
 

 

 

 

 

 

 

Daily update 
(8 August 2024,12.35pm) 
  
Topics in this Core Brief: 

•   Data Security Spotlight – Confidentiality 
• Reduced Working Week – Part time staff 

  

 
  

Data Security Spotlight – Confidentiality 
  

Inappropriate Disclosure of data can result in a data breach and can cause 
distress to those involved. Please ensure data being provided to individual 
staff or patients, e.g. discharge letters, test results or reports, is checked 

thoroughly to ensure it does not include information or documents relating to 
others. NHSGGC data breach policy can be found here. 

  
 
 

Reduced Working Week – Part time staff 
  
When the reduced working week was implemented it was identified that there could 
be a marginal reduction in pay for part time staff, it was therefore agreed that part 
time working hours would be rounded up to one decimal point to prevent any 
detriment. This meant that the reduction for part time staff was not based on a pro-
rated reduction, the reduction was based on the hours being paid as a result of 
rounding up. 
  
A conversion list was provided by the Scottish Terms and Conditions Committee 
(STAC) to be used on an interim basis to identify the number of minutes part time 
staff should reduce their weekly hours by. However, this interim solution has left 
some part time staff disadvantaged as they have not had the benefit of the full pro-
rated reduction in line with full time staff. 
  
The RWW circular has now been updated with a new interim solution. It is 
expected that these measures, to ensure part time staff are treated no less 
favourably, are temporary and will be resolved through the planned further 
reduction in the working week and pay awards. 
  

https://scottish.sharepoint.com/sites/GGC-eHealth/SitePages/Information-Governance-Policies.aspx?xsdata=MDV8MDJ8THluLlN0aXJsaW5nQGdnYy5zY290Lm5ocy51a3w2MTZmZWZiMzY4ZGI0MTEwZjY5OTA4ZGNiNzljMDRjZHwxMGVmZTBiZGEwMzA0YmNhODA5Y2I1ZTY3NDVlNDk5YXwwfDB8NjM4NTg3MTI3OTMwNTYwNTU4fFVua25vd258VFdGcGJHWnNiM2Q4ZXlKV0lqb2lNQzR3TGpBd01EQWlMQ0pRSWpvaVYybHVNeklpTENKQlRpSTZJazFoYVd3aUxDSlhWQ0k2TW4wPXwwfHx8&sdata=eEJPK093NW9NL3I2YXV2MDBuMFNjL2hxTXgvb0plcVdpZ3ByTjFCbW91MD0%3d
https://www.publications.scot.nhs.uk/files/pcs2024-afc-02.pdf


 

From 1st September the following approach will be in place: 
•      Pay – Pay will continue to be calculated according to the rounding up to one 

decimal point approach currently in place. There will be no change in pay 
from 1 April 2024. No action required from line managers. 

•      Hours Worked – Hours should be calculated according to the formula 
contained in the guidance (previous part-time hours divided by 37.5 and 
multiplied by 37) and rounded to the nearest minute. It should be the result of 
this calculation which is used for local rosters so that working patterns reflect 
the actual pro-rata reduction in the working week. Managers are required to 
recalculate the correct hours per week for part time staff. STAC have 
produced a spreadsheet which details both hours paid each week and actual 
hours to be worked each week based on contracted hours prior to 1 April 
2024. 

•      Annual Leave – For part time staff annual leave entitlement will need to be 
recalculated from 1 September. Managers are required to recalculate pro-
rated annual leave entitlements i.e. 01/04/2024 to 31/08/2024 based upon 
the rounded up hours, and 01/09/2024 to 31/03/2024 based upon the new 
working hours. Care should be taken to enter the correct information into 
the “Hours worked (per week)” data entry box on the online annual leave 
calculator, i.e. to enter actual rostered working hours to two decimal points 
where required. 

  
Where staff have reduced their working week based on the previous Conversion 
List issued by STAC and not the calculation (previous part-time hours divided by 
37.5 and multiplied by 37) they will be owed the difference back in TOIL. 
  
A detailed example is provided by STAC however this can be demonstrated as 
follows: 
  
Contracted 
hours on 
31 March  

New hours 
paid and 
worked from 
1 April 24  

New hours to be 
worked from 1 
September 24 

Toil owed per 
week from 1 April 
to 31 August 

Total TOIL 
owed (21 
weeks and 
6 days) 

18.75 
(18h45m) 

18.6 
(18h36m) 

18.5 
(18h30m)  

6minutes 131.14 
minutes 
(2h12m) 

  
The following table shows how much TOIL is owed in total for the period 1 April to 
31 August based on the difference between hours paid and hours to be worked. 
  
Time owed back per week Total TOIL owed from 1 April to 31 August 

1minute 22 minutes 

2 minutes 44 minutes 

https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fview.officeapps.live.com%2Fop%2Fview.aspx%3Fsrc%3Dhttps%253A%252F%252Fwww.stac.scot.nhs.uk%252Fwp-content%252Fuploads%252FRWW-Hours-Reduction-1-September-2024-Numbers-Only-For-Website.xlsx%26wdOrigin%3DBROWSELINK&data=05%7C02%7CLyn.Stirling%40ggc.scot.nhs.uk%7C616fefb368db4110f69908dcb79c04cd%7C10efe0bda0304bca809cb5e6745e499a%7C0%7C0%7C638587127930571281%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=F4N%2FjylYcqvVG5XGN13gITQw5JFzJWe63v%2Fe0v0ZEjg%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fworkforce.nhs.scot%2Fcalculators%2Fannual-leave-calculator&data=05%7C02%7CLyn.Stirling%40ggc.scot.nhs.uk%7C616fefb368db4110f69908dcb79c04cd%7C10efe0bda0304bca809cb5e6745e499a%7C0%7C0%7C638587127930577669%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=YQTvjt2uU6db3WXfuAKae6jKhyTGCZwDR582uPoIzC4%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fworkforce.nhs.scot%2Fcalculators%2Fannual-leave-calculator&data=05%7C02%7CLyn.Stirling%40ggc.scot.nhs.uk%7C616fefb368db4110f69908dcb79c04cd%7C10efe0bda0304bca809cb5e6745e499a%7C0%7C0%7C638587127930577669%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=YQTvjt2uU6db3WXfuAKae6jKhyTGCZwDR582uPoIzC4%3D&reserved=0
https://www.stac.scot.nhs.uk/wp-content/uploads/Worked-Example-For-Website.pdf


 

3 minutes 1hr 6minutes 

4 minutes 1hr 28 minutes 

5 minutes 1hr 50 minutes 

6 minutes 2h 12 minutes 

  
As this is a one off allocation of TOIL there is no requirement to record this time or 
absence on SSTS, managers should keep a local record of time owed and given. 
  
Reduced Working Week – Dispute Resolution Process 
Implementation of the reduced working week has gone well so far in NHSGGC with 
a small number of staff who have still to implement. It is recognised that there may 
be occasions where it has been difficult to reach mutual agreement on how the 
reduced working week should be implemented. A Dispute Resolution Process has 
therefore been developed to help teams to facilitate an agreement where this has 
not been possible locally. 
 
Visit Staffnet to see the latest FAQs and the Dispute Resolution Process. 
 
 

Remember, for all your latest news stories, visit the Staffnet Hub: 
GGC-Staffnet Hub - Home (sharepoint.com) 

 
 
 

 
 

***Staff are reminded to make sure their personal contact details are up to date on eESS.*** 
 

 

 
 
 

 
It is important to share Core Brief with colleagues who do not  

have access to a computer.  
A full archive of printable PDFs are available on  website 

   
 

https://scottish.sharepoint.com/sites/GGC-Staffnet/SitePages/Reduced-Working-Week.aspx?xsdata=MDV8MDJ8THluLlN0aXJsaW5nQGdnYy5zY290Lm5ocy51a3w2MTZmZWZiMzY4ZGI0MTEwZjY5OTA4ZGNiNzljMDRjZHwxMGVmZTBiZGEwMzA0YmNhODA5Y2I1ZTY3NDVlNDk5YXwwfDB8NjM4NTg3MTI3OTMwNTgzNjkwfFVua25vd258VFdGcGJHWnNiM2Q4ZXlKV0lqb2lNQzR3TGpBd01EQWlMQ0pRSWpvaVYybHVNeklpTENKQlRpSTZJazFoYVd3aUxDSlhWQ0k2TW4wPXwwfHx8&sdata=OXhRcHJRTlJHaU9UangrbWliNWlndUdhSmZiMHEyV2F6ZkszYjY5NHVncz0%3d
https://scottish.sharepoint.com/sites/GGC-Staffnet?xsdata=MDV8MDJ8THluLlN0aXJsaW5nQGdnYy5zY290Lm5ocy51a3w2MTZmZWZiMzY4ZGI0MTEwZjY5OTA4ZGNiNzljMDRjZHwxMGVmZTBiZGEwMzA0YmNhODA5Y2I1ZTY3NDVlNDk5YXwwfDB8NjM4NTg3MTI3OTMwNTkzMDQ1fFVua25vd258VFdGcGJHWnNiM2Q4ZXlKV0lqb2lNQzR3TGpBd01EQWlMQ0pRSWpvaVYybHVNeklpTENKQlRpSTZJazFoYVd3aUxDSlhWQ0k2TW4wPXwwfHx8&sdata=c1lSYUlXYWxQWDNiRk1CdS9aOHNDVkF3STB1MlRtRTJZb3J4Yzl5UVdOND0%3d
https://nhsnss.service-now.com/ggc_hr
https://scottish.sharepoint.com/sites/GGC-eHealth/SiteAssets/Forms/AllItems.aspx?id=%2fsites%2fGGC-eHealth%2fSiteAssets%2fSitePages%2fIS_Main%2fFAQ+-+IT-Security.pdf&parent=%2fsites%2fGGC-eHealth%2fSiteAssets%2fSitePages%2fIS_Main&xsdata=MDV8MDJ8THluLlN0aXJsaW5nQGdnYy5zY290Lm5ocy51a3w2MTZmZWZiMzY4ZGI0MTEwZjY5OTA4ZGNiNzljMDRjZHwxMGVmZTBiZGEwMzA0YmNhODA5Y2I1ZTY3NDVlNDk5YXwwfDB8NjM4NTg3MTI3OTMwNjAxOTgwfFVua25vd258VFdGcGJHWnNiM2Q4ZXlKV0lqb2lNQzR3TGpBd01EQWlMQ0pRSWpvaVYybHVNeklpTENKQlRpSTZJazFoYVd3aUxDSlhWQ0k2TW4wPXwwfHx8&sdata=cHR4RXptN3lBZ055blA2Q3Q2NmN5Rjl3UkxXMDB1VU5QbkcwZG9lOGd5RT0%3d
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.nhsggc.scot%2Fstaff-recruitment%2Fstaff-communications%2Fcore-brief%2F&data=05%7C01%7CMargaret.Brodie%40ggc.scot.nhs.uk%7Ccc27844b2862433f6e4d08db68e862ff%7C10efe0bda0304bca809cb5e6745e499a%7C0%7C0%7C638219119531685552%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=miRHxlnmAz6n3RkcXcocQlcSRQMF%2Fw4Hy%2FeyJ8fmbCo%3D&reserved=0

