Business Services , _
. . Chief Executive
// Organisation 2 Franklin Street

BELFAST
BT2 8DQ

Tel: 028 9536 3863
Email: FOI.BSO@hscni.net

19t May 2023

BY EMAIL

Our Ref: FOI 1950

Your request for information was received 13™ April 2023 and was dealt with under the
terms of the Freedom of Information Act 2000. Please be advised that the Business
Services Organisation (BSO) has now completed its search for the information you
requested with regards to Payroll Shared Services call recordings, Standard Operating
Procedures and Dyslexia / Neurodiversity Support.

Firstly, please accept my apologies for the delay in providing you with a formal
response.

Please find this information, below.

1. Are the phone calls both incoming and outgoing to Business Service
Organisation, specifically to their Payroll Department audio recorded, and if so,
how long do they keep the audio recordings in storage for in upholding the Dept
of Health Good Management, Good Records Policy https://www.health-
ni.gov.uk/topics/good-management-good-records and are they Audited?

The BSO Payroll Services Centre have advised that they do not record telephone
calls.

2. Also, to supplement the phone call conversations, do the Payroll Shared
services team keep written records (either by hand, in a specific record book or
on an online system/database) to summarise the conversations employees from
BSO Payroll Team have with other HSC colleagues seeking

help/clarification when it comes to payroll issues?

Providing Support to Health and Social Care



The BSO Payroll Services Centre have advised that they do not keep written logs of
telephone calls.

3. Is there a Generic Assessment Tool / Support Plan that the NHS (or any
employer) should use when supporting people in the workplace with
Dyslexia/Neurodiverse needs?

There is no specific assessment tool/support plan to support people in the workplace
with Dyslexia/Neurodiversity needs. Should any cases arise, we would rely on
Occupational Health, the relevant support organisations and the individual to advise
what support/software etc. is required to support them whilst in employment.

4, Please provide a copy of the Regional Business Service Organisation /
Health & Social Care written Policy / Guideline / Standard Operating Procedure
which stipulates in writing about when a member of staff is under pre-
cautionary suspension/suspension/paid leave where is it specifically written
about how annual leave is carried over until the next "annual leave year" and is
there a set of standards that exist? Also is there any specific law/legislation/
evidence base surrounding this?

The two relevant procedures are the Regional Disciplinary Policy and our own BSO
Annual Leave Policy.

Please find link below. Section 5.8 of the Annual Leave Policy:

Annual Leave Policy 2022.pdf (hscni.net)

Please find link below. Section 11 of the Disciplinary Policy:

Disciplinary Policy Procedure (Regional 2022).pdf (hscni.net)

| hope that the information provided assists you. If you are dissatisfied in any way with
the handling of your request, you have the right to request a review. You should do
this as soon as possible or in any case within two months of the date of issue of this
letter, as the BSO, along with all other public authorities are not obliged to accept
internal review requests after this period has lapsed.

In the event that you require a review to be undertaken, you can do so by writing to

Information Governance Manager,
2 Franklin Street,

Belfast,

BT2 8DQ

If, following an internal review, carried out by an independent decision-making panel,
you remain dissatisfied in any way with the handling of the request, you may make a
complaint under Section 50 of the Freedom of Information Act, to the Information
Commissioner’s Office and ask that they investigate whether the BSO has complied
with the terms of the Freedom of Information Act.


https://bso.sharepoint.hscni.net/sites/HRCust/PP/Annual%20Leave%20Policy%202022.pdf
https://bso.sharepoint.hscni.net/sites/HRCust/PP/Disciplinary%20Policy%20Procedure%20(Regional%202022).pdf

You can contact Information Commissioner at:

Website: WWW.iC0.0rg.uk

Phone: 0303 123 1113

Email: casework@ico.org.uk

Post: Information Commissioner's Office
3rd Floor, 14 Cromac Place
Belfast
BT7 2JB

In most circumstances the Information Commissioner will not investigate a complaint
unless an internal review procedure has been carried out. However, the Commissioner
has the option to investigate the matter at his discretion.

Yours Sincerely,

Karen Bailey
Chief Executive


mailto:casework@ico.org.uk



