Travel and Expenses policy EIA

Step 1: Scoping the EIA

Name of the policy/function:  Travel and Expenses 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 enable individuals to make cost effective business related journeys whilst ensuring the Commission actively seeks to reduce its Carbon footprint.



	Purpose and Outcome:  These arrangements should minimise the necessary travel and other costs incurred directly by staff when travelling for work.


	Who will benefit:  Agreed travel and expenses can be reclaimed by any worker who is required to travel to meet the needs of business.  




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

	Reasonable adjustments and travelling

	Consolidating different travel and expense re-imbursement levels

	Loss of sundries

	Accessing this policy and associated documentation


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




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 Unions
Internal Equalities

Employee groups

HR Business partners

	Summary of the feedback from consultation:

	Trade Union comments/queries/observations

Comment

In the new policy, only costs for meals can be claimed where staff are required to travel and stay overnight.  The new policy does not provide any standard subsistence rates and does not provide for staff to claim costs where they have travelled less than 24 hours.  The trade unions have said they cannot agree to this and have referred to the rates provided at the Legacy Commissions and the rates that were agreed at EHRC in 2008.  The EHRC rates were never implemented.  This means that currently, staff who transferred from Legacy Commissions can claim using different rates to newly appointed staff on EHRC terms and conditions where claims are based upon receipts. 
The following observations were made:

· The policy doesn’t reflect Legacy Commission policies e.g. in relation to offering subsistence rates for 10 hours, 24 hours.

Query:

That the policy should provide for sundry expenses, e.g. if staff are away from the office they might need to pay for sundry expenses such as aspirin etc. 
Response:

Commission advised that expenses from travel and overnight stays could be approved subject to the provision of receipts and management agreement. PCS were concerned that occasionally to go through this process could be difficult if the expenditure was of a personal nature 

· Agree with the ‘green’ aspects of the policy – taking carbon footprint into consideration

· Need to recognise that reasonable adjustments will be required
Query:

Why first class travel for European travel is allowed when first class travel within the UK has been stopped and whether first class European travel is for certain levels of staff.  
Response:

Commission confirmed that the policy would apply to all staff regardless of level. Conditions around first class European travel have been amended to state that all travel within the UK and Western Europe will be economy and only European flights or intercontinental journeys of over 5 hours duration could potentially be booked in first class
Query:

Concerns were raised about examples of reasonable adjustments not having been made e.g. where the hotels booked have no record of an individual requiring a reasonable adjustment.  It was asked whether the booking service could be brought in-house, or if not, for further information to be given about what is being done to check that the agents are dealing with equality issues appropriately.  Request to offer training to the agents so that have an understanding of equality issues and particularly in relation to reasonable adjustments.  
Response:

Commission explained that there was a review of the external suppliers underway at the moment and that procurement required a demonstrable appreciation and commitment to equality from prospective suppliers. Commission also suggested that Finance could provide a point of contact for staff where there are any queries / issues regarding reasonable adjustments to enable Finance to best manage the provider and external relationship.
Query: 

· Discussion  regarding the definition of Essential Travellers and request that this be clarified in the policy

Response:

Done

Query:

PCS and Unite considered that Treasury limits for hotel bookings might sometimes need to be exceeded for reasonable adjustments

Response:
It was agreed that where the cost of suitable accommodation is over the limit, this should be discussed with the finance team to seek approval as a reasonable adjustment. Where for example, the closest hotel to the office can’t be used; taxi costs could be reclaimed as a reasonable adjustment to get to the office.

Query:

Concern was raised about the accessibility of the expenses claim forms

Response:

This has been raised with the finance team for rectification.

Query:

Query regarding whether the Commission would meet the cost of railcards being purchased e.g. where the individual wouldn’t otherwise have a railcard for personal use.
Response:

There is no requirement for staff to purchase a railcard where they don’t already own one for personal use.  It is asked that where staff do have one for personal use and this can be used for Commission travel also, it is done so to help reduce costs.  
Query:

Concern was raised about the need to provide receipts as this suggests there is no trust in staff and it is stretching the goodwill of staff. 
Response:

Commission explained that there is a need to make significant cuts in expenditure and the Commission is also trying to come into line with the rest of the Civil Service.  Savings need to be found where possible without impacting on staffing.  Commission explained that the Commission also needs to demonstrate a rigorous approach to the management of its financial affairs. Under Section 13 provision has been added for situations where receipts aren’t available e.g. vending machines and road tolls.

Query:
It was raised that the previous rates at the Legacy Commissions allowed for staff being away from the office for various periods of time, which thereby covered sundry expenses.  This would now be removed.
Response:
By providing a consistent re-imbursement model for all staff the Commission was actually creating a fairer process for all. At present some staff are entitled to claim expenses that their colleagues are not able to.  The purpose of the policy is to ensure that staff are not financially disadvantaged when they are required to travel for the needs of the business.  It is expected that where staff are travelling within their normal working hours, their usual arrangements should apply.
Query:
Query regarding Detached Duty i.e. where a member of staff is on secondment to another office, would they still have to complete expenses.  It was stated that this would be onerous on staff.  
Response:

Commission confirmed that all expenses need to be receipted, and that receipts are required for any expenses for audit purposes.



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

	Available upon request


	How engagement with stakeholders will continue:

	Employees are encouraged to provide ongoing views of all policies are able to do so by contacting a HR business partner or using assigned email addresses available on our intranet.



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
G= Gender A=Age SO=Sexual Orientation T=Transgender
	Action (include timeframes)

	Reasonable adjustments and travelling
	All
	Some disabled staff may require reasonable adjustments to be implemented to prevent this policy from indirectly discriminating.
	Managers will be expected to consider and discuss the request for a reasonable adjustment in allowing a disabled employee to be treated in a non-discriminatory way as a result of the application of this policy. For example, if a disabled employee can justify a requirement to travel first class as a result of their disability, this should be considered as a reasonable adjustment. If costs are prohibitive a discussion should be had as to whether the inability to travel has consequences to the individual’s ability to carry out their role.

	Consolidating different travel and subsistence re-imbursement levels
	All
	As staff were transferred into the EHRC from three legacy Commissions this has introduced an inconsistent re-imbursement process where some employees are entitled to benefits not enjoyed by their colleagues. In addition to this being an unfair process it could also introduce an unequal pay system. 
	By introducing a revised and consolidated travel and reimbursement policy all staff are now in receipt of the same travel and expense rates.

	Loss of right to claim for sundries
	All
	It has been challenged that some staff may incur additional costs if they are working away from the office as a result of having to purchase items/lunch that meets a specific dietary or religious need.
	We would expect employees to consider their own personal needs prior to travelling and plan so accordingly. However if an employee is able to demonstrate that they have been unable to avoid an expense and it is related to a particular need this will always be considered by their line manager and met with discretion.

	Accessing this policy and associated documentation
	D
	It has been raised that documentation used by employees to document expense claims is not accessible. 
	Finance colleagues have been informed and this has now been rectified.

	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?
	We will monitor all employee feedback and any grievances relating to this policy.




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