Annual and Exceptional Leave Policy EIA
Step 1: Scoping the EIA

Name of the policy/function:  Annual and exceptional leave policy
Lead assessor:  People Team
Date process started:  Date process ended:  
This EIA is being undertaken because it is:

 FORMCHECKBOX 
 outlined within the equality scheme relevance assessment table 
 FORMCHECKBOX 
 part of a project proposal submission to the programme management board

 FORMCHECKBOX 
 a result of organisation change  FORMCHECKBOX 
 other – please specify:
Note: Great Britain (GB)-wide and Scotland and Wales specific policies

All policies that are specific to Wales and Scotland will undergo their own EIAs.  For all GB-wide policies, you will need to ensure that you have considered any impact that might incur as a result of activity taking place in Scotland and Wales. Please ensure that any EIA team established reflects expertise from Scotland and/or Wales colleagues.
Q1. Has a screening assessment been used to assess which of the equality groups the policy is relevant to?

Yes - A screening was carried out  FORMCHECKBOX 
(Please tick if applicable)
Date of screening:        

No:  A screening has not been completed  FORMCHECKBOX 
 Please tick if applicable
Note: If a screening has not been completed and your policy area is not obviously focused on one or more particular equality group (such as race and the construction industry), your assessment must consider all of the equality strands. Assessors of single strand projects must also consider multi- discrimination dimensions. See guidance for further details on assessing impact and multi-discrimination

Q2. What are the main aims, purpose and outcomes of the policy? You should be clear about the policy proposal: what do you hope to achieve by it? Who will benefit from it?
	Aims:    To support employees to achieve a balance between their work and personal life.


	Purpose and Outcome:   To detail the annual leave entitlement available to employees of the Equality and Human Rights Commission (the Commission) and other leave that may be available to them.  The policy also covers instances where employees may need to take unplanned absence to attend to urgent or serious situations affecting their family or dependants where no alternative support is available. 


	Who will benefit:  This policy and the provisions for annual leave apply to all employees of the Commission.  



Q3. Which aspects/activities of the policy are particularly relevant to equality?  At this stage you do not have to list possible impacts, just identify the areas.

	Activity/Aspect

	Dealing with requests for exceptional leave

	Refusal of annual leave for attendance/observance of religious duties

	Carryover of annual leave

	Use of flex time to attend medical appointments

	Special leave on compassionate grounds

	Purchasing additional leave


Q4. Gathering the evidence

List below available data and research that will be used to determine impact on the different equality groups
Note: Where you can find data to help inform your EIA

· The EHRC Library has around 6,000 articles, books and journals available for loan 

· The library's entire catalogue is searchable on our Intranet

· Our annual workforce monitoring reports
· The Triennial Review will be generating a lot of useful new evidence and statistics regarding equality issues in Britain.

· The 'Fairer Britain' section of our website includes all research and projects completed by the EHRC over the last 2 years
	Available evidence- used to identify impact

	 Research conducted by the EHRC:

Commission workforce monitoring data
Working Better  research

Research conducted by the EOC:

Transformation of Work 
Flexible Working Practices 
Working Arrangement Statistics

Transforming Work

Future of Work

Sex and Power

Supporting Parents and Carers




Q5. Evidence gaps 

Do you require further information to gauge the probability and/or extent of impact? 

No: please go on to question 6. 

Yes: please explain how you will fill any evidence gaps. 
	Evidence gap

	How will the evidence be collated
	Individual or team responsible and timeframe

	None
	
	


Q6. Involvement and consultation
Note: You are required to involve and consult stakeholders during your assessment. The extent of the consultation will depend on the nature of the policy. All major work programmes and strategies should make arrangements to consult throughout assessment. That includes gathering views on the initial aims of the policy and also on any impact. This should allow an informed view to be given on the options identified, as well as the assessment of impacts. Stakeholders’ views on the most effective methods of addressing unwanted impacts should be considered. Following consultation and involvement it may be necessary to go back to the assessment and revise your findings.
	Consultation that has taken place, who with, when and how:

	Trade Union

	Summary of the feedback from consultation:

	HR Policy meeting (22/07/10): 
Query:
Request to include a flexi time section

Resulting Action:
This is now included in the policy
Query:
Request to increase the amount of carryover between leave years to 10 days to enable more flexibility.  The Commission considers that it is important that individuals are taking their annual leave during the leave year, on grounds of their own health and safety and to support their own wellbeing and stress management.  
Concerns were raised about increasing demands on staff and individuals not being able to take leave in the current year because of this.  

Resulting Action:
Amend wording to allow carryover of more than 5 days in exceptional circumstances with the approval of the director.  The position of the Commission is that line managers should ensure their staff are taking all their leave during the year, in order to have adequate breaks from work.

Query:
Concern was raised that on the Helpline staff are required to give 6 weeks notice if they want to take annual leave.  Request that a timescale be given in line with ACAS around giving notice
Resulting Action: 
A timescale has not been included as the needs for giving notice will vary from team to team e.g. on the Helpline work is arranged on a rota basis hence the request to give 6 weeks notice where possible.  Guidance will be provided for line managers on managing this in a fair and consistent way
Query: 
Query regarding why a GP certificate is required to cover any absence in order for replacement annual leave to be booked.  Request that if this requirement is to remain, the Commission should consider paying for medical certificates  
Resulting Action:
This has been amended to make certification requirements consistent with the Absence Management Policy.  This means that GP certificates will only be required where the sickness absence exceeds 7 calendar days.  
HR Policy meeting (30/07/10):

Query:
Commission confirmed that a Disability Leave Agreement would be drafted which could then be referred to in this policy, the Absence Management policy and the Guide to Reasonable Adjustment
Resulting Action:
This has now been drafted but is yet to be incorporated in the policy
Query:
Agreed that time off for medical appointments should also be included in this policy

Resulting Action:
Section has now been included
Query:
Request to increase standard carryover limit from 5 days to 9 days in line with the carry over the CRE had.

Resulting Action:
Not agreed, as it is essential that staff take their annual leave during the year to have adequate breaks from work
Query:
It was stated that the contractual leave entitlement of 30 days should accrue when employees are on sick leave, rather than just the statutory minimum.  

Resulting Action:
This has been revised so staff will continue to accrue contractual annual leave
Query:
Query regarding calculation of bank holiday for part time employees.  It was raised that this could lead to indirect discrimination for women.  It was suggested that all staff should receive 8 days bank holidays and then just the contractual entitlement be pro rata'd.  Commission explained that currently part time annual leave is calculated by combining contractual leave and bank holiday leave i.e. 38 days, then this whole amount is pro rata’d

Resulting Action:
The part time annual leave calculation is remaining the same.  This is considered the fairest approach as all staff are given the same entitlement to annual leave and bank holidays 
Query:
Request to split out the sections on paid special leave and unpaid special leave so that it is more clear

Resulting Action:
Sections have been split
Query:
Request that up to 5 days paid special leave be provided in each emergency situation, or increase the annual entitlement to paid special leave to 12 days per year

Resulting Action:
This was not agreed.  It is considered that 5 days over the year is sufficient.  In each emergency situation usually 1 days’ special leave would be appropriate and then annual leave / flexi leave would be used if further time off was required
Query:
Query regarding extreme situations which might impact on some individuals more than others e.g. on the Helpline staff, who currently wouldn’t be able to work from home.  It was requested that consideration be given to making alternative arrangements so those staff could work from home.  Commission clarified that in such a situation a senior manager would need to make a decision about what was appropriate based on the particular circumstances.
Query:
Parental Leave.  Request to go above the statutory minimum e.g.
o       Extend age of the child to 8 or 10
o       Rather than just parents, offer parental leave to any employee who has significant parenting role e.g. grandparents
o       Offer paid parental leave for the first few weeks
· Allow parental leave to be taken in individual days or part days


Resulting Action:
The policy retains the statutory entitlements.  

Query:
The definition of a disabled child should be widened i.e. that receipt of disability living allowance is not the criteria

Resulting Action:
This has been revised
Query:
Request to reduce the amount of notice required for parental leave.  Commission explained that there is an operational impact which is why 21 days’ notice is required.

Resulting Action:
The notice period is retained but a statement has been included to state that requests will still be considered where 21 days notice was not possible due to exceptional circumstances
Query:
Request that Bank holidays during parental leave should be paid

Resulting Action:
Bank holidays would not be paid during a period of unpaid parental leave.
Query:
Request to include an example of where it might not be possible for an individual to return to the same job

Resulting Action:
Example has been included, i.e. where a redundancy situation has arisen
Query:
Query regarding time off to be a local councillor – is this allowed at the Commission for political reasons? Certain levels of staff would not be able to but this would be captured by the declaration of interest therefore the policy hasn’t been amended.

Query:
Request for guidance around the online flexi sheets

Resulting Action:
Guidance will be provided to line managers on this
Query:
Stated that reference to withdrawal of the scheme should be amended to reflect that this would only happen as a result of disciplinary action

Resulting Action:
Wording amended to reflect this
Query:
Request to look at situations where staff might work outside the hours of 7am and 7pm – consider amending the flexi sheet to reflect this and how this would be dealt with e.g. would time off in lieu be agreed?  How is this separate to flexi leave

Resulting Action:
A provision for time off in lieu in the policy has been included.  The Commission would not advocate staff working outside the hours of 7am and 7pm except where this is related to a reasonable adjustment.


	Link to any written record of the consultation to be published alongside this assessment:

	

	How engagement with stakeholders will continue:

	


Step 2: Assessing impact and opportunities to promote equality 

Look at the areas identified in question 3 as being relevant to equality (and any others identified during the evidence gathering or consultation stages) and document in the table below.  
Q7: Using the evidence you have gathered what if any impacts can be identified.  Please use the table below to document your findings and the strand(s) affected.

Q8: What can you do further to maximise opportunities to further promote equality. Please document below.
Step 3: Strengthening your policy

What can be done to remove or reduce any impact identified? Please use the table below to document your strengthening actions. 
	Activity/Aspect
	Strand
	Potential/actual Impact
	Strengthening actions to remove or reduce impact

	D= Disability R=Race RB=Religion or Belief C-Carers
G= Gender A=Age SO=Sexual Orientation T=Transgender
	Action (include timeframes)

	Dealing with requests for exceptional leave
	G/Carers
	As more women than men may have childcare and/or caring responsibilities, women may be more likely to request exceptional leave. If there is unfair implementation of this policy this could have a negative impact on staff with caring responsibilities and in particular females.

	Requests for  and refusals of exceptional leave will be monitored by diversty profile. Monitoring will take place anually and form part of the people policy monitoring practices


	Refusal of annual leave for attendance/observance of religious duties

	RB
	Staff with religious beliefs may need annual leave on specific days to celebrate festivals or take part in religious ceremonies.  If these requests are denied, this could amount to indirect discrimination.
	Mangers should deal with individual requests and must be able to justify why any requests like this cannot be granted.



	Carryover of annual leave
	G/D
	If women that are to go on maternity leave are not informed properly regarding when they must take annual leave in order to keep their allocated days, this could result in an adverse effect
Staff with disabilities may have more annual leave to carry over if they have had long term sickness absence in the qualifying holiday year.
	See Maternity leave policy/associated EIA
Cases like this will be dealt with on an individual basis and agreement reached between the manager and member of staff will be sought.

	Use of flex time to attend medical appointments
	D
	Disabled staff may need to attend a greater number of medical appointments due to disability-related illness
	The use of disability leave will be considered and a disability leave agreement form will be completed where granted.


	Special leave on compassionate grounds
	R/All
	5 days special leave on compassionate grounds could impact employees who have to travel outside the UK. For example for the purpose of attending a family funeral.
	Additional special leave can be granted at the line manager’s discretion based on individual circumstances

	Purchasing additional leave
	G
	This provision allows staff to buy up to 5 days additional annual leave per year and the cost is deducted from their salary over 12 months.  This could have a greater impact on women and particularly women at lower grade, the reason being that women were more likely to need to take time off e.g. due to childcare, and that if they are in lower grades this could have more detrimental impact on them as it means a salary reduction.  
	This is an additional benefit for staff and should actually have a more positive effect.
Employees also have access to exceptional leave which can be used to support any employee who has a short term crisis regarding childcare arrangements.

Staff who do choose to purchase additional leave have the salary deducted over a twelve month period and not in the weeks that the additional leave is taken



	
	
	
	

	Q9. Opportunities to further maximise equality

	

	



Step 4: Monitoring and review

Q10. What monitoring mechanisms do you have in place to assess the actual impact of your policy?
	The following monitoring information will be used to ensure that this policy is implemented fairly;

· By diversity profile;

·  staff requesting special/parental leave and outcome

· Staff requesting disability leave and outcomes
· Requests for purchasing additional leave




Please provide a review date to complete an update on this assessment. 

Date: January 2011
1

