a free resource and NHWN will be signposted to the directory. 

Lai-Har Cheung, NCVO, March 2010 




































































































































































































