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NOTES  
Colleagues,

Thank you for your attendance at the summer HR User Group meeting held this week. As you know, Nigel Waugh the HR Director was indisposed and unable to host the event, so I stepped in and I am pleased to provide you with this summary of the issues and information that were discussed along with copies of slide presentations.     
I regret that the meeting environment was less than satisfactory and we will address the choice of venue for future meetings.   
This report along with slides and other information from the User Group will be placed on the HR website under Policies and Procedures. 

The link is http://www.ucl.ac.uk/hr/hr_user_group/index.php
If you have any general queries or feedback please contact Anne Skinner, HR Office Manager at anne.skinner@ucl.ac.uk.  Alternatively, on the topics discussed at the meeting, the relevant HR contact details are shown below.  

Sincerely,

Geoff Lang 
Director of Policy and Planning – Human Resources 
g.lang@ucl.ac.uk




______________________________________
Staff Personal Information – update 


Geoff  Lang 
We have asked Deans and Faculty Managers to send out an email this week to all staff in their area, requesting that everyone checks and updates their own personal information on the HR system.  We are required to submit anonymised staff information to the Higher Education Statistical Agency (HESA) each year.  
The same message will also appear in TheWeek@UCL this Friday.   Such annual reminders have not been very successful in the past but we do need to engage staff to do this.  Anything you can do to ensure that staff take the exercise seriously, including local reminders, would be most appreciated. 

Staff should update their personal information by completing the form at https://www.ucl.ac.uk/hr/hesa-survey/live/.
 

The data are returned anonymously by UCL and are used to benchmark against other higher education institutions. Equalities and diversity information is also used within UCL to formulate evidence-based policy initiatives to address equalities issues and assist with action planning at the faculty and department level. 
 

The closing date for this data collection is 9th August 2013.
 

If you have any questions about HESA data, please contact Rachna Kayastha, HR Information Manager, r.kayastha@ucl.ac.uk.
 

Pensions – auto enrolment 
 Steven Cunningham –Sherret 
UCL Auto enrolled over 1000 employees into SAUL and USS in June 2013.  150 casual staff with gross earnings exceeding £787 were included in this exercise.  

Postponement will apply to all casual employees going forward.  It works as follows:

Postponement is triggered by a casual employee payment that exceeds £787, essentially, the employee has triggered Eligible Jobholder Status

Month 2 and 3 are not assessed

If earnings exceed £787 in month 4 then the employee is Auto Enrolled into SAUL.  If not, then the employee continues to be assessed in future months and postponement is again applied if the employee triggers Eligible Jobholder Status.

All employees over age 16 and under age 75 can choose to Opt In to the scheme.

Communications have been sent to all employees who have been Auto Enrolled and to employees who are exempt.

UCL anticipates an opt out rate of 40% within the first 3 months of its Deferral Date (AE live date 1 June 2013).

Please see attached below the Auto Enrolment Factsheet that was mentioned at the meeting.   Please ensure that all casual staff are provided with a copy on their first day of employment (a statutory requirement).  

The factsheet can be printed and handed to the employee or it can appear as text in the main body of an e-mail.  Links to the document or a PDF attachment is prohibited by The Pension Regulator.  


[image: image2.emf]Auto Enrolment  Factsheet with HLs.pdf


Steven Cunningham – Sherret

Pensions Manager

Human Resources 

s.cunningham-sherret@ucl.ac.uk 
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 Advance against salary 



Jon Everard 
In discussion with Finance, there is a change to the priority of the payment of salary advances. 
Out of cycle payments, tend to be expensive to process due to the procedure required to make payments at UCL:

· HR -Calculation by payroll

· HR - Draw up of payment for finance, including seeking suitable authorisation

· HR -Reducing next payment in RL by the advance being made

· Finance – checking authorisation of request

· Finance – setting up on business master

· Finance – authorisation by a director of Finance

In future, most payments will be made via, a twice weekly BACS run.

Payment submitted by HR to Finance by:

· Lunchtime Monday – processed by Finance Tuesday, paid to e/ee Thursday evening

· Lunchtime Thursday – processed by Finance Friday, paid to e/ee Tuesday evening

Exceptions – in some circumstances, BACS rejects and termination payments

[image: image4.jpg]



HR Operations & HR Consultancy Administration Team -
Jon Everard 
Following a consultation, a mini restructure will be undertaken in HR this year. It involves the HRC administration team and HR Operations team. We’ve listened to feedback from users of HR, and in summary we are going to:

· Move the administration of all new contracts and changes to contracts, into a new Employment Contracts Administration (ECA) team

· This will include responsibility for Certificates of Sponsorship and Disclosure and Barring (previously known as CRB checks)

· ECA, HRC and Payroll will align into super departments, creating virtual teams. This will enable users to know, who is responsible for :

· Payroll

· ECA

· HRC

· Creation of new HRO roles to better facilitate change programs and support HR Consultants

Timeline

July/August 2013 - internal interviews

August 2013 – interviews for externally advertised positions

August  2013– mapping of procedures being transferred to ECA

September/October 2013 – start date of new externally recruited staff

October/November 2013 – training and embedding of transferred procedures

December  2013 – go live
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Jon Everard 

Director – HR Payroll and Operational Services

j.everard@ucl.ac.uk
Anonymisation of application forms  

Fiona McClement 

In 3 or so months time , a new functionality will be integrated into ROME, to anonymise candidates’ names on application forms for all non-academic positions. 

This is because studies have demonstrated that, in virtually every sector in Britain, candidates with English-sounding names are much more likely to be given an interview than those with names indicating that they might be from a minority ethnic background.  Evidence has shown that ‘depersonalising’ application forms can significantly improve the chances of advancing to job interview for candidates with non-Western origin names and also, for some posts, women too
.  Anonymising candidate details has therefore become an established practice in other sectors, for example in parts of the NHS, and is widely regarded as a key element of fair recruitment practices. 

UCL’s own recruitment data shows that candidates from some backgrounds are much less likely to be interviewed than others. Clearly, there are numerous and complex factors which must be taken into account when considering these differentials, but bias cannot be discounted. Introducing the simple, practical lever of anonymised short-listing, however, means the potential for any racial or gender bias (either unconscious or deliberate) can be more confidently ruled out as playing any part in recruitment decisions. This ‘blind shortlisting’ can be likened to the practice of blind marking examination papers, which has been common practice in universities for some time.

The job categories which will be included in the new anonymisation function are: administration and managerial, manual and craft and technicians. The new function will apply to posts in all grades in these categories. 

Academic, research and teaching-related posts will not be included. It is recognised that shortlisting decisions for candidates for these posts are reliant on citations and publications and so anonymisation would not be practical. 

In addition to significantly reducing the possibility of bias in recruitment, the new system has other benefits for staff. The revisions being made to ROME will mean that CVs will no longer be accepted with applications to support positions. Instead, candidates will be given much clearer directives to use UCL’s application form and also to respond to each part of the person specification for the post. 

The new stipulation that CVs will not be considered will be very beneficial to the recruiting panel, as it means they will only have one standardised document to consider for each applicant. It will be easier for panels to assess which candidates have filled out their applications forms accurately and have more completely addressed the person specification, thus making short listing easier.
This consistency of approach should help to make short listing quicker and should ensure all applications address the requirements of the post concerned. This should hopefully make it more likely that the best candidates will be invited for interview. 
The anonymisation function will only operate for the first stage of the recruitment process.  It will automatically switch off once a candidate is invited or rejected for interview.  

In practice it will work in the following way:

· When a candidate applies for a support post on ROME, they will only be identified by their applicant number and initials. The candidate’s name will not be visible either on the system or on the application forms when they are printed off. 

· A rule will be created on ROME so that this anonymisation is only automatically applied to positions in administration, managerial, manual, craft and technician job categories. 

· Candidates will be clearly instructed not to attach CVs and to instead fully complete the application form. CVs must not be considered by the short-listing panel. 

· As a candidate progresses through various stages of the recruitment process, their status changes on ROME. Once a candidate reaches a particular status (either invite to interview or interview declined), an automatic trigger system will switch off the anonymisation function. At this stage the candidates name will become visible. 

The anonymisation function will be reviewed one year after its implementation to assess what impact it has had on UCL’s staffing statistics. Staff views on how practical and user-friendly the new system is will also be taken into account when it is evaluated

Fiona McClement 

Equalities and Diversity Adviser 

Human Resources Division 

f.mcclement@ucl.ac.uk
Croatian nationals – changes to UK immigration – Fiona Daffern 

Croatia joined the EU on 1 July 2013. UKBA have introduced transitional changes, of between 5 – 7 years, for the immigration process for this group and their right to residence and work in the UK.  

A briefing note and flowchart outlining the new rules and regulations was circulated to DAs on 5 July and a copy placed on the HR website. 

http://www.ucl.ac.uk/hr/docs/immigration.php
The slides presented at the User Group meeting are incorporated with the internal audit slides, below.  
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Internal Audit feedback – Recruitment and Selection – Fiona Daffern  

In June 2013 KPMG undertook an internal audit into UCL’s recruitment and selection policy and practices. The following slides summarise the remit of the audit, areas of good practice, potential issues where improvements are required and key actions identified going forward.
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Fiona Daffern 

Head of Employment Policy Development
Human Resources Division 

f.daffern@ucl.ac.uk 

Disclosure & Barring Service (DBS) changes – Laura Tomson 
A brief update of Disclosure and Barring Service related changes that have taken effect since September 2012. Please see slides below : 
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Laura Tomson 

HR Policy Officer

Human Resources Division 

l.tomson@ucl.ac.uk  

Updated international website 



Anne Skinner

Available to all UCL staff, a useful and easy to access website offering a range of information and resources to attract, support and retain overseas staff in UK higher education.  Staff will get access to up to date information on a wide range of issues both personal and work related.  There is general information and as a member, there is also UCL specific information. 

Staff can also access videos on aspects of learning and teaching and research within the UK and a free learning and teaching ebook can be downloaded. 

Facebook and Twitter are on the website encouraging a community of peer and self help. 

The site is available at www.internationalstaff.ac.uk
( Access to the website is also available through New Starters and UCL Staff Accommodation websites) 

http://www.ucl.ac.uk/hr/new_starters/
http://www.ucl.ac.uk/hr/docs/accom_service.php
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Anne Skinner

HR Office manager /UCL Staff Accommodation officer

Human Resources

anne.skinner@ucl.ac.uk
Next HR DA User group meeting – 23 October 2013  2 pm Venue TBC 
� Positive effects of anonymous job applications. Andersson, P ; Oxford Research (2008). 





_1435045845.ppt


HR User Group 10 July 2013

Croatian Nationals – changes to UK Immigration



Internal Audit feedback: Recruitment & Selection







Croatian Nationals

		Accession 1 July 2013

		Transitional arrangements

		Restrictions

		Exemptions

		Accession Worker Registration Certificate 

		Variations to RLMT

		Sanctions









Internal Audit – Recruitment & Selection 

Objectives

		Review of UCL policy; covers key legislation and benchmarked against industry practice





		Sample of recruitment exercises to check if policy applied and relevant documentation kept.









Areas of Good Practice





Policy covers the key areas of recruitment and relevant legislation, including the requirements of the Equality Act 2010 and the UK Border Agency e.g. certificate of sponsorship; 



Advertisements for posts were agreed by Finance / Research in accordance with established procedures. 



Where posts were advertised on Rome, job advertisements and specifications were in agreed formats, and included positive action statements. Where job advertisements were recorded only on department websites, they complied with UCL’s agreed structure and also included positive action statements; 









Areas of Good Practice







Successful candidates did not commence employment until right to work checks were performed; 



Certificate of sponsorships were completed and authorised by Heads of Departments in accordance with UKBA regulations; and 



Contracts of employment were completed for the sample of new starters reviewed. 

		









Areas for development



		KPMG unable to confirm if all panel members had received the necessary training. 





		Recommend clarity on training requirements for external members of interview panels (e.g. staff from NHS Trusts).





		Unable to verify all shortlisting and interview notes retained. 





		Unable to verify that all qualifications had been checked, and references obtained









Actions

		HR to clarify policy regarding training requirements for external panel members





		Departments to ensure recruitment documents kept for 1 year (DAs to hold?)





		Amend ROME to remind staff of gender requirements on panels





		Considering recruitment skills training offering in addition to Fair Recruitment briefings





		Review suitability of ROME for casual/variable hours  posts







[ [ed B
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Disclosure and Barring Service update

Laura Tomson, HR Policy Officer

10 July 2013









Re-cap: Changes from Sept 2012

		Protection of Freedoms Act 2012

		Repeal of Controlled activity 

		More rigorous relevancy test for when the police release information  

		Identity checks – 3 routes, check documents meet the current list

		New definition of Regulated Activity: Children and Adults https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/118974/leaflet-england-wales.pdf 

		Provision of: statutory guidance on supervision of activity with children which is regulated activity when unsupervised









Types of Check

		Standard – PNC

		Enhanced – PNC + Police information

		We may perform standard checks for eligible positions on the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975, and Enhanced checks for certain jobs which met the old definition of regulated activity.  

		Enhanced with barred list check (for regulated activity only).  The check must be completed before they start regulated work.  









Regulated Activity - Adults

		Health care

		Personal care

		Conveying an adult (must be for health, personal or social care due to age, illness or disability)

		Social work

		Assistance with household affairs

		Assistance with the conduct of affairs







*











Regulated Activity relating to Children

The new definition of regulated activity relating to children comprises only:



		(i) Unsupervised activities: teach, train, instruct, care for or supervise children, or provide advice/guidance on well-being, or drive a vehicle only for children; 



		(ii) Work for a limited range of establishments (‘specified places’), with opportunity for contact: for example, schools, children’s homes, childcare premises. Not work by supervised volunteers;

		Work under (i) or (ii) is regulated activity only if done regularly.



		(iii) Relevant personal care, for example washing or dressing; or health care by or supervised by a professional;



		(iv) Registered childminding; and foster-carers.









*

		Teach, train, instruct or care for children.

		Supervise children.

		Provide advice/guidance on well-being to children.

		Drive a vehicle only for children.

		Moderating 







Period Condition



		Once a week or more

		4 or more days in a 30-day period

		Overnight between 2am - 6am and the opportunity for face-to-face contact.





Unsupervised Activity - Children







Children’s hospitals are no longer specified establishments 

The opportunity, in consequence of anything he is permitted or required to do in connection with the activity, to have contact with children.

		



		Educational Institution exclusively or mainly for the provision of full-time education to children.

		 Alternative Provision Academy.

		 Pupil referral units.

		 Childcare premises (including



  nurseries).

		 Residential children’s care



  homes.

		 Children’s detention centres.

		 Children’s centres in England.







Period Condition

		Once a week or more

		4 or more days in a 30-day period

		Overnight between 2am - 6am and the opportunity for face-to-face contact.



*not work by supervised volunteers or contractors



Specified Establishments (Children)* 



*

Not Children’s hospitals e.g. GOSH









*

REGULATED ACTIVITY

Regulated Activity Statutory Guidance – Children

DOES THE LEVEL OF SUPERVISION MEET STATUTORY GUIDANCE?

Volunteer

		



IS IT PAID EMPLOYMENT?

NOT REGULATED ACTIVITY

NOT REGULATED ACTIVITY

IS THE ROLE IN A SPECIFIED ESTABLISHMENT?

REGULATED ACTIVITY













No

No

No

Yes

Yes

Yes

Unsupervised







Changes since 17 June 2013

		New update service - £13 per annum subscription

		Applicant only DBS certificates – staff to bring their disclosure to HR Reception, open 9.30 – 4.30

		Form changes – Questions e55 and x61

		When you send in a DBS form to HRC, please leave section X blank and provide the following:

		Photocopies of the documents checked

		An email / note with the job title, and details of the duties that require the check e.g. Nursery Nurse, unsupervised childcare on a daily basis

		Please be clear whether the work relates to adults, children or both







tUCL




tUCL







_1435044785.pdf


UCL HUMAN RESOURCES
PENSION SERVICES


Auto Enrolment Factsheet
The government has introduced auto enrolment regulations effective from 1 October 2012 (for 
large employers) to encourage greater employee participation in workplace pensions.  UCL will 
be applying a Postponement period from its staging date of 1 March 2013 and will begin to auto 
enrol its qualifying employees with effect from 1 June 2013. 


What pension schemes are applicable?
If you are employed on a fixed monthly pay basis, are over age16 and below State Pension age 
you will be automatically enrolled into one of two schemes:


If you are employed on a grade 1 – 6 you will be enrolled in the Superannuation Arrangements of 
the University of London (SAUL) Scheme. In this scheme, UCL will make contributions equivalent 
to 13% of your salary and you will be required to contribute an amount equivalent to 6% of your 
salary.


If you are employed on a grade 6b or above you will be enrolled in the Universities Superannuation 
Scheme (USS). In this scheme, UCL will make contributions equivalent to 16% of your salary and 
you will be required to contribute an amount equivalent to 6.5% of your salary. 


You may be eligible for continued membership of the National Health Service Pension Scheme if 
you were a member within the last twelve months of the commencement of your UCL employment 
and are now employed within a UCL Medical School. If this is the case, then you would be required 
to complete an NHSPS joining form before NHSPS contributions could be deducted.   


If you are over State Pension age and below age 75 you will not qualify for automatic enrollment. 
However, you can elect to join a Pension Scheme (please see the section on Opting-In).  


What if I am employed as an As and When Employee/Casual Worker?
If you are an As and When Employee /Casual Worker, your earnings will be assessed and you 
will be automatically enrolled into a pension scheme if your earnings typically exceed the Auto 
Enrolment earnings threshold (earnings over £787 per month in the 2013/2014 tax year). You can 
choose to opt out of the scheme if you want to (please see the Opting-Out section).


If your earnings are less than £787 per month in the 2013/2014 tax year you will not qualify to be 
auto enrolled. However, your earnings will continue to be monitored should your earnings qualify 
you for auto enrolment at a later date. Similarly, if you are under age 22 or over state pension age 
and below age 75 you will not qualify for automatic enrolment. However, you have the right to join 
SAUL if you want to (please see Opting-Out section).







Re-Employed Following Retirement
An age related pension percentage contribution would apply to if you are in receipt of a USS pension 
and are re-enrolled into a the scheme; this rate is in addition to the standard contribution rate.  


Opting-In 
If you want to join USS or SAUL now, please contact Pension Services by e-mail to 
pensions@ucl.ac.uk or in writing stating that ‘I confirm I personally submitted this notice to join a 
workplace pension scheme’.


Opting-Out 
You can choose to opt out of the scheme if you want to, but if you stay in you will have your own 
pension which you get when you retire. UCL and you will pay into USS or SAUL every month. 
The government will also contribute through tax relief. 


If you are auto enrolled into a UCL Pension Scheme, further details will be sent to you including a 
section on opting out of the scheme.


Fixed Protection  
If you have Fixed Protection and have withdrawn from contributing to a pension scheme to ensure 
that any further relevant accrual of benefits in order to protect your existing pension benefits up 
to £1.8 million.  You will be automatically enrolled into a Pension Scheme at UCL.  You have the 
option of withdrawing/opting out of the scheme in order to retain your Fixed Protection but must do 
this within 30 days of the commencement of employment at UCL. 


You should contact UCL Pension Services, email pensions@ucl.ac.uk to receive instructions on 
how to withdraw from the Pension Scheme if you wish to elect to withdraw. 


The 3 year Rule 
UCL is required to re-enroll you into a pension scheme every three years if you withdraw from 
membership of a pension scheme.  UCL will contact you to confirm a re-enrolment date if this 
applies to you in the future. 


UCL’s Commitment to its Employees
UCL is committed to providing access to a pension scheme if you are under age 75 and work in 
the UK. UCL must by law continue to maintain your membership of a pension scheme that meets 
the governments standards and if your membership of the scheme ends (and it is not because 
of something you do or fail to do), UCL must by law put you into another scheme that meets the 
government standards. 


Further information on UCL Pension Schemes and Auto Enrolment can be found on:


http://www.ucl.ac.uk/hr/pensions  – UCL Pension Services
https://www.gov.uk/workplace-pensions  – Department for Work and Pensions
http://www.saul.org.uk  – SAUL
http://www.uss.co.uk  – USS
http://www.nhsbsa.nhs.uk/pensions  – NHS
http://www.thepensionsregulator.gov.uk/automatic-enrolment.aspx  – The Pensions Regulator
http://www.gov.uk/browse/working/workplace-personal-pensions  – Workplace Pensions
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