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PURPOSE: Provide the HR Committee with a status overview of HR 
policies and procedures to allow discussion and a decision on 
prioritisation and approval. 

KEY 
RECOMMENDATIONS/ 
DECISIONS:  

The Committee is asked to:  
1. Review the details of this report.  
2. Discuss and agree on the prioritisation of policies and 

procedures. 
3. Discuss and agree which policies and procedures the 

Committee would like to review and approve prior to 
implementation.  

RISK  1. Breach of legislation due to datedness of policies and 
procedures and missing policies and procedures.  

2. Non-renewal of accreditations.  
3. Lack of guidance for colleagues on several matters. 

 
RELEVANT STRATEGIC 
AIM: 

Successful Students – skilled & knowledgeable staff 
 
Highest Quality Education & Support – valued & enthusiastic 
staff; high-quality support services; productive partnerships 
 
Sustainable Behaviours – effective leadership and 
management; excellent governance; continuing professional 
learning and development; appropriate risk management 
 

SUMMARY OF REPORT: The report will provide insight into each of the following areas:  
• Summary of the Review.  
• Proposal actions to existing policies and procedures.  
• Policy and Procedure Maps for employee journey.  
• Not for publication 
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KEY:  
 Need for accreditation  Urgent business need  Less than 5 years old 

– review after priorities  Not created  More than 5 years old 
 

1 INTRODUCTION 
 
1.1 This paper provides an overview of policies and procedures for South Lanarkshire 
College.  
 
 
2 SUMMARY OF REVIEW 
 
The following pages review the extent of requirements, including the status of policies and 
procedures. Each policy and procedure have been colour coded to determine:  

• If they are urgently required as part of accreditation renewals 
• If it has been created 
• If it is an urgent business need to enhance the policy or procedure – either prioritised 

through immediate business requirements, risk of legal breaches or contentious with 
trade unions 

• Whether or not it is more than 5 years’ old 
 
The colour Key is shown in the bottom of each page.  
 
This review concludes that:  
 12 policies / procedures / guides / templates are needed to be created or enhanced 

urgently for accreditation renewals 
 45 policies / procedures / guides / templates do not currently exist 
 11 policies / procedures / guides / templates are required to be upgraded for an 

urgent business need  
 16 policies / procedures / guides / templates are more than 5 years’ old 
 10 policies / procedures / guides / templates are deprioritised and less than 5 

years’ old 
 
3 PROPOSED ACTIONS TO EXISTING DOCUMENTS 
 
The following policies are either being proposed to be deleted or replaced.  
 
Policy Name Last Review Proposal 
Business Travel Overseas Aug 2014 Delete 
Code of practice on employee 
competence 

Aug 2014 Replace with Employee 
Capability 

Equality Policy Apr 2019 Expand policy to include 
diversity requirements. 
Rename to Equality, 
Inclusion, Diversity & 
Belonging 

Managers Charter No date Delete. Replace in future 
with manager and leader 
competencies 

 
 
Note: Redundancy is currently on the list but this is open for a sector review 
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4 POLICY AND PROCEDURE MAPS 
 
4.1 Candidates & New Employees 
 

POLICIES PROCEDURES GUIDES 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
  

HR

Recruitment 
& Selection

Recruitment

Application 
Form

Application 
Pack

Employment 
ContractsSelection

Induction Induction Induction
Checklist
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4.2 During Employment (1 of 4 – Code of Conduct, part A) 
 
 

POLICIES PROCEDURES GUIDES 
 

 
  

HR Staff Code of 
Conduct

Dignity at Work

Grievance Correspondance 
& Templates

Disciplinary Correspondance 
& Templates

Capability Correspondance 
& Templates

Whistleblowing

Mediation

Workplace 
Ethics

Adverse 
Weather

Staff Dress Code 
& Uniform



 
 

KEY:  
 Need for accreditation  Urgent business need  Less than 5 years old 

– review after priorities  Not created  More than 5 years old 
 

4.3 During Employment (2 of 4 – Code of Conduct, part B)  
 

POLICIES PROCEDURES GUIDES 
 

 
  

HR Staff Code of 
Conduct

Governance

Code of Good 
Governance

Nolan Principles

Staff 
Governance

Bribery & 
Corruption

Modern Slavery 
/ APUC

Conflicts of 
Interest

Gifts & 
Entertainment

Equal 
Opportunities

Safeguarding

Corporate 
Parenting

Health & Safety

Environment

Money 
Laundering

Privacy and 
Data Protection

Use of College 
Property

Procurement



 
 

KEY:  
 Need for accreditation  Urgent business need  Less than 5 years old 

– review after priorities  Not created  More than 5 years old 
 

4.4 During Employment (3 of 4) 
 

POLICIES PROCEDURES GUIDES 
 

 
  

HR

Employee 
Engagement

Employee Voice

Communication 
& Involvement

Recognition Framework

Volunteering

Health & 
Wellbeing

Wellbeing 
Strategy

Mental Health 
First Aid

Training 
Material

Occupational 
Health

Individual Stress 
Risk Assessment

Talent 
Management

Talent 
Management

Talent Readiness

Industrial 
Relations

Trade Unions 
Engagement

Compensation & 
Benefits

Flexible Working

Hybrid Working

Flexible Working
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4.5 During Employment (4 of 4) 
 

POLICIES PROCEDURES GUIDES 

 
  

HR Leave and Time 
Off

Annual Leave Leave 
Application Form

Absence 
Management

Adoption 

New & Expecting 
Mother

Parental & 
Family Leave 

Policy

Personal & 
Domestic Leave
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4.6 Ending Employment 
 

POLICIES PROCEDURES GUIDES 
 

 
  

HR

Retirement Retirement 
Retire 

Application 
Forms

Voluntary 
Resignation

Redundancy?

Dismissal
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4.7 Throughout Employee Journey (1 of 2) 
 

POLICIES PROCEDURES GUIDES 
 

 
  

HR Learning & 
Development

Onboarding Mandatory 
Training

Career Review

Training Courses Training 
Agreements

Secondments

Apprenticeships 
& Internships

Professional 
Standards & 

Competencies
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4.8 Throughout Employee Journey (2 of 2) 
 

POLICIES PROCEDURES GUIDES 
 

 
 

HR
Equality, Diversity, 

Inclusion & 
Belonging

Public Sector 
Reporting Duties

Equality Outcomes

Gender, Race & 
Disability Pay 

Equality

MainstreamingMenopause

Mental Health

Disability

Reasonable 
Adjustments

Request for 
reasonable 
adjustment

Carers Caring for Carers

Gender Based 
Violence

Alcohol, Drug and 
Substance Abuse

Smoking & Vaping Stop Smoking App

Support Groups


