
Highlights: 

 Financial losses if process for jury service not followed; 

 Changes to sickness absence policy; 

 Details regarding plan for staff personnel records as we prepare for the new hospital; 

 Appraisal window open. 
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Special leave for court duties ie. Jury duty, 
witness  
 
The Trust’s Special Leave Policy allows for 
staff to attend court as a witness or to 
undertake their duties as a jury member, 
without loss of basic earnings. The court 
system provides financial recompense, within 
limits, for loss of basic earnings.   
 
To avoid organisational financial loss as a 
result of court duties and to avoid double 
payment to staff: 
 

 The court paperwork MUST be 
completed and signed off by staff 
members manager and subsequently 
payroll, prior to them attending court; 

 

 ESR MUST be updated with the special 
leave; 

 

 The individual is subsequently 
recompensed by the courts and the 
relevant sum deducted from their 
monthly salary, thus avoiding double 
payment.   If recompense happens a 
week or so later, the individual will need 
to hold that money in their bank account 
as the same amount ought to have been 
deducted from their monthly salary and 
this will take place on a subsequent 
payroll. 

  
If this process is not followed or an error 
occurs resulting in payment from both court 
and the Trust, an immediate declaration must 
be made to the manager to avert any 
suspicion of impropriety and the Trust monies 
must be recovered immediately. Further 
details can be found on the Staff Hub. 

 

 
 
 

 
 

http://rl-faq.nhs.sitekit.net/employee-relations-direct/special-leave.htm


Consultant Trainer standards annual GMC 
submission 
 
July 2016 was the first year for our Clinical 
Supervisors and Educational Supervisors to 
refresh or become approved on our electronic 
SharePoint system.  
We were successful in getting everyone 
approved by July last year as required by the 
GMC, but we now have to achieve the same 
this year.  
All consultants need to access the site and 
upload their annual accreditation Domain 7 
evidence to this link: ES and CS Evidence by 
mid June 2017.  
For more information see Trainer Standards 
or contact Eileen.Hughes@rlbuht.nhs.uk  

 
 

 
 

Better together with the updated sickness 
policy 

 
Sickness within the workforce affects the 
service we can deliver to patients and also 
impacts on colleagues in areas where there 
are shortfalls.  Reducing sickness across the 
Trust continues to be a challenge as levels 
remain higher than neighbouring NHS 
organisations. 
As part of the Trust’s Sickness Absence 
Reduction Making a Difference Plan, the 
Sickness Support team has reviewed the 
Managing Sickness Absence policy to ensure 
that it is effective and consistent with other 
NHS Trusts in the region. The principle will be 
to apply the policy “consistently with 
compassion”. The new policy features a more 
structured approach to managing long term 
episodes, a defined “loop back” provision for 
when formal stages expire, updated trigger 

points and guidance on the use of 
management discretion.  

The new policy will be promoted with wider 

communications and further engagement and 

is effective from 1st April 2017.   All Trust HR 

policies are available at the following link: 

http://rl-faq.nhs.sitekit.net/employee-

relations-direct/employee-relations.htm 

 

 
 
 
Appraisal news 
 
This year we have developed a simple 
electronic system for staff and managers to 
use to complete appraisals during the 2017 
April-June Window. Appraisals for all non-
medical staff should take place during April-
June.  
The system is a live, web-based system that 
uses a Google tool to ensure that it is simple 
and accessible from any device that allows 
access to Google, including smart phones, 
tablets and PCs. Staff can access this system 
from their own smart phone if they wish. For 
it to work effectively, it must be opened using 
Google Chrome.  
The system is straight forward and there are 
instructions on how to use it on the first page 
of the system itself or there are step-by-step 
instructions with screenshots on the Staff Hub 
http://rl-faq.nhs.sitekit.net/learning-and-
development-direct/appraisal_2.htm which 
show you exactly what you need to do. There 
will also be some video guides as well. 

Please remember…Rosters must be 

completed 6 weeks in advance to ensure we 

give both our staff and our temporary staffing 

team time to plan their activity and staffing.  

Analysis has shown that those areas that are 

rostering in advance have less short term 

sickness and require less temporary staffing, 

thus giving our patients a better experience.  
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Briefing sessions on appraisal have been 
taking place already and more will be 
advertised over the next few weeks. Get on 
the Staff Hub and check it out!  
 
 
Personnel Files / HR Records – getting ready 
 
In preparation for the move to the new 
hospital and the subsequent decommissioning 
of the current Royal building, it is necessary to 
start thinking about the paper personnel/staff 
records being stored in desks and drawers 
within the wards and departments.   
As you are likely to be accessing staff records 
during the appraisal window, we are issuing 
the following guidance now to ensure we 
have all started the process of the 
preparation: 
 

 STOP: creating new paper staff personnel 
files.   
New staff personnel files should be 
created electronically and stored securely 
and confidentially on the Trust network 
(not C: drives) 

 START: to tidy up existing / old files.  All 
files, including files from staff that have 
left the Trust, should be 
streamlined.  Check out the full 
destruction details in the Trust Records 
Management policy stored in EQMS or a 
summary relating to personnel files 
http://rl-
faq.nhs.sitekit.net/hubnews/HRRecordsst
rategy.htm to clarify what original 
documentation needs to be kept, 
especially in relation to staff that have 
left the organisation.  Many items such as 
sick notes are copies of information held 
at the employees GP, or you may find 
letters that are also stored electronically; 

 WATCH OUT: for more communication 
about those electronic files 
 

Calling Broadgreen and off-site teams and 
departments – you should get involved too!  
This is a great opportunity for you to create 
some space and get ahead with being 
paperless. 
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