From: [Private Secretary 2]<[Private Secretary 2]@gov.scot> On Behalf Of Permanent Secretary
Sent: 03 November 2017 14:32

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

Cc: [REDACTED] <[REDACTED]@gov.scot>; Permanent Secretary

<[REDACTED]@gov.scot>; [Private Secretary 1] [Private Secretary 1]@gov.scot>; [REDACTED]
<[REDACTED]@gov.scot>; [REDACTED][REDACTED]@gov.scot>; Director Communications,
Ministerial Support & Facilities <[REDACTED]@gov.scot>; [REDACTED]
<[REDACTED]@gov.scot>; [REDACTED] <[REDACTED]@gov.scot>; [REDACTED]
<[REDACTED]@gov.scot>

Subject: FW: Letter from Sir Jeremy Heywood: Civil Service Response to misconduct or
misbehaviour

Nicky and Judith

| attach letter from Sir Jeremy to all Perm Secs — which you may have received directly as says
copied to all HR Directors.

The ask is that every Perm Sec should be satisfied - rapidly - that
e ‘“info on conduct and on how to raise a concern is clear and easily accessible for all staff

e channels for raising a concern are well publicised and easy to use, and that staff feel
positively encourages to speak up; and
e processes for investigating concerns and, where relevant, taking follow up action, are working
well and ensure timely resolution.”
| would think that yesterday’s Saltire message http://saltire/Pages/Review-of-sexual-harassment-
policies.aspx would count as our action. ‘Grateful for your advice if think helpful to do a response to
Sir Jeremy or not required.

[Private Secretary 2]

[Private Secretary 2] | [REDACTED] | [REDACTED] | [REDACTED] | [REDACTED] | [REDACTED] |
[REDACTED] | [REDACTED] |[REDACTED] | [REDACTED]

From: [REDACTED]@cabinetoffice.gov.uk [mailto:[REDACTED]@cabinetoffice.gov.uk] On Behalf
Of Cabinet Secretary

Sent: 03 November 2017 11:18

To: [REDACTED];

Cc: [REDACTED]

Subject: Letter from Sir Jeremy Heywood: Civil Service Response to misconduct or misbehaviour




All

Please find attached a letter from Jeremy which is copied to WMCs regarding the
Civil Service response to misconduct or misbehaviour.

Kind regards
[REDACTED]

Office of the Cabinet Secretary and Head of the Civil Service
Cabinet Office | 70 Whitehall | London SW1A 2AS

This email has been scanned by the Symantec Email Security.cloud service.
For more information please visit http://www.symanteccloud.com




CONTENTS OF ATTACHMENT BELOW:

K Sir Jeremy Heywood KCB, CVO 70 Whitehall
Secretary of the Cabinet & Head of the Civil Service London
. A SW1A 2AS
Cabinet Office |
Email cabinet secretary@cabinetoffice. qov.uk Telephone I
Follow me on twitter: @Head UKCivServ Web www cabinetoffice qov.uk

Sir Jonathan Stephens
Permanent Secretary, Northern Ireland Office

BY EMAIL ONLY
3 November 2017

Dear Jonathan,
CIVIL SERVICE RESPONSE TO MISCONDUCT OR MISBEHAVIOUR

Extensive media coverage continues of allegations of sexual harassment and
inappropriate behaviour in several industries and sectors, particularly in respect of those in
powerful positions over others. In the light of this coverage, | am writing to remind
colleagues of the arrangements we have in place for employees across the Civil Service,
and to ask you to satisfy yourselves that they are working well in practice in your
departments and agencies.

As we have consistently made clear, employees across the Civil Service should expect to
be treated with dignity and respect in all that they do and at all times. That is fundamental
to ensuring we create and protect the inclusive culture we have recommitted to through
our new Diversity and Inclusion Strategy, and applies to staff interactions not only with
each other but with Ministers, special advisers and the full range of customers,
stakeholders and suppliers.

It is essential that staff have the support and safe channels to raise concerns where they
feel they have not been treated properly. It is also essential that staff feel safe to speak
up, and that they are confident their concerns will be listened to and dealt with
appropriately. Where necessary, that should include appropriate investigation and action
to address any misconduct or misbehaviours.

This is something that as a Civil Service we continue to act on, both through our HR
function and in departments. Departments have several routes available to create a "safe
to challenge" environment, including confidential hotlines and email addresses, and many
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have used the new healthcheck document to sense check how well those are working.
We are providing support and training to Nominated Officers, so that they in turn can
provide support and advice to individuals in raising their concerns. Staff can also turn to
our Employee Assistance Programmes. In all departments, this will be backed by specific
departmental policies on conduct and behaviour, and processes for investigating concerns
where they have been raised.

Given the high profile cases outside the Civil Service, it would be timely for alt departments
to check that their arrangements are both working and well known by staff. | would
therefore be grateful if you and colleagues could work with your HR Directors, staff
networks and others to satisfy yourselves rapidly that:

e information on conduct and on how to raise a concern is clear and easily accessible
for all staff;

e channels for raising a concern are well publicised and easy to use, and that staff
feel positively encouraged to speak up; and

e processes for investigating concerns and, where relevant, taking follow up action,
are working well and ensure timely resolution.

Given the importance we all attach to this area, | have also asked Sue Owen to review the
current cross-departmental arrangements and advise the Civil Service Board and me on
whether any further action is needed to strengthen our current processes and practices.

| am copying this letter to Wednesday Morning Colleagues, HR Directors and Rupert
McNeil.

JEREMY HEYWOOD
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From: [Private Secretary 1] [Private Secretary 1]@gov.scot>

Sent: 02 November 2017 18:34

To: [REDACTED] [REDACTED]@gov.scot>; Richards N (Nicola) [REDACTED]@gov.scot>; [REDACTED]
<[REDACTED]@gov.scot>; [REDACTED]

<[REDACTED]@gov.scot>; [REDACTED] [REDACTED]@gov.scot>; [REDACTED]
<[REDACTED]@gov.scot>; [REDACTED] <[REDACTED]@gov.scot>

Cc: Permanent Secretary [REDACTED]@gov.scot>

Subject: RE: Sexual harassment review - Saltire tomorrow

Seen it on saltire. Thanks for doing it so quickly. Can it stay on the carousel for a few days please.
[Private Secretary 1]

From: [Private Secretary 1]

Sent: 02 November 2017 18:05

To: [REDACTED]; Richards N (Nicola); [REDACTED]; [REDACTED]; [REDACTED]
; [REDACTED]; [REDACTED]

Subject: RE: Sexual harassment review - Saltire tomorrow

If it can be done tonight that would be fantastic — thanks

[Private Secretary 1]

From: [REDACTED]

Sent: 02 November 2017 18:02

To: Richards N (Nicola); [REDACTED]; [REDACTED]; [Private Secretary 1] [REDACTED];
[REDACTED]; [REDACTED]

Subject: RE: Sexual harassment review - Saltire tomorrow

What time would you like this to go live? | can do this now if that is helpful, on the
back of the staff message, or does it need further sign off?

[REDACTED]

From: Richards N (Nicola)

Sent: 02 November 2017 17:57

To: [REDACTED]; [REDACTED] [Private Secretary 1]; [REDACTED]; [REDACTED] [REDACTED];
[REDACTED]

Subject: RE: Sexual harassment review - Saltire tomorrow

Hi there
Change to the headline blurb:

‘The Permanent Secretary says there is no place for sexual harassment in Scottish
Government culture .......... [Learn more — click through to the letter]

N



From: [REDACTED]

Sent: 02 November 2017 17:35

To: [REDACTED]; [Private Secretary 1]; [REDACTED]; [REDACTED]; [REDACTED]; Richards N
(Nicola); [REDACTED]

Subject: RE: Sexual harassment review - Saltire tomorrow

Copying in [REDACTED] from the Saltire team.

[REDACTED] - | [REDACTED] | [REDACTED]

From: [REDACTED]

Sent: 02 November 2017 17:31

To: [REDACTED]; [Private Secretary 1]; [REDACTED]; [REDACTED]; [REDACTED]; Richards N
(Nicola)

Subject: Sexual harassment review - Saltire tomorrow

Importance: High

Final text — with the right links — below. This is the version that should be put onto
Saltire, linked to via the carousel tomorrow.

[Private Secretary 1]/Nicky — are you happy with this'wording to go on the
carousel? This would link to the letter.

‘The Permanent Secretary has announced a review of sexual harassment policies in
the Scottish Government.......... [Learn more — click through to the letter]

[REDACTED] - | [REDACTED]| [REDACTED]

Message from the Permanent Secretary

Reports in the media about alleged sexual harassment in Westminster and the
Scottish Parliament reinforce the need to be clear that there is no place for
discrimination or harassment of any kind, including here in the Scottish Government.

| have agreed with the First Minister that we will review our policies and processes to
check that they are effective and well understood. The review will be done carefully
but quickly, through an acceleration of work already underway as part of the People
Plan. We will work with trade unions given their important role both in supporting
individual members and informing the policy review. Everyone must be confident that
any issues raised will be handled with care and discretion — so the review will also
consider options such as an independent contact point.

If you want to help inform our approach or share concerns about current cultures or
behaviours then please get in touch. Details are set out below along with sources of
support which are also available on saltire.

Effective, well understood policies are only part of the story. This is about culture
and behaviour as much as policies and process. The SG2020 programme is
addressing this - creating the kind of organisation we want, and need, to be. It
includes [REDACTED] leading work to shift our culture in race equality, and
[REDACTED]



and [REDACTED] leading work on building positive and inclusive teams, arising
from 2016 People Survey data on bullying and harassment. And | look forward to
the results of the 2017 People Survey which closed earlier this week. It provides
important evidence and data to shape our actions and focus our efforts in making
the organisation a good place to work.

We all have a part to play in creating a positive culture by making sure that we treat
others with respect and dignity and by calling it out when that doesn’t happen. What
you permit you promote - so this includes each of us challenging unacceptable
behaviour, reporting incidents and supporting colleagues, regardless of whether we
think the perceived harassment, discrimination or bullying is intentional or
unintentional. It is important that we feel able to talk sensibly and responsibly about
this as an organisation - please talk to me or any other member of the senior
leadership team directly.

Leslie Evans
Contact

e Either [Head of Branch, People Directorate 4] or Head of Branch, People
Directorate 3. [Head of Branch, People Directorate 4] and [Head of
Branch, People Directorate 3] head up [REDACTED] team.

Support

e The Employee Assistance Programme (EAP) can provide emotional and
practical support on a range of issues through trained welfare and counselling
practitioners offering confidential, independent and unbiased information and
guidance. Call free on [REDACTED]. The helpline is open 24 hours a day,
365 days a year. The EAP can refer staff to 1-2-1 counselling support, this
would be accessed through the member of staff calling the EAP helpline.

e We have in-house access to a Counselling and Wellbeing Officer,
[REDACTED] who can be contacted on ext. [REDACTED].

e [f you are a member of a trade union you can seek support from your local
trade union representative.

e The Employee Assistance Programme also provides support for line
managers who are dealing with sensitive or traumatic situations. This is
available through the EAP Helpline on [REDACTED].






