From: Richards N (Nicola) [REDACTED]@gov.scot>

Sent: 31 January 2018 15:22

To: [Head of Branch, People Directorate 2] [Head of Branch, People Directorate 2]@gov.scot>;
Mackinnon J (Judith) [REDACTED]@gov.scot>

Cc: [REDACTED] [REDACTED]@gov.scot>; [Head of Branch, People Directorate 1]

[Head of Branch, People Directorate 1]@gov.scot>

Subject: RE: New Complaints Against Ministers Policy

Hi. I’m not going to get a chance so great if you could handle. N

From: [Head of Branch, People Directorate 2] <[Head of Branch, People Directorate 2]@gov.scot>
Date: Wednesday, 31 Jan 2018, 3:21 pm

To: Mackinnon J (Judith) [REDACTED]@gov.scot>, Richards N (Nicola)
[REDACTED]@gov.scot>

Cc: [REDACTED]<[REDACTED]@gov.scot>, [Head of Branch, People Directorate 1]

<[Head of Branch, People Directorate 1]@gov.scot>

Subject: RE: New Complaints Against Ministers Policy

Hi both

Just to note that [REDACTED] has sent on the request to administer the
changes to the Saltire team as below.

Are you going to get in touch with unions or do you want me to send something
over?

[Head of Branch, People Directorate 2]

[Head of Branch, People Directorate 2] [REDACTED]
[REDACTED] | [REDACTED]| [REDACTED]
[REDACTED]

[REDACTED]

[REDACTED]

From: Mackinnon J (Judith)
Sent: 31 January 2018 11:11
To: Richards N (Nicola); [Head of Branch, People Directorate 2]

Subject: RE: New Complaints Against Ministers Policy

Ok —thanks — so you can use [Head of Branch, People Directorate 2] helpful
explanations below to update at Directors Weekly tomorrow? Will | let Barbara
know?

Judith



From: Richards N (Nicola)
Sent: 31 January 2018 11:08
To: Mackinnon J (Judith); [Head of Branch, People Directorate 2]

Subject: RE: New Complaints Against Ministers Policy

Yes — I've not had a chance to look at all the materials though and that’s probably not going
to be possible today. But if everyone else is content then I’'m OK with that.

N

From: Mackinnon J (Judith)

Sent: 31 January 2018 10:50

To: [Head of Branch, People Directorate 2]
Cc: Richards N (Nicola)

Subject: FW: New Complaints Against Ministers Policy

From: Mackinnon J (Judith)

Sent: 30 January 2018 19:38

To: Richards N (Nicola)

Subject: FW: New Complaints Against Ministers Policy

Just double, double checking — you ok with:this us to press ahead and notify unions
as you will inform directors weekly on Thursday?
Judith

From: [Head of Branch, People Directorate 2]

Sent: 30 January 2018 15:09

To: Mackinnon J (Judith); Richards N (Nicola)

Cc: [Head of Branch, People Directorate 1] [REDACTED]; [REDACTED]

Subject: RE: New Complaints Against Ministers Policy

All

I've updated the word doc of Fairness at Work as attached to reflect the changes
identified for6.1.1 and 6.5 below:

<< File: Fairness_at_Work_Policy_and_Procedures update.doc >>

This all seems slightly messy (particularly as [REDACTED] and | have spent most
of yesterday and today getting on with the early stages of the redraft of the
grievance policy so our brains are a step ahead of this) but | guess it reflects the
stage we are at.

[Head of Branch, People Directorate 2]



[Head of Branch, People Directorate 2] [REDACTED]
[REDACTED] | [REDACTED]| [REDACTED]
[REDACTED]

[REDACTED]

[REDACTED]

From: [Head of Branch, People Directorate 2]

Sent: 30 January 2018 14:49

To: Mackinnon J (Judith); Richards N (Nicola)

Cc: [Head of Branch, People Directorate 1]; [REDACTED]; [REDACTED]

Subject: RE: New Complaints Against Ministers Policy

Thanks Judith

To see below suggested update for unions and all the refreshed content with further
amends proposed by unions last week. If you're content [REDACTED] and I'll pick
up with the saltire team to upload.

[Head of Branch, People Directorate 2]

Words for unions:

Thank you all for your further contributions last week, which are captured in the
below. As agreed, we intend to upload the refreshed content following stage one of
the review, including the refreshed policy for raising complaints against Ministers. As
agreed, we will refer to this in the existing Fairness at Work policy content at present,
but the intention for stage 2 will be to expand upon this, and to separate the existing
Fairness at Work policy into distinct grievance, bullying and harassment and
ministerial complaints policies / process, which all complement one another.

[Head of Branch, People Directorate 2] has updated the amended text for 6.1.1 of
Fairness at Work and the Route Map, following discussion at your meeting last
week.

Nicky is briefing Directors and intention is for the content to be uploaded this week
and a communication to Directors to go out on Thursday, directing them to the
refreshed policy content and providing an update on stage 2 of the review.

We will be in touch to set up further meetings to continue the discussion.

Updates for Saltire:

Fairness at Work Changes:

Ministerial Process —to be uploaded as Stand alone word document




<< File: Handling of harrassment complaints - 20 December 2017.docx >>
This is the final (clean) version which incorporates the above changes and which

went to, and was signed off by FM and which we discussed last week. This will be
uploaded onto Saltire as a separate word doc.

Amend Existing FAW Saltire Page (additions in red)

The Existing FAW saltire page will need to be updated to reflect the fact that a
separate process is in place for cases relating to sexual harassment as follows:
Fairness at Work policy

We are committed to providing workplaces free from discrimination where all
colleagues are treated fairly.

The Fairness at Work (FAW) policy applies to all Scottish Government staff, senior
civil servants and associated bodies.

The policy aims to prevent colleagues suffering because of:

bullying, harassment or victimisation

equality and diversity issues

relations with colleagues

unfair working methods, conditions and workloads (including health and safety)
reorganisation of work or other organisational change

Everyone has a part to playin reporting incidents and supporting colleagues,
regardless of whether or not the perceived harassment, victimisation, discrimination
or bullying is unintentional.

Anyone who witnesses unacceptable behaviour, as well as anyone who experiences
it directly, has a responsibility to raise concerns.

The policy doesn’t apply where there are more appropriate policies or procedures in
place, such as attendance management or performance management.

A separate process applies in relation to harassment complaints against current and
former Ministers [link]

Download the Fairness at Work policy.

You can also read our guide to standards of behaviour.

Amend EXisting Fairness at Work Policy and link to new process:

Finally, the Fairness at Work Policy itself should be amended to incorporate the
minor changes to process, and to refer back to the new ministerial process which
has been agreed (see changes in red below)

Section 6.1 of FAW will be amended as follows to reflect the new fast-track process:

6.1.1 Most Fairness at Work issues should first be raised informally with your line
manager. There may be exceptions to this depending on the nature of the complaint
(such as serious instances, for example complaints relating to sexual harassment),
and/or exceptional cases where you feel you cannot do this, for example if the



subject of the complaint is your line manager where this should be raised with a
more senior manager. In these circumstances, please contact the HR Help for
advice for general fairness at work issues, and [Head of Branch, People
Directorate 3]or [Head of Branch, People Directorate 4] (Joint Heads of the HR
Professional Adviser Team) for complaints related to sexual harassment.

A specific Route Map (link) is available to assist if you wish to make a
complaint relating to sexual harassment.

Route Map will be uploaded as below:

<< File: Route Map V3.pptx >>

Section 6.5.5 should be amended to refer to the new Ministerial process:

Complaints about Ministers (for SG Main employees only) Note: For
complaints relating to harassment, a separate process applies and

6.5.5 Where local, informal handling cannot resolve differences, the following
procedure will apply.

You should approach the Head of HR direct by phone or e-mail to arrange a
meeting to discuss and outline the problem. You can also ask your line manager or
trade union representative to make the initial approach on your behalf. Your line
manager or trade union representative can also accompany you during any
discussion with the Head of HR to provide support.

The Head of HR will gather background information and will discuss with you
whether an informal resolution is possible and what you see as a satisfactory
outcome of your complaint.

Summary of Conduct and Behaviours / Civil Service Code — to be uploaded
onto Saltire.

<< File: Summary of conduct and behaviour standards - 30 January 2018.docx >>

[Head of Branch, People Directorate 2] [REDACTED]
[REDACTED] | [REDACTED]| [REDACTED]
[REDACTED]

[REDACTED]

[REDACTED]



From: Mackinnon J (Judith)

Sent: 30 January 2018 11:17

To: [Head of Branch, People Directorate 2] ; Richards N (Nicola)

Cc: [Head of Branch, People Directorate 1]; [REDACTED]; [REDACTED]
Subject: RE: New Complaints Against Ministers Policy

All

Nicky and | caught up this morning and decided that Nicky will update on Thursday
morning at Directors Weekly and then send the link to directars. If [Head of Branch,
People Directorate 2] /[Head of Branch, People Directorate 1] can

let the unions know that is what we are doing before Thursday, that would be helpful.

The FM signed the policy off on 21 December — so technically has been in play since
then, we have been planning the publishing of it and engaging with unions in the
meantime — so agree with [Head of Branch, People Directorate 1] that a form of
words for the unions is important to

reflect the current situation with this new.policy and the wider on-going review. Can
[Head of Branch, People Directorate 1] /[Head of Branch, People Directorate 2]
suggest those words?

Thanks

Judith

From: [Head of Branch, People Directorate 2]

Sent: 29 January 2018 14:22

To: Richards N (Nicola); Mackinnon J (Judith)

Cc: [Head of Branch, People Directorate 2]; [REDACTED]; [REDACTED]

Subject: RE: New Complaints Against Ministers Policy

Copying in [REDACTED] for info also.

[REDACTED] — can we pick up on this when we meet tomorrow morning? Don’t
think it

needs to go up today. I'll need to have a look at the wording for 6.1.1 following union
comments in any case.

[Head of Branch, People Directorate 2]

[Head of Branch, People Directorate 2] [REDACTED]
[REDACTED] | [REDACTED]| [REDACTED]
[REDACTED]

[REDACTED]

[REDACTED]

From: Richards N (Nicola)
Sent: 29 January 2018 14:19



To: Mackinnon J (Judith)
Cc: [Head of Branch, People Directorate 1]; [REDACTED]; [REDACTED]
Subject: RE: New Complaints Against Ministers Policy

Agree SCS brief feels like a good option — and we should also share with all those
we’ve been in touch with on ministerial issues along the way.

N

From: Mackinnon J (Judith)

Sent: 29 January 2018 13:04

To: Richards N (Nicola)

Cc: [Head of Branch, People Directorate 1]; [REDACTED]; [Head of Branch, People Directorate 2]

Subject: FW: New Complaints Against Ministers Policy

Just forwarding to Nicky for her views — on the best approach.

Judith

From: [Head of Branch, People Directorate 1]
Sent: 29 January 2018 12:58

To: [REDACTED]; Mackinnon J (Judith)

Cc: [Head of Branch, People Directorate 2]

Subject: RE: New Complaints Against Ministers Policy

Hi [REDACTED]

Thanks, this is very helpful advice. Inclusion in an SCS brief seems like a good
approach unless Judith-you feel we need to be in a position to say that the process is
widely published / available / accessible?

Can | add that whatever route we take, we should make CSGU aware of what we
aredoing so that they are aware in advance. We may need to come up with a form
of words explaining the distinction to the current F@W complaints against Ministers
process.

[Head of Branch, People Directorate 1]

From: [REDACTED]

Sent: 29 January 2018 12:53

To: Mackinnon J (Judith)

Cc: [Head of Branch, People Directorate 1]; [Head of Branch, People Directorate 2]

Subject: RE: New Complaints Against Ministers Policy

Hi



If you email the content for saltire pages to [REDACTED] then can publish for you.
They’re usually pretty quick in responding (i.e. within the day).

| tried to call. To say..in terms of comms, my advice would be:

If this is about process (i.e. nothing new on need to talk about behaviours and/or how
to raise a complaint) then it is most relevant to people who have raised an issue.
That is when there is a need to know and a requirement for you to communicate the
process.

Based on that the value of telling everyone ‘this is what we do once you’ve told us’ is
very limited and best sits in a context communication piece about open culture,
confidence to challenge and how to raise a concern which is really what you want
everyone to know.

If you wanted to be able to say you had ‘announced’ this my suggestion would be to
include in an edition of the SCS Brief, which is a communication channel specifically
for Directors. Given that they are a‘’key target audience that you want to make sure
know our processes and have all the information they might need to support positive
local culture and workforce wellbeing.

I’'m always wary about updating a communication after it has originally published — |
think that it's very easy to misread the intention in putting in a later entry.

Corporate communications_can advise on the next SCS Brief update issue date and
on amending the current News in Brief, | can liaise with them on your behalf if you
give me a steer on what channel you want to pursue.

[REDACTED]

From: Mackinnon J (Judith)

Sent: 29 January 2018 12:00

To: [REDACTED]

Cc: [Head of Branch, People Directorate 1] [Head of Branch, People Directorate 2]

Subject: New Complaints Against Ministers Policy

Hi there

We need to publish the Complaints of Harassment against Ministers on Saltire — can
you advise how we go about this? Also, whilst it would be better if it was a fairly low
key publishing — but do think we need to announce it in News Brief perhaps? | know



this week’s News Brief has already gone up — are we able to add to it, rather than
wait until next week?

Would appreciate your counsel.
Judith

Judith Mackinnon | [REDACTED] | [REDACTED] [REDACTED)]
[REDACTED]
[REDACTED]






