OUR PEOPLE PRACTICES/

POLICY DEVELOPMENT &
REVIEW

Policy and Procedure

University of

Kent HR

Document log

Document reference

HROD-OPP-ER-0023

Document owner

Human Resources / Employee Relations

Document type

Policy & Procedure

Author

Patrick Fisher

Current version

V1

Revision log:

Version | Issue date Author/editor | Description of changes

V0.1 17/08/2015 NH New policy drafted

V1 15/01/2025 PF New policy revised and shared with the JSNCC for feedback.
Consulted:

Version Review date | Name Comments

Approvals:

Approval refers to the approver’s acceptance of the content and overall intention of this document, including acceptance
of any commitments described in order to successfully deliver the initiative. The approver, where relevant, also confirms
that this document complies with relevant strategies, policies and regulatory requirements

Associated

documents:

Document

Reference

Location

v.2 —15/01/2025 (PF)

Page 1 of 12




Contents

1 INEFOAUCTION ... e e e e e e e e e e e e e e e 3
DS To o ] o 1= YRR OR PP PTPUPI 3
3 (=TT o] S o1 1= 3
4. Maintaining the Human Resources Policy Review Schedule.............ccccooo, 4
5. POliCY REVIEW PrINCIPIES ...coiiiiiiiiiee et e e e s 5
B.  PTOCEAUIE...... .ot e e e e e e e e e e e e e e s e e e e e e e e e e reeaeens 7
7. Information Sharing with Partnering Organisations...............cccceiiiiiiiiiiiii e 9
8 ReVOKING HR POICIES. ... .o e e e e e e e e e e e e as 10
0. R BVIBW ettt e e e e e e e e e e e e e e e e e e e aeeeas 10
10. FaT=To o= (= o I o] ir= (o 1o = 3 10



1.1.

1.2.

2.2.

2.3.

Introduction
This policy sets out how the University will draft, implement, review, amend and revoke

Human Resources (HR) policies.

This policy should be viewed in conjunction with the HR Policy Review Schedule, held by the

Employee Relations team Policy Adviser.

Scope
This policy and process only applies to policies owned and administered by HR. The policy

does not apply to University Ordinances, which are owned by Governance and Assurance.

All HR policies must be approved following the procedure outlined in this policy. Policies will
not come into effect until the full procedure has been completed and the finalised version

uploaded to the Human Resources SharePoint site.

It should be noted that all policies are University policies. Employees of the University are not

permitted to develop or create policies on their own unless expressly enabled to do so.

Responsibilities
The Policy Adviser is responsible for:

3.1.1. Maintaining all policy-related information on behalf of Human Resources
including:
. Maintaining a definitive list of HR-related policies. This is referred to as the Policy

Review Schedule.

° Updating and editing the Policy Review Schedule, generally at the request of the HR

Senior Management Team, as new priorities, risks and streams of work are identified.

. Maintaining an up-to-date timescale for policy review activities including dates for
policy development and review activity, stakeholder consultation and reflecting

relevant dates for key committees.

. Providing access to key documents for HR colleagues via SharePoint.
. Maintaining online access to policies, procedures and guidance via the HR SharePoint
Website.

3.1.2. Providing guidance to HR colleagues on policy review and creation:

. Informing colleagues assigned to work on policies of the relevant timescales which

need to be adhered to.



3.2.

3.1.3.

Liaising with colleagues to confirm what type of policy activity is to be undertaken (see

section 5) and the appropriate approvals process.

Identifying key stakeholders (outside of the pre-identified groups) who may need to be

engaged in either policy review or policy development activity.

Where appropriate, the Policy Adviser will support the establishment of a working

group to support the review or creation of a policy.
Providing access to the correct templates for consistency.

Providing guidance on appropriate formatting and presentation of policies (‘the HR

house style’) and supporting documentation.

Overseeing the process of consultation and ratification of HR Policies, to

include:
Circulating draft policies to HR colleagues under development.

Publishing draft policies on the JSNCC SharePoint site for University-wide

consultation.

Providing specific notification to key stakeholders, for example, Staff Equalities
Networks, the Employee Relations (ER) team, People Services Advisers, People

Partners and the JSNCC, when policies are ready for review.

Submitting draft policies and relevant supporting documents, such as briefing papers,
to the JSNCC for approval.

Confirming with key stakeholders when ratified policies become live.

Updating relevant HR SharePoint pages as required during consultation and launch.

Staff are responsible for:

3.2.1.

Asking the Policy Adviser if they are unsure about any aspects of this policy and/or

policy development.

Maintaining the Human Resources Policy Review Schedule

The Policy Review Schedule:

Acts as a definitive record of all HR policies and practices.

Categorises resources by type and identifies which team within HR is the owner.



4.2.

4.3.

4.4.

4.5.

5.2.

° Acts as a tool to share with the People Committee and JSNCC to outline the schedule

of policy work.

. Acts as a quick guide to the HR Senior Leadership Team to identify the range of

policies and their renewal dates.
. Is regularly reviewed by the HR SLT.

Amendments to the list are made by the Policy Adviser in the first instance (or the Head of

Employee Relations in their absence).

The responsibility for the maintenance and upkeep of the schedule rests with the Head of
Employee Relations and the schedule will be shared with the JSNCC and People Committee

on an annual basis (or where otherwise requested on an ad hoc basis).

Some policies are not owned by HR (Safeguarding and Health and Safety for example) but
have significant implications on staff at the University, and or will require input from members
of the HR team. As such these policies, procedures and Ordinances are also required to be
submitted to JSNCC, hence inclusion on the Policy Review Schedule (e.g. the Conduct,

Grievance Resolution, Performance Improvement and Appeals Ordinances).

Some policies (Sexul Violence & Misconduct policy & procedure for example) cover both staff
and students at the University. Policies of this nature will be a collaborative review and will be
ratified by the appropriate committees representing staff and student interests. The Policy
Adviser will liaise with HR colleagues to cover tasks required for staff consultation and
ratification, the individual assigned the policy will liaise with their student counterpart in
relation to content development. Ratification at the relevant student committees will be

overseen by the representative from the student-focused team.

Policy Review Principles

Nothing will prevent a policy review or adaptation from being considered in light of operational
experience or legislative changes. That notwithstanding, policies will ordinarily be reviewed
once every four years (from the date of implementation), unless there is a statutory
requirement for the policy to be reviewed more frequently. The four-year timeframe is the
maximum time limit within which the policy must be reviewed to ensure the policy content

remains current and effective.

Conducting a review does not necessarily mean that changes will be made or are required.
Where a policy has been reviewed and it has been determined that no amendments or
updates are necessary, the Policy Schedule will be updated along with the policy log with a

revised four-year review date.



5.3.

5.4.

5.5.

5.6.

5.7.

5.8.

Work on policies and practices is undertaken primarily for one of the following reasons:
5.3.1. As part of the planned HR Programme of Activity (four-year review cycle)

5.3.2. Legislative changes

5.3.3. A requirement to develop a new policy

5.3.4. Unexpected impetus for change (request to amend priorities in the HR work plan from

the Executive Group), or
5.3.5. An obvious error (primarily a typo) has been identified in an existing policy
There are three types of policy review activity:

5.4.1. A quick fix review — to correct a typo, make minor amendments to formatting, update

document hyperlinks, update the document review log etc.

5.4.2. A simple review - to ensure the policy content remains current and applicable, often
prompted by a key stakeholder (e.g. to update job titles, amend

processes/procedures/responsibilities and wording)

5.4.3. A complex review - a complete revision of the policy and its contents to meet the

changing views and needs of the University and its communities.

The type of review to be undertaken will generally be obvious to the individual who is assigned
the policy to review. In the first instance, the Policy Adviser will indicate this, and provide the
review timescales for the activity. Should there continue to be a query, the Head of Employee

Relations will advise.
Requests to amend HR policies can be made via three routes:

¢ HRinitiated - Where operational experience or a legal change prompts a review of

the policy content to facilitate best practice and maintain compliance.

o Stakeholder initiated — Where requests are made by staff, management, or

Business/People Partner.

¢ Committee initiated — Requests made by members of the JSNCC, People

Committee, EG or other.

Deadlines for review are fixed in advance and are planned to coincide with JSNCC meeting

dates (providing the earliest date for approval following a review).

The review deadline applies to the date by which the policy content should be reviewed. It is
noted that policies may then be subject to discussions, working groups and amendments

before being finalised and approved, which may then exceed the scheduled review deadline.



5.9.

5.10.

It is also noted that while every effort will be made to ensure policies are reviewed in advance

of the designed review deadline, changes to the strategic priorities of the University may

require timeframes to be amended accordingly. Changes to review dates should only be made

by exception and with authorisation from the Head of Employee Relations. The Policy Review

Schedule will clearly outline where changes of review dates are made, with details provided to

show why it was necessary to alter the review deadline.

With effect from the implementation of this Policy, review periods may only be extended (by

exception) by up to one year.

Procedure

Developing a new policy

6.1.1.

Before a new University policy is drafted, the writer should consider first whether a

sufficient need exists. University policies should:

Be designed to change infrequently (with the exception of legislative changes),
. Reflect the University’s culture and values,

o Ensure the University remains compliant with statutory, legislative and regulatory

requirements,
o Promote best practice and consistency, and
o Apply broadly across the University’s workforce.

Policy proposers should consult with the Director of Human Resources &
Organisational Development (or their nominee) to determine whether there are already
policies in place that might address the specific issue or concern, or which could easily

be adapted to do so.

All new policies must be consistent with the University’s template format. Templates to
create suitable policies (and associated documents) will be provided by the Policy

Adviser.

In drafting a new policy or substantially revising a current policy, the following should

be considered:
o Whether there are any legal implications or requirements.

. Where it is necessary to do so, ensure that adequate time and resources are
given to carrying out an equality impact assessment to identify any positive or
negative impacts and considerations (as a result of the policy being

implemented).



o Whether the policy is in keeping with industry and HR best practices through the
comparison and benchmarking of content with other higher education providers,
industry or governmental bodies and service providers (E.g. CIPD, ACAS,
EHRC)

o The scope of the policy (e.g. which members of the University’s community does
it apply to)

o Whether the policy will have an impact on partner organisations (e.g. KMMS)

o Who will be responsible for monitoring and reviewing the effectiveness

o Which policies and practices the new policy will be associated with

o Any conflicts with (or impacts on) existing policies

o Key stakeholders to be involved in the working group and policy development

6.2. Policy Approval Framework

6.2.1.

6.2.2.

6.2.3.

6.2.4.

6.2.5.

When developing a new policy there is likely to be a requirement to establish a
working group of interested parties (both internal and external to HR) to support the
development of content and seek expert advice, for example, the Equality, Diversity

and Inclusivity team, EDI networks, Reward Manager etc.

As a minimum requirement, all policies (new and amended) must be shared with key
stakeholders including the ER Advisery team (inc. ER Manager), the EDI Team, the
HR People Partners, the Head of Employee Relations and the JSNCC before a policy

can be approved.

The JSNCC is the University’s authorising body for new and revised policies, with
representatives from across the organisation (including EG, Management, Staff and
Union representatives). The University values the diverse views and opinions that the
JSNCC provides and seeks to ratify policies (and policy changes) collectively, through

mutual agreement.

That notwithstanding, in exceptional circumstances, it may be necessary for the
University to expedite the implementation of a policy - to ensure that it remains legally
compliant, financially sustainable and fully operational, to protect student experience
and deliver its core services/strategic priorities — without first gaining approval from the

key stakeholders, through executive authorisation from EG.

Where EG deem it necessary for a policy to be updated or implemented without first
receiving approval from the JSNCC, University-wide communication will be sent out

(by a representative of EG) to inform colleagues of the special circumstances which



7.2.

have necessitated the change of practice. Colleagues will then have the opportunity to
discuss and provide feedback on the policy and its contents (retrospectively), at the

next scheduled JSNCC meeting.

6.2.6. An equality impact assessment must be completed before a new policy can receive
authorisation. All existing policies subject to a complex review (5.4.3), must also be
accompanied by a revised equality impact assessment. Quick fixes and simple

reviews will not normally require a revised equality impact assessment.

6.2.7. All complex and simple reviews which result in amendments to policy wording will be

subject to approval via the JSNCC.

6.2.8. Quick fix review changes such as amending typos, updating hyperlinks and making
minor formatting changes will not normally require authorisation from the JSNCC
unless the amendments materially alter the meaning, purpose or responsibilities.
Where quick fixes are made, the JSNCC will be notified (via the dedicated Teams
channel) and provided with an opportunity to request further amendments (which may

result in a different type of review being conducted).

6.2.9. Guides, procedures and protocols related to approved policies (e.g. Staff and
Management Guides) can be developed and amended as when required, with the
approval of the Policy Author and/or the Head of Employee Relations. As with new and
amended policies, procedures/guides will not come into effect until they are uploaded
to the HR SharePoint site by the Policy Adviser.

Information Sharing with Partnering Organisations

Where policies (new or existing) have an impact on staff employed to work across multiple
organisations (e.g. Medway School of Pharmacy — Greenwich University, KMMS — Canterbury
Christ Church University), the Policy Adviser will supply the applicable HR People Partner with
a copy of the finalised policy (new/amended), who will ensure the HR teams and key
stakeholders from the partnering organisation are aware of the University’s current policies

and procedures.

From time to time, it may be necessary to share information with a partner organisation
related to HR policy and procedures (e.g. in the case of a long-term sickness absence,
Conduct/Investigation procedure, Suspension, Death in Service etc). The University is
required to balance the right to privacy with the legal and contractual obligation to share
information. The University may also be under obligation (statutory, legal, or otherwise) to
share information where it is necessary to protect and safeguard individuals, and/or for the

prevention and detection of crime. Any such information shared will be considered in



10.

accordance with the University’s appropriate Data Privacy Notices and the individual will
(where possible) be advised. Confidential information will only be shared where it is
reasonably objective, appropriate and strictly necessary to do so, and this will be considered
on a case-by-case basis. The University will act in compliance with the General Data
Protection Regulation (GDPR) and Data Protection Act 2018.

Revoking HR Policies

Although infrequent, there may be circumstances which require an HR policy to be revoked
(e.g. the removal of COVID-related policies). In such circumstances, EG will inform staff (via
all-staff communications), providing information regarding the requirement and decision to
remove the policy. Wherever possible, the University will inform JSNCC members in advance
of the policy removal and provide an opportunity for representatives to question and clarify the

decision.

Review

This Policy will be reviewed in accordance with the principles and timeframes set out in this
document (Policy Development & Review Policy), or sooner in the light of legislative changes,

operational experience, sector developments or changing organisational needs.

Associated practices

10.1. This Policy complies with relevant UK employment legislation.

10.2. In addition, other relevant University of Kent People Practices include:

. Policy Authorisation Checklist

° Policy Development and Review - Overview



Appendix A - Types of Review Activity

Quick Fix Review

Simple Review

Complex Review

review instigated?

How is this type of

Any member of the
University is able to
report such information.
Should an error or typo
be noticed within a
policy, notification
should be sent to the
Policy Adviser in the ER
team.

Quick Fix reviews may
also be undertaken on
occasions when simple
changes to wording or
naming conventions are
required.

Part of the Policy
Review Schedule
Activity. Policies
operate on a four-year
review cycle. HR SLT
may on occasion
amend these dates
(bring forward or
postpone) should there
be a valid reason to do
SO.

Programme of Activity.
Policies operate on a
four-year review cycle
when the fundamental
principles of the policy
are changing.

Who undertakes
this type of review?

The Policy Adviser will
make the required
changes.

The Policy Adviser will
either assign the policy
to a member of their
team or carry out the
review themselves
(depending on which
team the Policy is
administered by).

The Policy Adviser will
either assign the policy
to a member of their
team or carry out the
review themselves
(depending on which
team the Policy is
administered by). There
may be a need to
establish a working
group comprised of
subject matter experts
and JSNCC
representatives.

Timescales for this
type of Review

Work is undertaken on
an ad-hoc basis.
Amendments are likely
to be made in batches
allowing for fewer but
fuller notifications to
JSNCC.

The Policy Adviser will
provide information
outlining the review
deadline and the
earliest JSNCC meeting
date (at which approval
could be provided). In
addition, the Policy
Review Schedule
indicates the target
committee date for each

policy.

The Policy Adviser will
provide information
outlining the review
deadline and the earliest
JSNCC meeting date (at
which approval could be
provided). In addition, the
Policy Review Schedule
indicates the target
committee date for each

policy.




Consultation and

Teams channel post (

Will require feedback

The draft should be

Ratification notification) will be from key stakeholders. circulated to HR
sent to members of The Policy Adviser will colleagues, key
JSNCC, circulate policies, collate | stakeholders and a legal
advising of the feedback, amend policy | adviser for feedback.
amendments. wording and share with | Consultation with the
the policy author. A JSNCC will then
policy which undergoes | commence to achieve
a simple level review Ratification.
will be submitted to
JSNCC for final
ratification.
Launch and The Policy Adviser will The Policy Adviser will The Policy Adviser will
Circulation version control the update any relevant update any relevant web

amended policy and add
the revised policy to the
HR SharePoint pages.
Relevant stakeholders
(policy dependant) will
be notified when the
policy is live. The Policy
Review Schedule will be
updated to reflect the
changes made.

web pages and add the
revised policy to the HR
SharePoint pages.
Relevant stakeholders
(policy dependant) will
be notified when the
policy is live. The Policy
Review Schedule will be
updated to reflect that
the review has occurred
and to amend the dates
to reflect the next
scheduled review

pages and add the revised
policy to the HR
SharePoint pages.
Relevant stakeholders
(policy dependant) will be
notified when the policy is
live. The Policy Review
Schedule will be updated
to reflect that the review
has occurred and to
amend the dates to reflect
the next scheduled review
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