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	#1.
	Human Resource Management – Employee Review and Development.
	
	
	
	

	
	
	
	
	
	

	
	The Catering and Cleaning Service has just started carrying out employee review and development meetings for office staff, and on the Catering side they have taken place for Head Cooks.

A date has been arranged for the Manager’s review and it will be carried out by one of the Quality Improvement Managers.

The meetings took place for the two supervisors in November and December 2010.  The forms were evidenced and neither had been second reviewed.  That of the Catering Supervisor has not been signed by her, although it was signed by the Manager.

A meeting took place at the end of February 2011 with the Manager, the Head Cooks and an HR Advisor to discuss employee review and development.  We were informed that this has been happening at the Anderson High School canteen for some time and it is the intention that it will start in other canteens with meetings taking place during in-service days or during the summer term when pupils are away from school, in order to minimise disruption to service delivery.  We were informed that under Single Status, Head Cooks are graded to undertake review and development meetings.

Training does take place for catering staff who all do Basic or Intermediate Food Hygiene training and there is also training for health and safety, child protection, knife skills etc.  A number of staff are doing SVQ catering qualifications as part of the requirement for Single Status.

No review and development meetings are taking place for the cleaning staff.  This is due to a variety of factors – geographic location, high numbers of cleaners and the fact that they only work for a limited number of hours each day.  The supervisor stated that there are approximately 250 cleaners working at 52 office locations, more than 30 schools and 31 public toilets. He also stated that he sees the cleaners during his regular visits to schools and offices and that he and the Manager are in constant contact with them as they phone regarding cleaning supplies.  The Manager stated that she had discussed the practicalities of review and development meetings with HR some years ago.  She also said that cleaners-in-charge are not graded under Single Status to carry out employee review and development but we are advised that the Head Cleaner at the Anderson High School is graded to do this.

A discussion took place with one of the HR Advisors, who stated that a simplified version of employee review and development would be acceptable to HR, with possibly the supervisor completing a form following a telephone conversation rather than a face-to-face meeting being required.
	1.
Employee review and development should start as soon as practicable for catering staff who have not yet had review meetings.

2.
Contact should be made with HR to devise a simplified and practical method for review and development for the cleaning staff.

3.
After review and development meetings have taken place, the forms should be signed by employee and line manager and must always be second-reviewed.
	Catering and Cleaning Manager
	Concerns and recommendations have been noted and will be acted upon.

1.
Review and Development meetings have already taken place with several Head Cooks and it is anticipated that the remaining ones will have had a formal meeting before the end of June 2011.


Head Cooks have met with myself and HR and it has been agreed that all catering staff will be reviewed during the summer term. This will be completed by the 30.06.11. 

2.
I have discussed point 2 above, with HR and have arranged to meet with them on the 6th April to develop a practical procedure for review and development for the cleaning staff.  (This meeting took place on 6 April 2011 and a template has been agreed on.)
3.
Point noted and will be acted upon


	30 June 2011

30 June 2011

Implemented
Immediately


	
	
	
	
	
	

	# 2.
	Contract Management
	
	
	
	

	
	
	
	
	
	

	
	The contract with Shetland Janitorial Supplies for the provision of Cleaning Materials expired on 31 July 2010.  The Catering and Cleaning Manager stated that she has been in contact with the Procurement Manager regarding this and is working on a new tender.  In addition, there are no contracts or framework agreements in place for the supply of dry goods, frozen goods and fruit and vegetables.  

It was noted that some of the contract files held by the Catering and Cleaning Manager contain documents dating back many years and include unsuccessful tenders.  The Catering and Cleaning Manager’s attention was drawn to the Council’s Retention and Destruction Schedule, which states that unsuccessful tenders should be destroyed one year after the contract is started.  This is not legislative but is considered best practice.
	1. A tendering exercise should be undertaken as soon as possible regarding the supply of cleaning materials. 
2.
Discussions should be entered into with the Procurement Section regarding the possibility of framework agreements for the supply of dry goods, frozen goods and fruit and vegetables, possibly extended Council-wide.  

3.
The Catering and Cleaning Manager should adhere to the Retention and Destruction schedule unless there are operational reasons for not doing so.  In the event that there are thought to be adequate operational reasons, this should be discussed with the Procurement Manager.
	Catering and Cleaning Manager
	1.
I have been in contact with the Procurement Manager regarding the supply of cleaning materials contract. The documentation is currently being prepared with the intention of going out to tender at the end May and having a new contract in place for the beginning of August 2011. 

2.
I have on several occasions looked at the viability of a tendering exercise in relation to the supply of dry goods, frozen goods and fruit and vegetables. However not going out to tender on these items provides a greater degree of flexibility in our purchasing.


By purchasing from all four wholesalers, and local shops, we have ensured access for all schools to a wide range of supplies. This is especially important when boats are delayed, sailing disrupted and supplies to Shetland restricted.


The school meals service are also supporting the local communities through the use (although limited) of local shop and small producers of local produce. If all food items were to be included in a tendering exercise then these outlets would be unable to compete.


However, I am in discussion with the Procurement Manager and we are looking into the suitability of framework agreements for the supply of dry goods, frozen goods and fruit and vegetables. Initially this would be for the school meals service, however, if suitable, this could possibly be extended to other Council catering establishments

3. 
Current and unsuccessful tender documents are retained under lock and key and are not available for general view


For the following operational reasons I retained unsuccessful tenders:

· they are a useful management tool when comparing prices for new contracts.

· they are useful for establishing the market rate, should, at a later date, the successful contractor withdraw from the existing contract.

I will discuss whether this is appropriate with the Procurement Manager and revise the procedure accordingly thereafter.
	1 August 2011
On-going

30 September 2011

	
	
	
	
	
	

	# 3.
	Miscellaneous – Vehicle usage
	
	
	
	

	
	
	
	
	
	

	
	The Catering and Cleaning Service has use of two FMU vehicles that are taken home at night by the supervisors.  The two vehicles used are XXX and XXX (replacing XXX).  We are advised that there is no private mileage and, following the initial meeting with the Internal Audit Manager, they have now started to keep logbooks.

There is no evidence that an exercise was carried out to demonstrate that it is cheaper to allow the vehicles to be taken home at night rather than being kept at a central location.  The Catering and Cleaning Manager stated that she can remember discussing this with the Building Services Manager some years ago when Catering and Cleaning was part of that service.  

Advice was sought from the Transport Manager who stated that it is his intention to put an amended version of the Audit and Scrutiny report to Infrastructure Committee in the next cycle and that this will formalise the requirement for annual reviews to take place.  He also intends that these reviews will be carried out on standard forms produced by FMU and will require service users to estimate time and cost savings realised, and essential on-call arrangements fulfilled, by taking the vehicle home.
	1. The practice of using logbooks in each of the cars must be continued.

2. An exercise should be undertaken to ensure that the practice of taking vehicles home at night can be demonstrated to be best value.
	Catering and Cleaning Manager
	1.   
Log books are now being kept and have been inspected by one of the internal audit staff.

2.
A review has been undertaken and I believe that the current arrangements demonstrate best value.
.
	Implemented
Implemented

	
	
	
	
	
	

	# 4.
	HRM - Recruitment
	
	
	
	

	
	
	
	
	
	

	
	A sample of 10 recruitment exercises was selected from a CHRIS download.  Of the ten posts six were full recruitment exercises, three were relief contracts and one was an internal change of post.  The results were as follows:

· The short listing / interview assessment process for five of the six recruitment exercises was reviewed.  The Catering and Cleaning Manager stated that she shreds ‘short2s’ for applicants that do not make it to interview stage;

· Two employees requiring to have essential qualifications had no records on file; the Catering and Cleaning Manager stated that she had seen evidence of these but had not taken copies;

· One interview panel member had not completed the ‘recruitment and selection’ training and another panel member had completed the training some time ago and could not locate the certificate.
	1. In order to ensure transparency in the recruitment process all shortlisting and interview assessment forms should be retained with the final recruitment pack.

2. Evidence of essential qualifications should be verified, copied and kept on the employee’s personal file.

3. All panel members should be trained through a Council Recruitment and Selection training course in line with Council policy.  Consideration should be given as to whether staff should complete refresher training in order to keep up-to-date with changes.
	Catering and Cleaning Manager
	1. SHORT2s will be retained in future.

2. Care will be taken in future to ensure qualifications are copied and filed.

3. The panel member that had not completed the Recruitment and Selection training will be put on the next available course.  I have undertaken training on recruitment and selection given by the Council on at least 2/3 occasions although no certificates appear to be in my personal file. 
	Immediately
Immediately

30 September 2011
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