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Staff wellness – looking after our people

Statement of Intent
The Electoral Commission is committed to providing a safe and healthy working environment for its people and to providing support to those who are experiencing both work related and personal difficulties which may have an impact on their general wellbeing and ability to work effectively.

We recognise that in order to create such an environment, it requires the fullest support of management, staff representatives and individual members of staff themselves. 

This statement of intent sets out various circumstances in which staff may need help, advice or support. However, staff are encouraged to raise any other matters which may not be included in this statement which are causing them difficulty, concern or stress or are having an impact on their general wellbeing and ability to work effectively.
Responsibilities
Everyone working here has general responsibilities to take reasonable care of their own health, safety and general wellbeing.

1. Managers

Managers have direct responsibility for the welfare of their staff which includes a duty of care. This involves
· making sure staff take their annual leave and flexi leave for rest and recuperation
· monitoring workloads, personal development plans and performance 

· letting staff know that their manager is available to talk to about any matters that may affect staff health and wellbeing and dealing with any matters promptly
· maintaining an awareness of changing patterns of behavior or standards of time-keeping and attendance, that may suggest difficulties and following up as appropriate
· ensuring the effective implementation of our policies including those that relate to sickness absence, health and safety, work related stress, family and caring responsibilities and dignity at work
· demonstrating effective leadership and coaching skills which encourage the best performance, commitment and motivation of staff 

· seeking advice from or referring staff to the HR team for further support
· reminding staff of the availability of the Employee Assistance programme
· attending any briefing sessions, workshops or training on employee health and welfare. 
2. Human resources team 
· The Human Resources team is equipped with listening, counselling, coaching, mediation and advisory skills (although the team are not qualified counsellors). The team work in a non-judgmental and confidential way with staff and managers to try to resolve any difficulties being experienced. 
· The HR team is responsible for the development and promotion of HR policies and best practice including those which relate to staff well-being and motivation. They aim to work closely with managers, staff and their representatives to promote an open and democratic culture where everyone has an opportunity to be heard and where any concerns are dealt with promptly and fairly.

· The HR team develops and promotes leadership and coaching programmes which support effective management and a high performance culture.

· In addition the HR team advises Executive Team and Management Team on our responsibilities with regards to staff health and welfare.
3. All staff

· All staff have a general responsibility to look after their own health and general well being.

· Staff must aim to take their annual leave and flexi leave for rest and recuperation.

· When work related or personal difficulties arise, staff are encouraged to seek confidential help and advice at an early stage. Staff may wish to discuss the matter with their manager, the HR team, staff representatives or the staff welfare service.

· Staff are encouraged to attend any briefing sessions, workshops or training on health and wellbeing topics as may be organised by the Commission. 

· Staff are required to adhere to our various policies relating to health and wellbeing 
· All staff have a responsibility to behave in a way that minimises stress and difficulties for their colleagues and that encourages a supportive and open working environment.

4. Employee Assistance programme (EAP)
The EAP is a staff support service which includes a counseling service, provided by qualified specialists, who can help you with a range of issues - from personal and emotional problems, to providing legal and financial advice.

All directly employed staff and immediate family members (parent, child, partner and grandparents living in the family home) have access to the following EAP services:

· 24/7 telephone counseling, legal and information services via a free phone number 

· Up to 6 face to face professional counseling sessions for personal and emotional matters 

· Access to the EAP online service via a username and password. This is an interactive member website providing access to hundreds of information pages and fact sheets to support you in dealing with and preparing for life's day-to-day challenges 

The service is totally confidential and we are not be notified of who has used the service. 
Policies and procedures
We have developed a number of policies and procedures which aim to support employee health, safety and wellbeing as well as promoting work-life balance and fostering an open, supportive and democratic culture. 
Our learning and development activities also contribute to a supportive and high performance culture. 
Drugs, alcohol and other substances
We do not have a specific policy relating to drugs, alcohol or the use of other substances. However, we provide support to employees who are experiencing such dependencies and seek professional advice as and when the need arises. We reassure staff that such matters will be treated as a health issue rather than an immediate cause for disciplinary action.

Confidentiality

The HR team work in a confidential way with staff and managers to try to resolve any difficulties being experienced. However, in certain circumstances, it may be necessary, for reasons of safety or a duty of care, to share information with the relevant director or a third party. In such cases the employee will be informed of the proposed disclosure beforehand.
Health promotion and benefits


Health promotion

The HR team organises health and wellbeing events for staff from time to time. These are advertised on our intranet and may cover such topics as healthy eating, stopping smoking and managing personal finances. Periodic stress awareness workshops, disability awareness and health and safety related briefings will also be arranged and all staff will be encouraged to attend.
Benenden healthcare scheme
All staff engaged on both permanent and fixed term contracts are eligible for healthcare benefits provided by Benenden Healthcare Society and paid for by the Commission. Benenden is a not-for-profit friendly society that provides medical assistance to public sector workers and their families.

Benefits include:

· Fast local consultations and tests to help diagnose any medical condition (no lengthy waiting lists)

· Medical treatment and surgery for over 200 conditions at specially selected hospitals throughout the UK

· Day case orthopaedic surgery

· Physiotherapy

· A 24 hour GP telephone consultation service

· Cancer care

· A long term care advisory service

· Discounts at health clubs.

· Discounts on BUPA Wellness health screening

We meet the cost of staff membership and the staff tax liability so the scheme is completely free for staff. Staff may add family members for a very small cost.

Unlike private medical insurance there is no exclusion for pre-existing conditions and staff will not be required to disclose their medical history. There is no qualifying period for staff to access the scheme benefits. 

Childcare vouchers and family life solutions

Childcare vouchers

We have a childcare voucher scheme for staff. The scheme reduces childcare costs by enabling staff to exchange a small part of their salary for vouchers which are exempt from tax and National Insurance. Typically for a basic rate tax payer, the saving could be in the region of £1000 each year (the exact amount depends on individual circumstances).

Family life solutions

Staff who participate in the childcare vouchers scheme will also have access to the family life solutions service. This is a free and confidential helpline for working parents. It offers information and support on a wide range of parenting and family (including eldercare) issues such as:

· advice on any aspect of childcare

· help with finding a nursery, childminder or nanny

· emergency childcare

· advice on parenting, caring, disability and health issues including finding help at home

· information on state benefits

· help in finding a residential or nursing home for an older relative. 

Reviewing this statement
This statement of intent will be reviewed at least every 12 months. 
Reviewed September 2009


