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Figure 1 DAERA LOGO corporate branding





Equality & Disability Duties
Screening Template

















Screening flowchart and template (taken from Section 75 of the Northern Ireland Act 1998 – A Guide for public authorities April 2010 (Appendix 1)). 

Introduction

Part 1.  Policy scoping – asks public authorities to provide details about the policy, procedure, practice and/or decision being screened and what available evidence you have gathered to help make an assessment of the likely impact on equality of opportunity and good relations.

Part 2.  Screening questions – asks about the extent of the likely impact of the policy on groups of people within each of the Section 75 categories. Details of the groups consulted and the level of assessment of the likely impact.  This includes consideration of multiple identity and good relations issues.  This section also includes two questions related to the Disability Duties.

Part 3.  Screening decision – guides the public authority to reach a screening decision as to whether or not there is a need to carry out an equality impact assessment (EQIA), or to introduce measures to mitigate the likely impact, or the introduction of an alternative policy to better promote equality of opportunity and/or good relations.

Part 4.  Monitoring – provides guidance to public authorities on monitoring for adverse impact and broader monitoring.

Part 5. Consideration of Human Rights – please note this is not a Human Rights Screening form but rather a prompt that impacts on Human Rights should be considered.

     Part 6.  Approval and authorisation – verifies the public authority’s approval of a screening decision by a senior manager responsible for the policy.


	A screening flowchart is provided overleaf.

 Policy Scoping
· Policy
· Available data
Screening Questions
· Apply screening questions
· Consider multiple identities
Screening Decision:  None/Minor/Major
Mitigate
  Publish                                                                                                    Template
Re-consider screening
Publish Template
for information
Publish Template
     EQIA
Monitor
‘None’
Screened out

‘Major’
Screened in for EQIA
‘Minor’
Screened out with mitigation
Concerns raised with evidence
Concerns raised with evidence re: screening decision


Part 1. Policy scoping

The first stage of the screening process involves scoping the policy under consideration.  The purpose of policy scoping is to help prepare the background and context and set out the aims and objectives for the policy, being screened.  At this stage, scoping the policy will help identify potential constraints as well as opportunities and will help the policy maker work through the screening process on a step by step basis.

Public authorities should remember that the Section 75 statutory duties apply to internal policies (relating to people who work for the authority), as well as external policies (relating to those who are, or could be, served by the authority).

Information about the policy 

Name of the policy
Veterinary Service and Animal Health Group Direction to Officers on Veterinary Public Health Programme Duties (The Directions Document). While this document is for internal use only, it is a compilation of the policies appropriate to all civil servants in Northern Ireland which is published. https://www.finance-ni.gov.uk/articles/northern-ireland-civil-service-handbook

______________________________________________________

Is this an existing, revised or a new policy?
Existing – The content of this guide was initially agreed between Trade Union Side (TUS) and Management Side (MS) and signed on 03 September 2012.  The guide has subsequently been reviewed, with the latest version being agreed in October 2021.
____________________________________________________

What is it trying to achieve? (intended aims/outcomes) 
Officers engaged in Veterinary Public Health Programme (VPHP) duties are bound by employment conditions set out in the NICS HR Handbook.  However, the Handbook is largely focused on civil service employees with a normal working pattern of 9.00 am to 5.00 pm Monday to Friday. As independent private businesses, in this scenario where the Department provides essential Official Controls, the meat industry operating patterns determine working hours for VPHP officers with VSAHG managers having limited control over working times or patterns. There are arrangements in place where industry can vary these working times and notice is required to be given

In the past MS had developed various papers to try to bridge the gap between VPHP working times and patterns against normal NICS 9.00 am to 5.00 pm hours. 

This Directions Document brings the various papers in to one central reference by way of providing clarity and promoting consistency of application of issues that may not be clearly addressed in the NICS HR Handbook.

Where ever possible this guidance will cross reference to the NICS HR Handbook and clarify as necessary. 

The overall intention is to ensure that staff are treated fairly and equally with all managers applying the same standards and approach. 

This document is for guidance purposes only and does not replace the NICS HR Handbook’s Terms and Conditions.

If managers are unclear or unable to find the necessary guidance in the NICS HR Handbook they should liaise with their Line Manager and as necessary contact HR Connect for advice. 

The Directions Document notes that all veterinarians can expect to receive training for designation as Official Veterinarians (OVs) so that they are competent to cover OV duties and take on a resident OV posting.  Furthermore, all veterinarians employed by DAERA (the Department) must expect to spend at least one term in a meat premises during their career.  This is stipulated in the job Candidate Information Booklet upon the advertisement of any veterinary vacancies by the Department and referenced in the letter of offer upon prior to and requiring agreement before employment. A ‘term’ as noted above will be a minimum of two years with the option to elect to remain on meat hygiene duties for a further 12 months on completion of the two-year appointment period.

Annex B of The Directions Document outlines the selection process adopted by Veterinary Service Management with regards to veterinarians moving to VPHP.   
It should be noted that this selection process as detailed in The Directions Document has been previously agreed following consultation by TUS and MS.
_______________________________________________________

Are there any Section 75 categories which might be expected to benefit from the intended policy?
If so, explain how. 

No
_______________________________________________________

Who initiated or wrote the policy? 
The Directions Document was originally established in consultation with TUS and Veterinary Service and Animal Health Group Management (VSM). This is noted in the Forward to the original document from 2012.
_____________________________________________________

Who owns and who implements the policy?
Veterinary Service Animal Health Group Management
_____________________________________________

Implementation factors

Are there any factors which could contribute to/detract from the intended aim/outcome of the policy/decision?

No

Main stakeholders affected

Who are the internal and external stakeholders (actual or potential) that the policy will impact upon? (please delete as appropriate)

Veterinarians


Veterinary Officers and Veterinary Inspectors employed within Veterinary Service Animal Health Group. (47.66 and 29.88 FTE respectively) to which there is a contractual obligation to provide a term of employment in a Meat Establishment working in the role of an Official Veterinarian.

The https://www.nisra.gov.uk/system/files/statistics/census-2021-ms-h12.xlsx  shows that there were 873 Veterinarians working in Northern Ireland across the wider profession in government and private sector employment during 2021.

Veterinary activities are recorded in the census across NI, showing a reasonably even spread, and highest in the mid Ulster council area. 
The bar graph below demonstrates the relatively even distribution. It should be noted that the work activities of Veterinarians varies considerably across a range of activities: veterinary private practitioners work with a full range of species – farm, companion and exotics; vets work in government roles and also in support sectors such as the pharmaceutical industry.


[image: ]
Figure 2 Table of data for breakdown of where Veterinarians work throughout Northern Ireland

[image: ]Figure 3Pictoral representation of the distribution of Veterinarians working in Northern Ireland per NISRA statistics

 















Further information has been considered in respect of statistical available information regarding the composition of the veterinary workforce within VSAHG Article 55 - Gender Review 2019 (finance-ni.gov.uk) . The available data  demonstrates a trend in DAERA employed veterinarians (at the time of the survey) which does not exist in the wider profession where new graduates from University level education are represented in a female to male proportion of 80:20. https://www.hesa.ac.uk/news/19-01-2023/sb265-higher-education-student-statistics/subjects#:~:text=Overall%2C%2057%25%20of%20students%20are,has%20increased%20in%202021%2F22.
 (“In veterinary sciences, psychology and subjects allied to medicine close to 4 in every 5 students are female and the proportion of students within each of these subject areas who are female has increased in 2021/22.”)

Despite this recent trend the recruitment into the Department remains skewed in applications from men to women (60:40)
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Figure 4 Data extracted from the NISRA statistics detailing the proportion of Male and Female staff at different grades within the Veterinary Service Animal Health Group and demonstrating no evidence of a lack of fair assessment
 


However, the numbers of veterinarians involved in these activities in the role of Resident OV is very low (n=22) and the impact of this mandatory employment requirement is restricted to a small cohort of staff:

[image: ]
Figure 5 Specific breakdown of Male to Female ratios in Veterinary Public Health Service demonstrating no evidence of the effects of discrimination on sex basis

Considering the make up of staff working in Veterinary Public Health Programme (VPHP), these proportions are represented in a similar way.

Other policies with a bearing on this policy

NICS HR Handbook Terms and Conditions


Available evidence 

Evidence to help inform the screening process may take many forms.  Public authorities should ensure that their screening decision is informed by relevant data. The Commission has produced this guide to signpost to S75 data.

What evidence/information (both qualitative and quantitative) have you gathered to inform this policy?  Specify details for each of the Section 75 categories.

Information

· NICS HR Handbook Terms and Conditions
· Veterinary Inspector / Veterinary Official (Official Veterinarian (OV)) contract of employment
· Candidate Information booklet produced in collaboration with NICS HR on the advertisement of veterinary vacancies 
· Signed agreement from TUS and MS on the contents of The Directions Document and the process to which veterinarians are selected for VPHP duties
· 2021 NISRA Census Data

Northern Ireland Census Data 2021
2021 Census | Northern Ireland Statistics and Research Agency (nisra.gov.uk)
Veterinarians
census-2021-ms-h12.xlsx (live.com)
Occupation = Veterinarian, Number = 873 (total in Northern Ireland)

Veterinary Activities are recorded in the census across NI, showing a reasonably even spread, and highest in the mid Ulster council area, and area which has the highest density of meat processing facilities.
Numbers of veterinarians involved in these activities in the role of Resident OV is very low (n=22) and the impact of this mandatory employment requirement is restricted to a small cohort of staff

Gender Review of Veterinarians within NICS - Article 55 Report
Article 55 - Gender Review 2019 (finance-ni.gov.uk)
01/01/2019 Vets within NICS = 131.  Male – 52.7%, Female 47.3%




Religious belief evidence/information:

01/01/2019 Vets within NICS = 131.  Identifying as Protestant 50.5%, Roman Catholic 49.5% 


Current staff in VSAHG VPHP– breakdown of gender and work pattern
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Figure 6 Figure included earlier represents a breakdown of the staff working at the Veterinary Inspector and Veterinary Officer grades in Veterinary Public Health Programme


As detailed above in the intended aims/outcomes section, The Directions Document applies to all veterinary staff regardless of their religious belief, political opinion, racial group, age, marital status, sexual orientation, whether they are a man or a woman, whether they have a disability or not and whether they have dependents or not.  The Directions Document cross references to the NICS HR Handbook and it should be noted that it is for guidance purposes only and does not replace the NICS HR Handbook’s Terms and Conditions.


The overall intention is to ensure that staff are treated fairly and equally with all managers applying the same standards and approach.

All veterinary staff (excluding portal) are allocated to relevant cluster offices for supply purposes for VPHP duties based on their location.  All veterinary staff (excluding portal) regardless of their needs, experience and priorities as detailed under the S75 categories are afforded the same opportunities with respect to serving time in a meat premises during their career.  
_______________________________________________________

Political Opinion evidence/information: as above
_______________________________________________________

Racial Group evidence/information: as above
_______________________________________________________

Age evidence/information: as above
_______________________________________________________

Marital Status evidence/information: as above
_______________________________________________________

Sexual Orientation evidence/information: as above
_______________________________________________________

Men & Women generally evidence/information: as above
_______________________________________________________

Disability evidence/information: as above
_______________________________________________________

Dependants evidence/information: as above
_______________________________________________________



Needs, experiences and priorities

Taking into account the information referred to above, what are the different needs, experiences and priorities of each of the following categories, in relation to the particular policy/decision?  


Specify details of the needs, experiences and priorities for each of the Section 75 categories below:


Religious belief
None.  In relation to this policy there are no specific needs, experiences or priorities for any particular groups of a religious belief.
_______________________________________________________

Political Opinion
None.  In relation to this policy there are no specific needs, experiences or priorities for any particular groups of a political belief.
_______________________________________________________

Racial Group
None.  In relation to this policy there are no specific needs, experiences or priorities for any particular racial groups.
_______________________________________________________

Age
None.  In relation to this policy there are no specific needs, experiences or priorities for any particular age groups.
_______________________________________________________

Marital status
None.  In relation to this policy there are no specific needs, experiences or priorities for any particular marital status.
_______________________________________________________

Sexual orientation
None.  In relation to this policy there are no specific needs, experiences or priorities for any particular sexual orientation.
_______________________________________________________

Men and Women Generally
None.  In relation to this policy there are no specific needs, experiences or priorities for any particular groups regarding men and women.
_______________________________________________________

Disability
None.  In relation to this policy there are no specific needs, experiences or priorities for any particular groups of people with disabilities.  However, people with disabilities may not be eligible to undertake the duties of all available VPHP posts.  Individuals are considered on a case-by-case basis, considering the employees needs and the requirements of the role to ascertain suitability. Where possible, VPHP will aim to provide reasonable adjustments.

Referrals and Interventions User Guide



Figure 7 Embeded PDF document of the NICS policy in respect of referals to OHS assessment




_______________________________________________________

Dependants 
None.  In relation to this policy there are no specific needs, experiences or priorities for any particular groups regarding people with dependents.
_______________________________________________________




Part 2. Screening questions 

Introduction 

In making a decision as to whether or not there is a need to carry out an equality impact assessment, the public authority should consider its answers to the questions 1-4.

If the public authority’s conclusion is none in respect of all of the Section 75 equality of opportunity and/or good relations categories, then the public authority may decide to screen the policy out.  If a policy is ‘screened out’ as having no relevance to equality of opportunity or good relations, a public authority should give details of the reasons for the decision taken. 

If the public authority’s conclusion is major in respect of one or more of the Section 75 equality of opportunity and/or good relations categories, then consideration should be given to subjecting the policy to the equality impact assessment procedure. 

If the public authority’s conclusion is minor in respect of one or more of the Section 75 equality categories and/or good relations categories, then consideration should still be given to proceeding with an equality impact assessment, or to:

· measures to mitigate the adverse impact; or
· the introduction of an alternative policy to better promote equality of opportunity and/or good relations.

In favour of a ‘major’ impact

a) The policy is significant in terms of its strategic importance;
b) Potential equality impacts are unknown, because, for example, there is insufficient data upon which to make an assessment or because they are complex, and it would be appropriate to conduct an equality impact assessment in order to better assess them;
c) Potential equality and/or good relations impacts are likely to be adverse or are likely to be experienced disproportionately by groups of people including those who are marginalised or disadvantaged;
d) Further assessment offers a valuable way to examine the evidence and develop recommendations in respect of a policy about which there are concerns amongst affected individuals and representative groups, for example in respect of multiple identities;
e) The policy is likely to be challenged by way of judicial review;
f) The policy is significant in terms of expenditure.

In favour of ‘minor’ impact

a) The policy is not unlawfully discriminatory and any residual potential impacts on people are judged to be negligible;
b) The policy, or certain proposals within it, are potentially unlawfully discriminatory, but this possibility can readily and easily be eliminated by making appropriate changes to the policy or by adopting appropriate mitigating measures;
c) Any asymmetrical equality impacts caused by the policy are intentional because they are specifically designed to promote equality of opportunity for particular groups of disadvantaged people;
d) By amending the policy there are better opportunities to better promote equality of opportunity and/or good relations.

In favour of none
	
a) The policy has no relevance to equality of opportunity or good relations.
b) The policy is purely technical in nature and will have no bearing in terms of its likely impact on equality of opportunity or good relations for people within the equality and good relations categories.	

Taking into account the evidence presented above, consider and comment on the likely impact on equality of opportunity and good relations for those affected by this policy, in any way, for each of the equality and good relations categories, by applying the screening questions given overleaf and indicate the level of impact on the group i.e. minor, major or none.
Screening questions 

1. What is the likely impact on equality of opportunity for those affected by this policy, for each of the Section 75 equality categories? 

Please provide details of the likely policy impacts and determine the level of impact for each S75 categories below i.e. either minor, major or none.


Details of the likely policy impacts on Religious belief: 

The policy will have no impact on equality of opportunity for those affected and no differential impacts on this Section 75 category are anticipated.  

What is the level of impact?  None   


Details of the likely policy impacts on Political Opinion: 

The policy will have no impact on equality of opportunity for those affected and no differential impacts on this Section 75 category are anticipated.

What is the level of impact?  None


Details of the likely policy impacts on Racial Group: 

The policy will have no impact on equality of opportunity for those affected and no differential impacts on this Section 75 category are anticipated.

What is the level of impact?  None   


Details of the likely policy impacts on Age: 

                                                                                                                                                                                         The policy will have no impact on equality of opportunity for those affected and no differential impacts on this Section 75 category are anticipated. However, in respect of Good Relations, there may be a perception that due to changes in the demographic of the veterinary profession and previous concerns expressed by staff, a mitigation will be introduced to offset any potential for discrimination.
The measure will address concerns with the previous policy when the Cluster arrangements are activated to select an eligible member of staff to fill a vacant post (where there have been no willing volunteer). The measure will ensure that all potential OVs in a cluster are treated only on the basis of whether or not they have been required to serve a term of 2 years in VPHP. Previously the selection was based on the person who had most recently received authorisation from the Food Standards Agency. In pursuing this previous policy, there was a possibility of perception that more junior members of the Service were more likely for selection compared to older members of the Service. 

What is the level of impact?  Minor. Statistical analysis would demonstrate that of the staff in the VPHP Meat establishments only a few of the current staff are at the entry grade for the Service (Veterinary Inspector grade) 

 
(Entrance to the Service at DP level (Veterinary Inspector) has been the entry grade to VSAHG since the implementation of the Veterinary Transition Operating Model “Change Process” VTOM. This was implemented from 2016) 


   


Details of the likely policy impacts on Marital Status: 

The policy will have no impact on equality of opportunity for those affected and no differential impacts on this Section 75 category are anticipated.


What is the level of impact?  None  


Details of the likely policy impacts on Sexual Orientation: 

The policy will have no impact on equality of opportunity for those affected and no differential impacts on this Section 75 category are anticipated.


What is the level of impact?  None 


Details of the likely policy impacts on Men and Women: 

The policy will have no impact on equality of opportunity for those affected and no differential impacts on this Section 75 category are anticipated.


What is the level of impact?  None   


Details of the likely policy impacts on Disability: 

The policy is expected to have no impact on equality of opportunity for those affected and no differential impacts on this Section 75 category are anticipated.  As per above, employee suitability is considered on a case by case basis, with independent advice sought from the Occupational Health Service on the employees suitability for the role.  Where possible, VPHP will aim to provide reasonable adjustments. It is accepted that owing to the nature of the workplace required in these posts, and requirements from legislation which specify the role of the OV, these posts may not be feasible for all staff. However should staff with a disability demonstrate interest in a post in VPHP, efforts would be made to find a viable alternative role in the subject area if possible.


What is the level of impact?  None (after application of referrals and interventions policy),



NICS Referrals and Interventions guide:



Figure 8Embedded Northern Ireland Civil Service Policy in respect of Referrals to Occupational Health Service
 

 
Details of the likely policy impacts on Dependants: 

The department does not have a policy providing consideration for staff personal circumstances based on Dependants. The department recognises the range of external pressures staff have and where there are specific concerns they can be provided consideration through the NICS Welfare policy. As a consequence of the assessment made previously on the potential for indirect impact on the  Age protective characteristic, there could be impacts or the perception of impacts for people with Dependants. In addressing the potential for Age, these concerns will be mitigated. 

https://nics.service-now.com/kb?sys_kb_id=72c2d17c87c229d06deb2fc8cebb35f7&id=kb_article_view&sysparm_rank=2&sysparm_tsqueryId=27c78c9247c73918f0af57f1e26d4306



NICS HR Policy 3.10 Alternative Working Patterns v5.1


Figure 9 Embedded Northern Ireland Civil Service document of the Human Resource Policy in respect of ALternative Working
 

What is the level of impact?  None. 

2. Are there opportunities to better promote equality of opportunity for people within the Section 75 equalities categories? Yes/No (please delete as appropriate)

Detail opportunities of how this policy could promote equality of opportunity for people within each of the Section 75 Categories below:


Religious Belief -  No


If No, provide reasons:

The policies set out in The Directions Document are neutral as regards people of different religious belief, and it is not envisaged that equality of opportunity will be affected for this equality category.


Political Opinion - No


If No, provide reasons:

The policies set out in The Directions Document are neutral as regards people of different political opinion, and it is not envisaged that equality of opportunity will be affected for this equality category.


Racial Group - No


If No, provide reasons:

The policies set out in The Directions Document are neutral as regards people of different racial groups, and it is not envisaged that equality of opportunity will be affected for this equality category.



Age - No


If No, provide reasons:

The policies set out in The Directions Document are neutral as regards people of different age groups, and it is not envisaged that equality of opportunity will be affected for this equality category.


Marital Status - No


If No, provide reasons

The policies set out in The Directions Document are neutral as regards people of different marital status, and it is not envisaged that equality of opportunity will be affected for this equality category.


Sexual Orientation - No


If No, provide reasons:

The policies set out in The Directions Document are neutral as regards people of different sexual orientation, and it is not envisaged that equality of opportunity will be affected for this equality category.



Men and Women generally - No


If No, provide reasons:

The policies set out in The Directions Document are neutral as regards to men and women, and it is not envisaged that equality of opportunity will be affected for this equality category. The staff ratio for male and female demonstrates that there is no imbalance in this post, with the caveat that the number of staff in this role is only 21. 

Disability - Yes


If No, provide reasons:

While policies set out in The Directions Document are neutral as regards people with disability, these are neglecting the possibility that staff in this category may wish to undertake work in this area but feel inhibited. The work area is important and presents realistic opportunities for career progression. This screening has demonstrated that VPHP should proactively reach out to staff in the case that there is someone unknown who may have an interest in the field.



Dependants – No impact.


If No, provide reasons:

The department does not have a policy on dependants. Staff are required to perform these duties to comply with terms and conditions of employment for a key business priority for the department.




3. To what extent is the policy likely to impact on good relations between people of different religious belief, political opinion or racial group? 

Please provide details of the likely policy impact  and determine the level of impact for each of the categories below i.e. either minor, major or none.


Details of the likely policy impacts on Religious belief: 

The policies set out in The Directions Document will have no impact on good relations between people of different religious beliefs.  The policy content is aimed at all veterinary staff, regardless of religious belief.  Veterinary staff show a 50.5%P, 49.5% RC – a balanced religious belief allocation. 

No impacts on this Section 75 category are anticipated.

What is the level of impact?  None   




Details of the likely policy impacts on Political Opinion: 

The policies set out in The Directions Document will have no impact on good relations between people of different political opinions.  The policy content is aimed at all veterinary staff.  No impacts on this Section 75 category are anticipated.


What is the level of impact?  None   



Details of the likely policy impacts on Racial Group: 

The policies set out in The Directions Document will have no impact on good relations between people of different racial groups.  The policy content is aimed at all veterinary staff.  No impacts on this Section 75 category are anticipated.


What is the level of impact?  None   


4. Are there opportunities to better promote good relations between people of different religious belief, political opinion or racial group?

Detail opportunities of how this policy could better promote good relations for people within each of the Section 75 Categories below:


Religious Belief - No

If No, provide reasons:

The policies set out in The Directions Document are neutral as regards people of different religious beliefs and consequently there is no opportunity to better promote good relations.


Political Opinion - No


If No, provide reasons

The policies set out in The Directions Document are neutral as regards people of different political opinions and consequently there is no opportunity to better promote good relations.



Racial Group - No


If No, provide reasons

The policies set out in The Directions Document are neutral as regards people of different racial groups and consequently there is no opportunity to better promote good relations.





Additional considerations

Multiple identity

Generally speaking, people can fall into more than one Section 75 category.  Taking this into consideration, are there any potential impacts of the policy/decision on people with multiple identities?  If so, please detail below.

(For example; disabled minority ethnic people; disabled women; young Protestant men; and young lesbians, gay and bisexual people). 





Provide details of data on the impact of the policy on people with multiple identities.  Specify relevant Section 75 categories concerned.

Other than the categories mentioned Age and Disability, there is no evidence that there are any potential impacts from the policies set out in The Directions Document on people with multiple Section 75 identities. 

DAERA also has legislative obligations to meet under the Disability Discrimination Order. Questions 5 – 6 relate to these.
Consideration of Disability Duties

5. Does this proposed policy or decision provide an opportunity for DAERA to better promote positive attitudes towards disabled people? 
Yes a review of the The Directions Document presents an opportunity for DAERA to promote positive attitudes towards disabled people. These will be addressed to ensure staff are made aware that opportunities will be considered to ensure staff with disabilities can get valuable experience in this area of work, if they are motivated to apply.






6.	Does this proposed policy or decision provide an opportunity to actively increase the participation by disabled people in public life? 
At present, the Directions Document does not provide an opportunity for DAERA to actively increase participation of disabled people in public life. The proposed review will address these concerns. 









Part 3. Screening decision (Please delete as appropriate)

“Screened out” with mitigation


If the decision is not to conduct an equality impact assessment the public authority should consider if the policy should be mitigated or an alternative policy be introduced - please provide details.

To deliver this priority business area, staff are required to serve a term in VPHP. A policy is required to select staff where volunteers for the roles are not forthcoming. The policy is considered appropriate and will be enhanced and updated following this Equality Screening with mitigations for the two minor concerns noted which could have been an issue should the circumstance arise. There is no indication to date that there has been an issue previously. 

No major impacts or opportunities were reported during the screening exercise.  The policies set out in The Directions Document will not have any significant negative or differential impacts on people within the equality categories. Opportunities to review the policy in respect of perceived age and disabilities will be addressed in the next review of this policy. Following this a further Equality Screening will be considered. 

As detailed above and considered as part of the evidence in making this informed decision, The Directions Document has been jointly agreed by Senior Management and Trade Unions.  

The Directions Document does not replace the NICS HR Handbook’s Terms and Conditions.  It should be noted that the overall intention is to ensure that staff are treated fairly and equally with all managers applying the same standards and approach. 


VSAHG has in place the following mitigating actions:

· Consultation with Occupational Health Service on the suitability of a post for a person with disabilities has always been part of the process.  In general concerns are not announced to the department either at the start of employment or at a subsequent time, but arise at the time when the selection for the individual is made. Individuals are considered on a case-by-case basis, considering the employee’s needs and the requirements of the role to ascertain suitability. Where possible, VPHP always aims to provide reasonable adjustments. 

In addition, going forward VPHP will also proactively consider communication so that staff who may have visible or unapparent disabilities have the opportunity for career development within VPHP. 
This will also consider roles that staff within the VPHP programme area may perform which could accommodate OHS concerns better and further reasonable adjustments.






Mitigation 

When the public authority concludes that the likely impact is ‘minor’ and an equality impact assessment is not to be conducted, the public authority may consider mitigation to lessen the severity of any equality impact, or the introduction of an alternative policy to better promote equality of opportunity or good relations.

Can the policy/decision be amended or changed or an alternative policy introduced to better promote equality of opportunity and/or good relations? Yes / No (delete as appropriate)

Yes  

The directions document is a living document which is kept under regular review.
VPHP management are currently considering changes to the policy address perceived concerns and to promote equality of opportunity and good relations.  


If so, give the reasons to support your decision, together with the proposed changes/amendments or alternative policy.


The policy may have a perceived impact on equality of opportunity While it is recognised that the operational hours for Food Businesses are outside those stipulated in the NICS Handbook, staff undertaking employment in DAERA Veterinary Service are aware of this when accepting their post.


The proposed change to the directions document is the random selection of employees for VPHP duties as opposed to the existing arrangement of selection of those most recently trained as Official Veterinarians. 






Timetabling and prioritising (NOT Applicable)

Factors to be considered in timetabling and prioritising policies for equality impact assessment.

If the policy has been ‘screened in’ for equality impact assessment, then please answer the following questions to determine its priority for timetabling the equality impact assessment.

On a scale of 1-3, with 1 being the lowest priority and 3 being the highest, assess the policy in terms of its priority for equality impact assessment.

	Priority criterion
	Rating (1-3)

	Effect on equality of opportunity and good relations 
	

	Social need
	


	Effect on people’s daily lives

	


	Relevance to a public authority’s functions
	

	Total score
	



Note: The Total Rating Score should be used to prioritise the policy in rank order with other policies screened in for equality impact assessment.  This list of priorities will assist the public authority in timetabling.  Details of the Public Authority’s Equality Impact Assessment Timetable should be included in the quarterly Screening Report.

Is the policy affected by timetables established by other relevant public authorities? 
									
If yes, please provide details. 

Part 4. Monitoring

Section 75 places a requirement on DAERA to have equality monitoring arrangements in place in order to assess the impact of policies and services etc; and to help identify barriers to fair participation and to better promote equality of opportunity.  Please note the following excerpt from The Equality Commission for Northern Ireland in relation to monitoring:

A system must be established to monitor the impact of the policy in order to find out its effect on relevant groups. The results of ongoing monitoring must be reviewed on an annual basis. The public authority is required to publish the results of this monitoring. And they must be included in the public authorities´ annual review on progress to the Equality Commission. The Equality Scheme must specify how and where such monitoring information will be published. It is therefore essential that monitoring is carried out in a systematic manner and that the results are widely and openly published.

If the monitoring and analysis of results over a two year period show that the policy results in greater adverse impact than predicted, or if opportunities arise which would allow for greater equality of opportunity to be promoted, the public authority must ensure that the policy is revised to achieve better outcomes for the relevant equality groups.

Further advice on monitoring can be found at: ECNI Monitoring Guidance for Public Authorities 

Outline what data you will collect in the future in order to monitor the impact of this policy or decision on equality, good relations and disability duties.

Equality:

Monitor the uptake of employees transferring into VPHP posts using the NICS Alternative Working Patterns Policy

The Directions Document has and will be reviewed on an ongoing basis and any identified impacts on equality will be addressed.

VPHP will develop a survey for staff who are leaving the programme and consider relevant comments in respect to potential impact on Section 75.




Good Relations:

Liaison with staff through established management forum
Liaison with TUS to understand concerns of staff not communicated through management
Monitor staff retention rates within the Veterinary Public Health Programme
Consider opportunities to model roles to suit better alternative life style arrangements through the VSAHG programme of renewal.

The Directions Document has and will be reviewed on an ongoing basis and any identified impacts on good relations will be addressed.


Disability Duties:

Monitor the uptake of employees transferring into VPHP posts using the NICS Adaptations Referrals and Interventions Policy.

The Directions Document has been and will be reviewed on an ongoing basis and any identified impacts on disability duties will be addressed.

Most importantly opportunities to communicate to staff to encourage staff with disabilities to apply for alternative roles in VPHP which do not require work in approved establishments will be considered proactively. 



Part 5. Consideration of Human Rights 

6. The Human Rights Act (HRA) 1998 brings the European Convention on Human Rights (ECHR) into UK law and it applies in N Ireland.  Indicate below by deleting Yes/No as appropriate, any potential adverse impacts that the policy or decision may have in relation to human rights issues.


	See Annex A for brief synopsis on each of the Human Rights Articles & Protocols



	Right to Life

	Article 2
	No

	Prohibition of torture, inhuman or degrading treatment 
	Article 3
	No

	Prohibition of slavery and forced labour
	Article 4
	No

	Right to liberty and security 
	Article 5
	No

	Right to a fair and public trial
	Article 6
	No

	Right to no punishment without law
	Article 7
	No

	Right to respect for private and family life, home 
and correspondence
	Article 8
	No

	Right to freedom of thought, conscience and religion
	Article 9
	No

	Right to freedom of expression
	Article 10
	No

	Right to freedom of peaceful assembly and association
	Article 11
	No

	Right to marry and to found a family
	Article 12
	No

	The prohibition of discrimination
	Article 14
	No

	Protection of property and enjoyment of possessions
	Protocol 1
Article 1
	No

	Right to education
	Protocol 1
Article 2
	No

	Right to free and secret elections
	Protocol 1
Article 3
	No



8.	Please explain any adverse impacts on human rights that you have identified
None identified
9.	Please indicate any ways which you consider the policy positively promotes human rights
The policy does not create opportunity to positively promote human rights



Part 6 - Approval and authorisation
Screening Checklist

Before signing off this screening template please confirm that you have completed all the actions listed below.

I can confirm that all the actions listed below have been completed –

· I have explained any technical issues in plain English (easily understood by a 12 year old)
· I have used the most relevant, current & up to date data available
· I have added evidence and explained my assessments in full
· I have provided a brief note to justify my decision to ‘Screen In’ or ‘Screen Out’
· A copy of this screening template and the final decision has been sent to the Equality Unit for their consideration before it has been forwarded for sign-off





Screening assessment completed by (Staff Officer level or above) -

Name:		Philip Kennedy		                      Grade: 6
Branch: 	    Veterinary Public Health DAERA            Date: 19/12/2023

Signature: 



Screening decision approved by (must be Grade 3/Deputy Secretary or above) -

Name:	Robert J Huey						Grade: Grade 3
Branch: 		VSAHG					Date: 16th January 2023

Signature: please insert a scanned image of your signature
[image: Robert Sig]



Note: A copy of the Screening Template, for each policy screened should be ‘signed off’ and approved by a senior manager responsible for the policy, made easily accessible on the public authority’s website as soon as possible following completion and made available on request.

Please save the final signed version of the completed screening form in the CM container (AE2-19-11940) below as soon as possible after completion and forward the CM link to Equality Branch at equality@daera-ni.gov.uk. The screening template must be saved to the container in HTML format (not PDF) in order to comply with accessibility requirements. The screening form will be placed on the DAERA website and a link provided to the Department’s Section 75 consultees. 



	
Figure 10 For NICS use only, this is a link to the Official Document Storage Repository where all Equality Impact assessments are retained

For more information about equality screening, contact – 
DAERA Equality Unit
Staff Engagement, Equality & Diversity Branch
Jubilee House
111 Ballykelly Road
LIMAVADY
BT49 9HP

Email: equality@daera-ni.gov.uk

Tel: 028 7744 2027







[image: A4 DAERA Logo process]
Annex A

Synopsis of Human Rights Act Articles & Protocols

ARTICLE 2
 E+W+S+N.I.Right to life

1. Everyone’s right to life shall be protected by law. No one shall be deprived of his life intentionally save in the execution of a sentence of a court following his conviction of a crime for which this penalty is provided by law.E+W+S+N.I.
2. Deprivation of life shall not be regarded as inflicted in contravention of this Article when it results from the use of force which is no more than absolutely necessary:E+W+S+N.I.
(a) In defense of any person from unlawful violence;
(b) In order to effect a lawful arrest or to prevent the escape of a person lawfully detained;
(c) In action lawfully taken for the purpose of quelling a riot or insurrection.

ARTICLE 3
 E+W+S+N.I.Prohibition of torture

No one shall be subjected to torture or to inhuman or degrading treatment or punishment. 

ARTICLE 4 
E+W+S+N.I.Prohibition of slavery and forced labour

1. No one shall be held in slavery or servitude.E+W+S+N.I.
2. No one shall be required to perform forced or compulsory labour.E+W+S+N.I.
3. For the purpose of this Article the term “forced or compulsory labour” shall not include:E+W+S+N.I.
(a) Any work required to be done in the ordinary course of detention imposed according to the provisions of Article 5 of this Convention or during conditional release from such detention;
(b) Any service of a military character or, in case of conscientious objectors in countries where they are recognised, service exacted instead of compulsory military service;
(c) Any service exacted in case of an emergency or calamity threatening the life or well-being of the community;
(d) Any work or service which forms part of normal civic obligations.




ARTICLE 5
 E+W+S+N.I.Right to liberty and security

1. Everyone has the right to liberty and security of person. No one shall be deprived of his liberty save in the following cases and in accordance with a procedure prescribed by law:E+W+S+N.I.
(a) The lawful detention of a person after conviction by a competent court;
(b) The lawful arrest or detention of a person for non-compliance with the lawful order of a court or in order to secure the fulfilment of any obligation prescribed by law;
(c) the lawful arrest or detention of a person effected for the purpose of bringing him before the competent legal authority on reasonable suspicion of having committed an offence or when it is reasonably considered necessary to prevent his committing an offence or fleeing after having done so;
(d ) the detention of a minor by lawful order for the purpose of educational supervision or his lawful detention for the purpose of bringing him before the competent legal authority;
(e) The lawful detention of persons for the prevention of the spreading of infectious diseases, of persons of unsound mind, alcoholics or drug addicts or vagrants;
(f) The lawful arrest or detention of a person to prevent his effecting an unauthorised entry into the country or of a person against whom action is being taken with a view to deportation or extradition.
2. Everyone who is arrested shall be informed promptly, in a language which he understands, of the reasons for his arrest and of any charge against him.E+W+S+N.I.
3. Everyone arrested or detained in accordance with the provisions of paragraph 1(c) of this Article shall be brought promptly before a judge or other officer authorised by law to exercise judicial power and shall be entitled to trial within a reasonable time or to release pending trial. Release may be conditioned by guarantees to appear for trial.E+W+S+N.I.
4. Everyone who is deprived of his liberty by arrest or detention shall be entitled to take proceedings by which the lawfulness of his detention shall be decided speedily by a court and his release ordered if the detention is not lawful.E+W+S+N.I.
5. Everyone who has been the victim of arrest or detention in contravention of the provisions of this Article shall have an enforceable right to compensation.E+W+S+N.I.








ARTICLE 6 
E+W+S+N.I.Right to a fair trial

1. In the determination of his civil rights and obligations or of any criminal charge against him, everyone is entitled to a fair and public hearing within a reasonable time by an independent and impartial tribunal established by law. Judgment shall be pronounced publicly but the press and public may be excluded from all or part of the trial in the interest of morals, public order or national security in a democratic society, where the interests of juveniles or the protection of the private life of the parties so require, or to the extent strictly necessary in the opinion of the court in special circumstances where publicity would prejudice the interests of justice.E+W+S+N.I.
2. Everyone charged with a criminal offence shall be presumed innocent until proved guilty according to law.E+W+S+N.I.
3. Everyone charged with a criminal offence has the following minimum rights:E+W+S+N.I.
(a) To be informed promptly, in a language which he understands and in detail, of the nature and cause of the accusation against him;
(b) To have adequate time and facilities for the preparation of his defense;
(c) To defend himself in person or through legal assistance of his own choosing or, if he has not sufficient means to pay for legal assistance, to be given it free when the interests of justice so require;
(d) To examine or have examined witnesses against him and to obtain the attendance and examination of witnesses on his behalf under the same conditions as witnesses against him;
(e) To have the free assistance of an interpreter if he cannot understand or speak the language used in court.

ARTICLE 7 
E+W+S+N.I.No punishment without law

1. No one shall be held guilty of any criminal offence on account of any act or omission which did not constitute a criminal offence under national or international law at the time when it was committed. Nor shall a heavier penalty be imposed than the one that was applicable at the time the criminal offence was committed.E+W+S+N.I.
2. This Article shall not prejudice the trial and punishment of any person for any act or omission which, at the time when it was committed, was criminal according to the general principles of law recognised by civilised nations.E+W+S+N.I.




ARTICLE 8 
E+W+S+N.I.Right to respect for private and family life

1. Everyone has the right to respect for his private and family life, his home and his correspondence.E+W+S+N.I.
2. There shall be no interference by a public authority with the exercise of this right except such as is in accordance with the law and is necessary in a democratic society in the interests of national security, public safety or the economic well-being of the country, for the prevention of disorder or crime, for the protection of health or morals, or for the protection of the rights and freedoms of others.E+W+S+N.I.


ARTICLE 9 
E+W+S+N.I.Freedom of thought, conscience and religion

1. Everyone has the right to freedom of thought, conscience and religion; this right includes freedom to change his religion or belief and freedom, either alone or in community with others and in public or private, to manifest his religion or belief, in worship, teaching, practice and observance.E+W+S+N.I.
2. Freedom to manifest one’s religion or beliefs shall be subject only to such limitations as are prescribed by law and are necessary in a democratic society in the interests of public safety, for the protection of public order, health or morals, or for the protection of the rights and freedoms of others.E+W+S+N.I.


ARTICLE 10 
E+W+S+N.I.Freedom of expression

1. Everyone has the right to freedom of expression. This right shall include freedom to hold opinions and to receive and impart information and ideas without interference by public authority and regardless of frontiers. This Article shall not prevent States from requiring the licensing of broadcasting, television or cinema enterprises.E+W+S+N.I.
2. The exercise of these freedoms, since it carries with it duties and responsibilities, may be subject to such formalities, conditions, restrictions or penalties as are prescribed by law and are necessary in a democratic society, in the interests of national security, territorial integrity or public safety, for the prevention of disorder or crime, for the protection of health or morals, for the protection of the reputation or rights of others, for preventing the disclosure of information received in confidence, or for maintaining the authority and impartiality of the judiciary.E+W+S+N.I.


ARTICLE 11
 E+W+S+N.I.Freedom of assembly and association

1. Everyone has the right to freedom of peaceful assembly and to freedom of association with others, including the right to form and to join trade unions for the protection of his interests.E+W+S+N.I.
2. No restrictions shall be placed on the exercise of these rights other than such as are prescribed by law and are necessary in a democratic society in the interests of national security or public safety, for the prevention of disorder or crime, for the protection of health or morals or for the protection of the rights and freedoms of others. This Article shall not prevent the imposition of lawful restrictions on the exercise of these rights by members of the armed forces, of the police or of the administration of the State.E+W+S+N.I.


ARTICLE 12 
E+W+S+N.I.Right to marry

Men and women of marriageable age have the right to marry and to found a family, according to the national laws governing the exercise of this right. 


ARTICLE 14 
E+W+S+N.I.Prohibition of discrimination

The enjoyment of the rights and freedoms set forth in this Convention shall be secured without discrimination on any ground such as sex, race, colour, language, religion, political or other opinion, national or social origin, association with a national minority, property, birth or other status.









Protocol 1
ARTICLE 1
 E+W+S+N.I.Protection of property

Every natural or legal person is entitled to the peaceful enjoyment of his possessions. No one shall be deprived of his possessions except in the public interest and subject to the conditions provided for by law and by the general principles of international law. 
The preceding provisions shall not, however, in any way impair the right of a State to enforce such laws as it deems necessary to control the use of property in accordance with the general interest or to secure the payment of taxes or other contributions or penalties. 

Protocol 1
ARTICLE 2
 E+W+S+N.I.Right to education

No person shall be denied the right to education. In the exercise of any functions which it assumes in relation to education and to teaching, the State shall respect the right of parents to ensure such education and teaching in conformity with their own religious and philosophical convictions. 

Protocol 1
ARTICLE 
3 E+W+S+N.I.Right to free elections

The High Contracting Parties undertake to hold free elections at reasonable intervals by secret ballot, under conditions which will ensure the free expression of the opinion of the people in the choice of the legislature

1
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Geography Veterinary activities

Northern Ireland 1,836

Antrim and Newtownabbey 134

Armagh City, Banbridge and Craigavon 199

Belfast 178

Causeway Coast and Glens 146

Derry City and Strabane 75

Fermanagh and Omagh 181

Lisburn and Castlereagh 158

Mid and East Antrim 145

Mid Ulster 229

Newry, Mourne and Down 213

Ards and North Down 178
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Currently in service in VPHP  (in establishments where directions 

document cluster arrangement applies)

Veterinary 

Inspectors

Part-Time Full-Time Totals

Female 3 13 16

Male 0 15 15

Totals 3 28 31

Veterinary 

Officers 

Part-Time Full-Time Totals

Female 20 9 29 7

Male 13 15 28 11

Totals 57

Number not disclosable as less than 5
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7.1 Referrals & Interventions

This user guide sets out what you must do if you become aware of the need to discuss a
health related issue with Line Management or identify the need to request an adjustment
in the workplace. It also sets out the role of Line Management and Departmental HR.

In summary:

As soon as you identify the need to discuss a health related issue or request an

adjustment in the workplace, you should:

e Contact Line Management by email, telephone or meeting to discuss your health
related issue or to request an adjustment in the workplace via employee self service
(SteplContactLineManagement)

 Where appropriate, receive confirmation that you have been referred to the
Occupational Health Service or that your request for an adjustment in the
workplace is being considered.

e Complete Reasonable Adjustment Request Form/Agreement. For more
information refer to Guidance for identifying and implementing reasonable
adjustments. where appropriate (Step2Receive _confirmation of outcome of
discussion with Line Management)

e Attend OHS appointment, if appropriate (Step3Attendappointment)

« Receive confirmation of the outcome of the referral process from HRConnect (Step4
Meetwith Departmental HR )

e Meet with Departmental HR (or in certain circumstances, line management) to
discuss the outcome of your referral to the Occupational Health Service or other
relevant occupational health service provider, if appropriate (Step5
Receivedetailsofreferraldecision)

Line Management will:

< Discuss health related issue or the need for an adjustment in the workplace with
member of staff and initiate referral request if appropriate (Stepl Receive orinitiate a
referral request)

e Provide input to Departmental HR in reviewing referral requests and initiating
appropriate action (Step2ProvideinputtoDepartmentalHRinreviewingreferral
reguests)

e Refer to Guidance for identifying and implementing reasonable adjustments.
Complete the line manager section of the Reasonable Adjustment Request
Form/Agreement and instigate action, where appropriate (Step 3Update HRConnect
Manager Self-Service “Reasonable Adjustments” screen with details of the adjustment
implemented, along with review dates, or assessment details)

e Receive appointment details sent to the member of staff from HR Connect (Step4
Receive copy of appointment details)

- If appropriate and an appointment has been held, receive a copy of correspondence
sent to the member of staff following their attendance at a medical appointment (Step
5Receive copy of correspondence received by member of staff)

e Provide input to Departmental HR in deciding appropriate remedial action following
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the outcome of the referral process, if required (Step6Inputintoappropriateremedial
action, if required)

< Where necessary, agree a phased return to work pattern with the member of staff
and review this pattern on an ongoing basis (Step7Agreephasedreturntowork)

Departmental HR will:

e Submit a referral request form or, where required, an early intervention (designed to
ensure that where necessary and requested, staff receive timely support and advice
in the management of work and/or non-work related issues) request to HRConnect
(Step 1 Requestreferral)

e Review all requests for an adjustment in the workplace and initiate action, as
appropriate  (Step2Reviewreferralrequestsandinitiateaction)

« Notify Welfare Service, if required, to liaise with the member of staff throughout the
referral process (Step3W elfareintervention)

e Receive an alert containing the appointment details sent to the member of staff (Step
4Receive copy of appointment details)

 Where appropriate, discuss the reason why the staff member did not turn up to their
appointment  (Step5Discussreasonfornonattendanceattheappointmentand  process
any further action required with member of staff)

 Receive a copy of the medical report from the Occupational Health Service or other
relevant occupational health service provider for the member of staff who attended an
appointment and agree its distribution, where appropriate (Step6 Receivereportfrom
Occupational Health Service)

e Meet with the member of staff to discuss the outcome of the report and agree
remedial action following outcome of referral decision (Step7Meetwithmemberof
staff,whereappropriate, to discuss report outcome)

e Take appropriate remedial action (Step8Takeappropriateremedialaction)

e Instruct HRConnect regarding referral decision and action to be taken (Step9Instruct
HRConnect

In addition to this user guide, you may also wish to refer to the following HR policies, as
appropriate:
e 1.01, Recruitment website
e 1.05, Career Opportunities and Promaotion
e 1.06, Secondment
e 3.01, Sickness Absence
* 6.06, Inefficiency Sickness Absence
e 6.07 Inefficiency Performance
e 7.01,Health & Safety
7.04 NICS Display Screen Equipment (DSE) Eye care scheme

The following terms used within this guide are defined in the glossary:

Early intervention - designed to ensure that where necessary and requested, staff receive
timely support and advice in the management of work and/or non-work related issues.

Occupational Health Service Request form [Ref: 7.01.1F]
Early Intervention Request form [Ref: 7.01.2F]
Authorisation for Referral Request form (REF 3.4)
Reasonable Adjustment Request Form/Agreement
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Guidance for identifying and implementing reasonable

adjustments
Report Distribution form (REF 1.32)
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7.1 Referrals & Interventions
User guide for staff

Referral Process
Step 1 Contact Line Management

Where you identify a need to discuss a health related issue with Line Management , or
you feel that a reasonable adjustment can be implemented, you should contact Line
Management by email, telephone or meeting, or request a reasonable adjustment via
employee self service.

Line Management may ask you to complete a Reasonable Adjustment Request Form /
Agreement and may decide to refer your case for approval to DHR and then to the
Occupational Health Service or other occupational health service provider or to initiate an
assessment.

If you require further guidance refer to the Guidance for Identifying and Implementing
Reasonable Adjustments and W elfare policy.

Step 2 Receive confirmation of outcome of discussion with Line Management
Request for Reasonable adjustments

Your Manager may inform you that your request for reasonable adjustment has been
agreed and will be implemented. In certain circumstances, Line Management may
require additional information, and a referral to Occupational Health (General fitness
referral) may be appropriate, Line Management will inform you of their decision. If DHR
approve, they will instruct HRConnect to initiate this assessment. Following this
assessment, Line Management will instigate any appropriate actions arising from the
assessment and update HRConnect with details of the assessment and action required.

Medical Appointment Requests

If your referral is approved by Departmental HR, your case will be forwarded to the
Occupational Health Service or other occupational health service provider so that an
appointment can be arranged. Once this has been confirmed you will receive an
appointment letter by post.

This OHS appointment letter will include the following details:
e Date, time and venue of medical appointment
e Expense claim details

If, in exceptional circumstances, you are unable to attend the appointment, you must

contact Departmental HR by telephone or post as soon as possible to request an
alternative appointment.

Step 3 Attend appointment
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You should attend your appointment on the date and time as confirmed.

During your appointment, you may be asked to sign a consent form to request access to
your medical records. This is to allow the Occupational Health Specialist you have been
referred to, to gather as much information as possible to help you with your particular
case.

If you are unable to attend the appointment for any reason, or wish to cancel the
appointment (for example, if you are returning to work), you must contact Departmental
HR as soon as practicable, by telephone, or post, before the appointment, in order that
they can consider your request and take appropriate action.

If DHR approve your request, they will notify OHS If appropriate, DHR will re-schedule
the appointment. If your request is not approved, you must attend the appointment

If you do not attend the appointment, Departmental HR will contact you to discuss the
reasons why you did not attend and will instruct HRConnect to take the appropriate
action, which may include instigating the Disciplinary process.

You will receive a letter from HRConnect informing you of the following, as appropriate:
e Details of your missed appointment

e Consequence/actions resulting from missing your appointment

e Confirmation that a further appointment will be made

< Notification of the potential cessation of Occupational Sick Pay

Step 4 Meet with Departmental HR

Following your appointment, you will receive a summary of your medical report, as
appropriate. Departmental HR may contact you to arrange a meeting to discuss the
outcome of the referral with you. In such cases, this discussion will include a case review
and timetable of actions, where appropriate. In certain circumstances, this meeting may
be with Line Management.

Step 5 Receive details of referral decision

Following your meeting with Departmental HR, you will receive written confirmation from
HRConnect of the discussion and any decision made by Departmental HR. If you accept
this decision, the appropriate remedial action will be taken.

Where the decision supports a phased return to work, Line Management will meet with
you to agree a phased return to work pattern. Once this has been agreed you will receive
written confirmation of this work pattern and the impact of this on your pay. This pattern
will be reviewed on an ongoing basis by Line Management.

In the event that you are dissatisfied with the medical decision of your referral, you may
appeal against this decision using the OHS appeals procedure
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Stress/Anxiety/Depression/Other Psychiatric lliness

If you are suffering from Stress/Anxiety/Depression etc it is important that you contact either
your Line Manager or DHR at the earliest opportunity. Early contact is considered to be one
of the key factors to help manage your stress related illness.

Your Line Managers or DHR will consider all of the information available and refer you to
OHS and Welfare immediately.
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7.1 Referrals & Interventions

User guide for Line Management

Referral process
Step 1 Receive or initiate a referral request

As soon as you identify a need to request a referral for a member of staff, or, a member
of staff contacts you directly to discuss a health related issue you should access an
Authorisation for ReferralRequestform(REF3.4) by logging on to HRConnect via your
PC. You must complete and forward this request to Departmental HR on behalf of the
member of staff by email or post, as appropriate. You may be required, where
appropriate to provide relevant background information with this form

Where you feel that an urgent referral is required, you should contact Departmental HR
who will contact the Occupational Health Service directly, where appropriate, to arrange
an immediate appointment.

An employee may contact you to request a reasonable adjustment and you may decide
that such a request could be accommodated and implemented.

As soon as you identify a need to request an assessment for a member of staff, or a
member of staff contacts you directly to discuss an assessment, or reasonable
adjustment, you must update_the system with the request, either approve, or put on hold
the request, and notify the employee of your decision. Refer to Guidance on identifying
and implementing reasonable adjustments. Also update the system with appropriate
review dates for adjustments implemented. Complete the line manager section of the
Reasonable Adjustment Request Form / Agreement.

For NI Civil Servants, DHR will contact OHS directly where an urgent referral is required.
For Home Civil Service staff of the Northern Ireland Office, Departmental HR will contact
the relevant occupational health service provider directly where an urgent referral is
required.

Step 2 Provide input to Departmental HR in reviewing referral requests
Departmental HR will review the request and initiate the required action. Where

appropriate, Departmental HR may require input from you and others in determining the
action to be taken.

Step 3 Update HRConnect Manager with details of adjustment and review dates
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Update HRConnect Manager with details of adjustment(s) agreed with member of staff and
enter agreed review dates, or assessment details if appropriate.

Step 4 Receive copy of appointment details

Where the Occupational Health Service or other relevant occupational health service
provider has arranged an appointment with a member of staff, you will receive a copy of
the appointment details from HR Connect. This will include the following details:

- Date, time and venue of medical appointment

e Expense claim details

Step 5 Receive copy of correspondence received by member of staff

If appropriate and if the staff member attends an appointment, or has an assessment,
following the staff member’s attendance at the medical appointment, you will receive a
summary of the medical report from DHR, as appropriate. This may include details of
restrictions on what the member of staff may be able to do, following the referral, for
example, lifting objects.

Departmental HR may, if appropriate, arrange to meet with the member of staff to review
the outcome of the report and discuss possible action to be taken. Prior to this meeting,
Departmental HR may contact you, as necessary, to gather your input as to the
appropriate action to be taken. In certain circumstances, this meeting may be with line
management rather than Departmental HR.

Input into this discussion must be provided by a Line Manager Level 2 or above. If
you are not a Line Manager Level 2 or above you must re-assign this task to an
appropriate Line Manager.

Step 6 Input into appropriate remedial action, if required

Following the meeting with the member of staff, Departmental HR may also conduct a
meeting with individuals involved with the case to decide on appropriate remedial actions,
if appropriate. You may be required to provide input to this meeting, as appropriate.
Input to this meeting must be provided by a Line Manager Level 2 or above. If you
are not a Line Manager Level 2 or above you must re-assign this task to an
appropriate Line Manager.

Step 7 Agree phased return to work

Where a phased return to work is agreed as the appropriate remedial action, you must
contact the member of staff to agree a phased return to work pattern with them. Once this
is agreed you will be required to instruct HRConnect accordingly, by updating the system
with details of the proposed phased return pattern and by completing the relevant pro-
forma, which can be downloaded from the portal.

A phased return to work pattern must be agreed by a line manager level 2 or above
and the instructions sent to HRConnect by a Line Manager Level 2 or above. If you
are not a Line Manager Level 2 or above you must re-assign this task to an
appropriate Line Manager.

You must then update the HRConnect Manager Self-Service screens with details of the
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staff member’s actual return to work pattern on a weekly basis, following system alerts for
you to do so.
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The system may be updated by a Line Manager Level 3 but must be authorised by
aLine Manager Level 2 or above. If you are not a Line Manager Level 2 or above
you must re-assign this task to an appropriate Line Manager.

HRConnect will send you a copy of the phased return to work agreement which you must
sign and return to HRConnect so they may issue it to the member of staff.

You should review the progress of the member of staff under the phased return to work
arrangements on an ongoing basis and where appropriate, update these arrangements.
The phased return to work pattern must be reviewed on an ongoing basis by aLine
Manager Level 2 or above. If you are not a Line Manager Level 2 or above you must
re-assign this task to an appropriate Line Manager.

For Industrial Departments that employ Administration Staff

You must ensure that you follow all Line Management steps fully; this section only relates
to forwarding relevant documentation in Industrial Departments that employ
Administration Staff to input. Administration Staff actions are limited to this section.

You should complete the Phased Return Instruction form[REF1.51R2]andthenthe
Phased Return Weekly Returns form[REF1.93R2], and forward to Administration Staff,
who will input the authorised form on the system, print the review screen, and attach to
the authorised form (this is optional). Administration Staff will then submit the data on the
system. All data entered by Administration Staff will be verified through a peer-to-peer
check, where a different member of Administration Staff will validate the information
recorded against the authorised form. This check can be conducted online or with a
printout of the review screen offline.

Where the data has been inputted correctly, the Administration Staff must sign to verify
that the check has been performed. Where the data has been inputted incorrectly,
Administration Staff will update the system with the correct data and resubmit.

The Line Manager of the Administration Member of Staff must conduct a percentage
check (please refer to your Department’s management checking process). Where the
data has been inputted incorrectly, Administration Staff will update the system with the
correct data and resubmit.

All documentation should be retained locally by the Business Unit.
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Stress/Anxiety/Depression/Other Psychiatric lliness

Where an a member of staff informs you that they are suffering from
Stress/Anxiety/Depression//Other Psychiatric lliness you should record the absence on
HRConnect immediately to ensure early intervention by DHR’s, if required.

7.01 Referrals and Interventions V10.0 Page 12





7.1 Referrals & Interventions User
guide for Departmental HR

Step 1 Request referral

Where Departmental HR identifies, or is informed of a potential need to request a referral

or an assessment for a member of staff they will consider the following:

 Where Departmental HR feels an urgent referral is required, they should contact the
Occupational Health Service or other relevant occupational health service provider
directly by telephone so that an immediate appointment can be made. Following any
urgent referral, the normal referral process should be initiated to ensure that all
appropriate system and documentary steps are followed

Where Departmental HR decides, after review, that an individual's case requires early
intervention (designed to ensure that where necessary and requested, staff receive timely
support and advice in the management of work and/or non-work related issues) they
should:

e Access an Authorisation for Earlylnterventionform(REF3.5) by logging on to
HRConnect via their PC. Departmental HR will complete and forward this to
HRConnect on behalf of the member of staff by email or post, as appropriate

* Where neither of the above applies, Departmental HR should access an Authorisation
for ReferralRequestform(REF3.4) by logging on to HRConnect via their PC,
Departmental HR will complete, review and authorise the request to HRConnect on
behalf of the member of staff by email or post, as appropriate.

Step 2 Review referral requests and initiate action

Departmental HR will receive any other copies of completed Occupational Health Service
and Early Intervention request forms for review. Where appropriate, Departmental HR will
authorise the requests, after seeking input from LM and others, where appropriate and
return them to HRConnect by email or post. W here this referral is made as a
consequence of an EARLY INTERVENTION (designed to ensure that where necessary
and requested, staff receive timely support and advice in the management of work and/or
non-work related issues) early intervention forms must be submitted with the referrals
form. Departmental HR should also complete forms for a re-scheduled referral date,
where they have agreed such a request made by the employee.

When a referral is initiated, the form should contain relevant background information on
the individual concerned. You should complete the relevant sections of the form and
together with any documentation, or further information requested, return this to HR
Connect by email who will forward it to OHS.

Copies of OHS referral forms and guidance about using them has been provided by OHS
to DHR.

Step 3 Welfare Intervention

Depending on the nature of the case, Departmental HR may recommend the services of
Welfare and Employee Assistance Programme (EAP). Where the employee agrees,
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Departmental HR will notify Welfare Service of the case and send full instructions and
case documentation to this officer to assist in their report. The Welfare Officer
appointed will then update the employee record with details of the Welfare contact.
The nominated Welfare officer will contact the member of staff by telephone to
arrange a meeting. Departmental HR can appoint a Welfare Contact, where the
Employee agrees, or recommend an Employee Assistance Programme at any
time in the process where appropriate.

Where a Welfare Officer has been contacted because it is felt early intervention
(designed to ensure that where necessary and requested, staff receive timely support
and advice in the management of work and/or non-work related issues) is required
the Welfare Officer will contact employee as soon as possible when an absence has
been recorded.

In both instances, the location of any meeting will depend on the circumstances of
the staff member’s absence. Following any meeting conducted by the Welfare
contact, they should update system Welfare screens, as appropriate, emalil
Departmental HR and discuss the outcome of the meeting and produce and provide
a written report. (This report may only be a couple of lines to indicate outcome,
where appropriate, or may be a fuller report, with recommendations) Based on this
discussion, Departmental HR will decide on the appropriate action to take, for
example, to refer the individual to the Occupational Health Service or other relevant
occupational health service provider. Departmental HR must then update the system
with the outcome of the meeting. W elfare will then send a sealed report direct to
HRConnect, this should be accompanied by a pro-forma with instructions and any
actions which are required. Where no further action is to be taken, following the
Welfare contact, DHR should inform HR Connect by email, who will then update the
system.

Where a member of staff is absent for some time, the nominated Welfare Officer will
maintain ongoing contact with the member of staff and Departmental HR to discuss
their continuing absence, the possibility of returning to work or referral to the
Occupational Health Service or other relevant occupational health service provider.

Step 4 Receive copy of appointment details

Where the Occupational Health Service or other relevant occupational health
service provider has arranged an appointment with a member of staff, Departmental
HR will receive an alert, containing the appointment details from HRConnect. This
will include the following details:

e Date, time and venue of medical appointment

e Expense claim details

If, in exceptional circumstances, the member of staff is unable to attend the
appointment, or wishes to cancel the appointment (for example, if they are returning
to work),they will contact Departmental HR by telephone or post as soon as possible
to request an alternative appointment, or cancellation. Departmental HR will review
this request and take appropriate action, This may include contacting HR Connect,
as soon as practicable to instruct them to inform OHS of the cancellation. After
reviewing a request which results in a re-scheduled referral appointment,
Departmental HR must complete and authorise the appropriate pro-forma and send
to OHS.

7.01 Referrals and Interventions V10.0 Page 14





Step 5 Discuss reason for non attendance at the appointment with
member of staff

If a member of staff fails to attend their appointment, Departmental HR will arrange to
meet, or discuss by telephone with the individual concerned to discuss the reasons
why they missed their appointment. Based on this discussion, Departmental HR will
then instruct HRConnect of any further action to be taken in this case. This may be
done by email or post and should include an authorising signature.

For further information please refer to 6.01,Disciplinaryuserguide.

The member of staff will receive a letter from HRConnect informing them, as
appropriate, of the following:

e Details of the missed appointment

e Consequences/actions arising from missing the appointment

e Confirmation that a further appointment will be made

< Notification of the potential cessation of Occupational Sick Pay

Step 6 Receive report from Occupational Health Service or other
relevant occupational health service provider

Following the staff member’s attendance at their medical appointment, or even if a
medical appointment was not required, Departmental HR will receive a copy of the
report from the Occupational Health Service or other relevant occupational health
service provider and will agree the distribution of the report or appropriate sections
of it. Departmental HR should access, and complete a
ReportDistributionform(REF1.32) by logging on to HRConnect via their PC,
Departmental HR will forward the completed form and send to HRConnect regarding
the distribution of the report by email or post.

Step7 Meet with member of staff, where appropriate, to discuss report
outcome

Once the member of staff has received a copy of the correspondence following their
medical appointment, Departmental HR may, where appropriate meet with the
officer, to discuss the report. In certain circumstances, this meeting may be with line
management. Departmental HR may seek input from Line Management or the
Occupational Health Service or other relevant occupational health service provider.

For applicants placed through Pre-Placement Verification and Offer, Departmental
HR will discuss the suitability of the placement with the Competition Lead and the
Occupational Health Service, or other relevant occupational health service provider,
where appropriate.

Based on these discussions Departmental HR will issue recommendations to
HRConnect by post following the meeting using the Referrals and Interventions -
Recommendation Report Form. HRConnect will then inform the member of staff or
applicant of the outcome of this decision. (The letter generated will first be sent to
DHR for countersignature)

Where the decision results in the individual's employment being terminated,
Departmental HR must review and sign the termination letter generated by HR
Connect, they must then return the letter to Departmental HR for distribution.
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Step 8 Take appropriate remedial actions

Once the member of staff has received written confirmation of the outcome of the
referral decision and has accepted the outcome, Departmental HR will implement
the appropriate remedial action. This may require input from Line Management and
others as appropriate. Where the member of staff does not accept the OHS
findings, they may

appeal against the medical opinion using the appeals procedure set out in the NICS
Staff

Handbook.

Step 9 Instruct HRConnect

Where the appeal is not upheld, Departmental HR will instruct HRConnect by email
or post of the appropriate remedial action agreed, using the form “Referrals and
Interventions, Instructions on remedial action HR — REF 1.45”, which can be
downloaded from the Portal

For Northern Ireland Audit Office (NIAO) and Chief Electoral Office (CEO)
and for Departments with Pay-only personnel

Departmental HR should complete a

and send to HRConnect by email or white mail. HRConnect will update the
system with the phased return details and will issue communication as
appropriate (to the employee for Pay-only personnel within departments or
directly to the NIAO and CEO) by email or white mail.

Stress/Anxiety/Depression/Other Psychiatric lllness

You will receive an alert when an officer has an absence being created as
anxiety/stress/depression/other psychiatric illness. You should contact the line
manager to establish if they can provide any information about the absence. If
appropriate, you should complete form SAB 1.109 (Request to issue Stress
Questionnaire/Temporary Injury Award Booklet) and submit it to HRConnect instructing
them to issue a Stress Questionnaire to the employee. Early intervention is
fundamental in the management of all stress related absences and should be referred
to OHS and Welfare immediately.

If the employee indicates that they require a Temporary Injury Award Booklet,
please instruct HRConnect to issue it.
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7.1Referrals & Interventions

Guidance for Identifying and implementing Reasonable Adjustments

Introduction

The Disability Discrimination Act (the DDA) recognises that various barriers exist
within society which may present practical difficulties for people with a disability who
are seeking employment, who are currently in employment and for many when
accessing goods, facilities, services and premises. A detailed definition of disability

is provided at Annex 1 —Definition of Disability.

The DDA says that the duty to make reasonable adjustments applies where any
physical feature or premises occupied by the employer, or any arrangements made
by, or on behalf of the employer, cause a substantial disadvantage to a person with a

disability compared to a person without a disability.

An employer has to take such steps as are reasonable, in all the circumstances, to
prevent that disadvantage —in other words, the employer has to make a “reasonable

adjustment”.

Examples of adjustments are detailed at Annex 2 — Reasonable Adjustments in

Employment.

There are a number of ways the need for an adjustment in the workplace may be
identified. The most common approach is when a member of staff raises a particular
issue with their line manager, e.g. a problem with the physical surroundings or layout
of a building or office, a requirement for specialist equipment or the need for

additional, or tailored, training.

Sometimes the line manager will become aware that a member of staff is
experiencing a difficulty in the workplace, and this may be identified as part of the
managing attendance process, during review meetings to discuss performance,

through general observation or other meetings with staff.
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In some cases the line manager will be made aware in advance that an individual
(e.g. a new start /transfer) may require some adjustment, and it is important that the
line manager is provided with as much information as possible to fully consider the

adjustment required. See Step 2 Agree and Implement

What is meant by ‘reasonable’?

This depends on the individual circumstances of each case, as no one solution fits
all. It must be reasonable for the person with the disability, and the aim, as far as
possible, should be to remove or reduce the disadvantage: and it must be reasonable
for the NICS/Department as an employer and fall within the organisation’s financial

resources and business need.

The full financial resources of the Department must be taken into consideration, not

simply those of a particular site where an individual is based.

An adjustment to the workplace or practices is reasonable if it is effective for the
employee and does not adversely impact on service delivery, other staff members,
cost or is impractical to provide. (More information on reasonable adjustments is
detailed at Annex 2 — Reasonable Adjustments in Employment and Annex 3 — Mental

Health Challenges).

Useful factors to consider when determining what is reasonable:

e How effective the change will be (if it doesn’t remove or ‘substantially
alleviate’ the disadvantage to the employee, it may not be necessary to make
the adjustment);

e The extent to which it is practicable- the more straightforward the adjustment
the more likely it is to be reasonable. However, just because an adjustment
may be difficult to implement does not necessarily make it unreasonable;

¢ How the adjustment may impact on the service provision to customers,

organisation or resources;
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¢ Health and safety considerations e.g. the effect it will have on other staff e.g.
evacuation procedures, which may involve colleagues;
e Allocating some of the individual's duties to another person or restructuring

the team, so that the task is covered by other means;

¢ Financial and other costs — many reasonable adjustments cost little or
nothing to implement. However, in some cases the adjustment (s)
though considered reasonable, may have budgetary implications which
may require approval from the budget holder/Head of Branch/Division.
The costs should not prevent the adjustment being implemented
without a thorough examination of the costs/benefits to the

organisation.

Adjustments can be agreed on a temporary, occasional or permanent basis.
However, in all cases they should be reviewed regularly to ensure that they are still

relevant and effective.

Adjustments for physical disability are frequently relatively straightforward, as they

are often changes to the physical environment (e.g. ramps, lifts, computer software).

Staff with mental health challenges, including bipolar disorder, anxiety and
depression, can also be affected by their health condition to the extent that they

require an adjustment in the workplace.

It can sometimes be difficult for line managers to identify what adjustments may be
appropriate in these circumstances, and further information is available at Annex 3 —

Mental Health Challenges.

The member of staff should access HRConnect through the self service facility, and
input the request for a reasonable adjustment. The member of staff should also

complete the Reasonable Adjustment Request Form / Agreement.

The HRConnect process is set out at Annex 4 — HR Connect Self Service Facility. A

flowchart detailing the reasonable adjustment process is also included at Annex 4.
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It is important to include the member of staff at all stages of the process. (He/she can
also be supported during this process if required, e.g. Welfare Officer or trade union
representation etc). Many factors will be involved in deciding what adjustments to
make, including business needs and individual circumstances. Different people will
need different things even if they appear to have the same disability. Line managers
should therefore consider every request on a case by case basis, and avoid making

assumptions.

This guidance provides advice and support for line managers when dealing with
requests for adjustments: the factors to be considered, the importance of keeping

records and where to look for additional support.

The guidance is also designed to help ensure that any requests for an adjustment in
the workplace are handled, effectively, efficiently and sympathetically, to meet the
needs of the individual and the NICS.
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3 Step Process

This guidance details the 3 step process to be followed by line managers when
dealing with requests from staff for an adjustment in the workplace. The 3 steps in

the process are:

-~ - -

The guidance highlights useful factors to consider when determining what is

reasonable, along with good practice when making adjustments. Sources of help and
support are also signposted, including Departmental HR, Disability Liaison Officer
(DLO), Departmental Equal Opportunities Officer (DEOQO) Occupational Health
Service (OHS), Health and Safety Officers, Trade Union Representatives and
Disability Employment Service (DES).

This process also details the importance of recording new and /or current
adjustments in place on HRConnect, including the requirement for a review date to
be set when the adjustment is being recorded on the system.

In circumstances where the member of staff requesting an adjustment at work is
absent due to illness, the line manager should ensure that a copy of the application
form for an adjustment in the workplace is issued to the member of staff for
completion. On receipt of the application form the manager can arrange to meet with
the individual to discuss, and follow the steps outlined in the guidance. The

HRConnect system can be updated when the individual returns to work.
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Step 1 Meet to discuss

It is important that the line manager has a meeting with the member of staff to seek
their views on:
¢ In what way does their impairment affect their day to day activities in the
workplace?
e What, if any, adjustments in relation to the above might help them in
performing their role?
e What, if any, adjustments may help to remove any substantial disadvantage?
e When the adjustment has been identified the line manager determines
whether it is reasonable i.e. can it be accommodated by the business in terms
of maintaining service delivery, cost (manager to obtain necessary approval),
and the impact on other members of staff? and

e What action is required by whom and within what time-frame?

Annex 5 provides further quidance - Points to consider before and during the

meeting.

Please note: The member of staff may also provide supporting evidence (e.g. letter
from GP etc.) that he/she wishes the manager to be aware of when considering any
request for an adjustment. While it is accepted that a member of staff is not required
to disclose the nature of their disability, he/she should be made aware that managers
can only make decisions based on the evidence that has been provided. Supporting
evidence from the GP should outline the benefits of the adjustment to address the
barrier, rather than any detail of the medical condition. Managers also need to ensure
adherence to Departmental Data Protection Guidelines in relation to personal and
sensitive information that may be provided as part of a request for an adjustment

(Annex 8 — Data implications for Line Managers).

Line managers should determine what assistance may be available to the
Department to help with the adjustment, such as advice from RNIB, Action on
Hearing Loss, Employers for Disability NI ((EFDNI), Access to Work or Workable NI,
Disability Employment Service, (DES) and Health and Safety. DES provides advice,
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guidance and training for people with disabilities and health issues. They could also
consider Display Screen Equipment (DSE) risk assessment if necessary. Links to

Sources of Help and Support are detailed at Annex 7.

The costs of implementing the adjustment will normally be paid for by the
Department. In cases where there is a reduction in working hours, this will be
reflected in a reduction in salary for the individual. If equipment such as a wheelchair
is supplied though ‘Access to Work’ an officer may be required to contribute a % of

the cost, if there is a personal benefit from the provision of the wheelchair.

It is also important to advise the member of staff that as a line manager you may
need to seek confidential advice from other relevant areas within the Department;
more senior management, Departmental HR (DHR), Departmental Equal
Opportunities Officer (DEOOQ), Disability Liaison Officers, Disablement Employment
Service (DES), and Health and Safety (H&S).

Where the adjustments are relatively straightforward and support/advice can be
provided from DHR/DEOO/DES and H&S, no input is likely to be required from OHS.
However, if further advice or guidance is required, the following options for support
are available from OHS:-

¢ Informal — phone call / email to Occupational Adviser using OHS client
services mailbox. This contact can be made by line management/DHR.

e Formal — using General Fitness Referral process. Line management should
refer to OHS Best Practice Guide:- http://www.nicsohs.gov.uk/ohs-best-

practice.pdf
e Case Conferences — for the more difficult and complex cases, involving

OHS, DHR, Line Management and other specialist support as appropriate
(Disability Action, Autism NI etc).

Examples of when a referral to the OHS may be necessary:
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¢ If, for health reasons, a member of staff has difficulty completing the phased

return plan within the 3 month period — OHS may provide advice on whether
this period should be considered by management for extension on an
exceptional basis, providing any extension can be accommodated by the
business area. Link to policy:-
https://portal.hrconnect.nigov.net/portal/page/portal/NICS PG/nics _hrhandbo
ok/Policies/3.%20Leave%20and%20Attendance/3.01%20Sickness%20Absen
ce/12.%20Phased%20Return%200n%20Medical%20Grounds.

e Where a specific adjustment has been identified and there is doubt about the
employee’s fithess/capability to undertake that adjustment; and

¢ For consideration of ill health retirement where all adjustments have been
explored and either cannot be reasonably accommodated or have not been

effective in enabling the employee to remain at work.

All formal OHS referrals are made through DHR.
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Agreement:
It is essential that the line manager agrees with the member of staff what
adjustment(s) will be implemented, to what extent, and who needs to be informed of

the adjustment being accommodated, along with relevant review dates.

It is also important to agree, if appropriate, what information the member of staff
wishes to share in relation to their disability. This may include other staff who will
have a role in ensuring that the adjustment is carried out and maintained e.g. work
colleagues, trade union representatives. It is essential that the staff member’s wishes

regarding confidentiality should be adhered to.

If the adjustment requested cannot be accommodated in the current office/location
the case should be referred to DHR for action, and the member of staff advised
accordingly. DHR will determine if the adjustment can be accommodated elsewhere
in the Department, and if this is not possible consideration will be given to placing the
individual in the DDA priority pool, to facilitate consideration by other Departments.

Sometimes it may be necessary to tell staff that their request is not reasonable and
that it will not be possible to accommodate it. That conversation should be handled
sensitively, patiently going through the issues discussed and clearly setting out why
the department feels unable to meet the particular adjustments. In some cases it may
not be possible to accommodate all the adjustments requested, but managers should
endeavour to accommodate as many as possible, and document the reasons for not
being able to accommodate others, if appropriate. It is not suggested that the staff
member will necessarily agree with the decision but it is important that the line

manager has explained the rationale behind it.

Implementation:
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Adjustments are often relatively simple and straightforward to implement, without
significant cost implications for the Department. Where a cost does apply, advice on
funding adjustments should be sought from senior management team or DHR/DEOO
as appropriate. It is also important that the HRConnect system is updated with details
of any adjustment implemented, along with review dates. The line manager/DHR will

then receive an alert from HRConnect when the review date is reached.

To help manage the expectations of staff, it is important to keep the individual

updated on the progress of the implementation of the agreed adjustments.

If appropriate, the line manager should consider the need to put in place a personal
emergency evacuation plan (PEEP). PEEPs are designed to ensure the safe

evacuation of people with disabilities in the event of fire or other emergencies.

All discussions, offers and decisions with regard to adjustments should be fully
documented by the line manager, including appropriate line management approvals
where necessary. This will also include those where management are unable to
accommodate the adjustment, and all records should indicate the rationale for the
relevant decision. Just because a particular post or duties cannot be adjusted does
not mean the request is not approved; business areas and Departments need to
explore the feasibility of implementing the adjustment in other posts.

It is also good practice to monitor the adjustments currently in place for members of
staff. If current adjustments have not been recorded on HRConnect, line
managers are advised to take necessary action to update the system, and input
review dates as appropriate.

If a member of staff turns down the offer of a post which will accommodate the
adjustment requested, it is prudent for the manager to enquire why the post is being
refused and to assess if it would be a reasonable step to make another/different

offer.

If the decision is not to approve the requested adjustment, either from a business

delivery or cost perspective, it should be clear to the staff member why this is so. If
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staff consider the decision taken not to implement a request for an adjustment is
unreasonable or unfair, then they can appeal using the Grievance Policy. The link to
the relevant section of the HR Handbook is below:-
https://portal.hrconnect.nigov.net/portal/page/portal/NICS PG/nics _hrhandbook/Polic
ies/6.%20Employee%20Relations/6.04%20Grievance.

Reasonable Adjustment Agreement

Once an adjustment has been agreed and implemented, and recorded on
HRConnect, the record will be known as a ‘Reasonable Adjustment Agreement,’
(RAA). It is an arrangement between a line manager and a member of staff, for a
specific post, but should be transferable to other line managers. If a new line
manager is appointed, he/she should accept the adjustments already agreed and in
place, until such time as both parties have worked together for some time and it is

reasonable to review the arrangements together.

However, if the staff member intends to change jobs, either through transfer or
promotion within their own department or to another department, the existing line
manager is responsible for ensuring details of the reasonable adjustments recorded
on the Reasonable Adjustment Agreement are shared with the new line manager
once an individual is deemed suitable to fill the post, but before release dates are
finalised. (A copy of the Reasonable Adjustment Agreement may be shared with a
new manager, provided the member of staff has given consent for this form to be
released.)

The line manager must consider whether the agreed adjustments can be
accommodated and if not, must provide reasons in writing to Departmental HR who
will liaise with HRConnect. Existing review dates should be adhered to, however, in
some circumstances it may be necessary to allow some time for a member of staff to
settle in a new post before reviewing the adjustments in place, to ensure they are in a
position to identify exactly the adjustments required. If the duties of the post are
significantly different to the previous post, the new line manager should ensure
adequate review dates are agreed with the member of staff, and updated on HR
Connect.
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In some cases the new line manager may have genuine concerns which need to be
addressed before the transfer can be finalised and, in exceptional situations, the
transfer may need to be postponed or reviewed in light of these concerns. It must be
remembered that the NICS has a duty of care to all staff and must recognise that —
particularly in dealing with mental health issues — there can be stresses and strains

associated with taking up a new position which need to be assessed for the benefit of

all concerned.
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Step 3 Review

It is important to review the impact of any adjustments at an agreed timescale to
ensure they continue to be appropriate. Some health conditions are progressive and
can deteriorate over a period of time. Similarly, a condition may improve and the
adjustment may no longer be required. It is recommended that adjustments regarded
as permanent are reviewed annually. Review dates of temporary adjustments should
be more frequent and agreed with the member of staff when the adjustment is put in

place.

When the HRConnect system is updated with details of the adjustment implemented,
along with a review date, the system will automatically issue an alert to the line
manager/DHR. This should prompt the line manager to meet with the member of staff
to review the arrangements in place. However, the line manager may also have an
opportunity to check arrangements during return to work discussions, interviews after

sickness absence, or performance review meetings.

Line managers need to be mindful of the following:

e Give consideration on an ongoing basis to any potential impact that an
employee’s disability may have on their ability to undertake/get involved in
new initiatives/ways of working; attend/participate in meetings, training etc:

e Before proposing to alter or remove an adjustment, e.g. due to changes in the
employee’s work etc, meet with the individual to explore the impact of any
proposed change and discuss the options available:

o If necessary seek further help/support from DHR/DEOO/DLO/H&S/OHS:
Annex 7 details links to additional sources of information.

¢ Any changes to the adjustment arrangement should be recorded and updated

on HRConnect, with revised review dates.
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Annex 1

Definition of Disability

The DDA defines disability as ‘a physical or mental impairment which has a
substantial and long term adverse effect on a person’s ability to carry out normal day-

to-day activities’.

Physical impairment: this includes, for instance, a weakening of part of the body
(eyes, ears, limbs, internal organs, etc) caused through iliness, by accident or from

birth. Examples would be blindness, deafness, paralysis of a leg or heart disease.

Mental impairment: this includes mental ill health and what is commonly known as

learning disability.

Substantial: put simply, this means the effect of the physical or mental impairment
on ability to carry out normal day-to-day activities is more than minor or trivial. It does

not have to be a severe effect.

Long-term adverse effect: the effect has to have lasted, or be expected to last, 12

months or more, and the effect must be a detrimental one.

A normal day-to-day activity: this is something which is carried out by most people
on a fairly regular and frequent basis, such as washing, eating, catching a bus or

turning on a television.

The person must be affected in at least one of the respects listed in the DDA:
e mobility;
e manual dexterity;
¢ physical coordination;
e continence;
¢ ability to lift, carry or otherwise move everyday objects;
e speech, hearing or eyesight;
e memory or ability to concentrate, learn or understand;

e perception of risk or physical danger; or
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¢ ability to take part in normal social interaction or in forming social

relationships e.g. autism spectrum conditions.

The Disability Discrimination (NI) Order 2006 made some changes to the definition of
disability and ensured that people with HIV, cancer and multiple sclerosis are
deemed to be covered by DDA as soon as they are diagnosed.
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Annex 2

Reasonable adjustments in employment

Adjustments can take many forms. They are always specific to the individual and
should be considered whenever any features of the employer’'s premises, or any
arrangements made by the employer, put an individual with a disability at a
substantial disadvantage in comparison with their non-disabled colleagues. The
purpose of an adjustment is to create a level playing field; it is not special treatment;
it is a right. It may be necessary to make adjustments to premises, altering the
person’s hours of work, reallocating minor duties, modifying equipment or providing
additional support.

Examples of Reasonable Adjustments

The following list sets out some possible examples of an adjustment which
could be made to accommodate an individual’s disability.

Adjustments can be agreed on a temporary, occasional or a permanent basis.

e Making structural or physical changes such as widening a doorway, providing
a ramp or moving furniture for a wheelchair user;

e Acquiring or modifying equipment, e.g. altering the height of a computer
workstation, providing a suitable chair, voice activated software etc;

e Modifying instructions or reference manuals, e.g. providing them in Braille or
large print;

e Providing additional or tailored training, coaching or mentoring, for example
for someone with dyslexia;

e Adjusting/changing working hours, e.g. allowing someone whose medication’s
side effect is fatigue a later or flexible start time, or more frequent rest breaks,
or variation in working patterns;

e Allowing more time for written tests as part of a recruitment/promotion
exercise;

o Considering the possibility of working from a different location;

e Providing a reader or interpreter, e.g. for someone who is deaf;

o Changing the method of doing the job, e.g. allowing an employee who cannot
drive due to epilepsy to use public transport or where appropriate taxis for

business travel;
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e Adjusting targets or workloads;

e Extending an individual’s probationary period if disability-related sickness has
prevented the individual from being able to demonstrate an acceptable level
of performance during the normal probationary time-scale for the role;

e Holding meetings in an accessible room; or arranging for short breaks during
long meetings;

e Allocating some minor aspects of the role to another / other individuals
without overburdening other individuals.

e Relocation where appropriate and practicable.

There will be situations where adjustments can be made which do not fall under any
of the above headings. The important point is to consider the requirements of the

individual in line with the needs of the service.

If it is not possible to accommodate an adjustment, the Department must prove that it
has explored all avenues and must present justifiable reasoning why a measure
could not be taken, for example, a valid business reason or a health and safety issue.
(Please note that health and safety supersedes all else as the duty of care).
Stereotypical assumptions about the health and safety implications of disability
should be avoided. Less favourable treatment based on such assumptions may itself

amount to direct discrimination.
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What are mental health challenges?

One in four people will experience mental health challenges in their lifetime. This
means that everyone should be encouraged to be aware of their own changing
health, and that a culture of openness and acceptance will allow health problems to

be addressed early.

More severe mental health issues occur when a person experiences symptoms
related to their mood, anxiety level or their perceptions of reality. One or more of
these symptom areas can be experienced by a person during a period of iliness
(often called an episode). Mental health issues can develop in anyone, regardless of
their job, gender, age or social background. It is not a sign of weakness if someone

becomes unwell mentally, any more so than if they developed a physical iliness.

People with a more significant mental health issues may experience ‘episodes’ of
illness and long periods of being unwell. It should not be assumed that someone will

not be able to stay in work if they become unwell, as this is often not the case.

Reasonable adjustments not only make it possible for a disabled person to fulfil the
role, but can also prevent the build up of pressure which can trigger ill health.
Therefore, reasonable adjustments should be seen as an effective way to protect the

health of staff and potentially prevent deterioration of health.

Examples of reasonable adjustments for mental health problems

Support with managing workload.

Managing workload and priorities can be difficult for a range of reasons, including
problems focusing or a tendency to take on too much. Some people benefit from
having extra support with this, either on an ongoing basis or just when they need it.
This may mean focusing on a specific piece of work for a while, or supporting

someone to manage their time and prioritise work.

Flexible hours

7.01 Referrals and Interventions V10.0 Page 34





Someone with mental health issues may find it extremely difficult to wake up early in
the morning. This is often due to the side effects of medication. Other issues, such as
anxiety, can make getting to work or using transport difficult. Agreeing start and finish
times which are more manageable can be beneficial and prevent unnecessary
pressure. If someone is not completely recovered, but able to work, it can be useful
to alter the contracted number of hours worked per week on either a temporary or

permanent basis.

Building Confidence

People with mental health problems often report a lack of confidence on returning
from time away from work. Support to rebuild certain skills can help address this, if
this is what someone wishes. If someone has been out of work for a long time due to
a mental health condition, or has not worked before, they are likely to need some

training/retraining to use certain IT or communication tools.

Change of workspace

A noisy or even a very quiet workplace can be difficult to cope with for some. It can
be useful to explore options such as moving to a workspace away from passing
‘traffic’, or enabling someone to take work into a different room. You could consider
hot-desking if this suits the person. Changing the workspace physically, by using
screens/plants, could help. Some people also find using earphones helpful to block
out workplace noise. It may be appropriate to discuss potential changes to the

workspace with the Premises Officer, in advance of changes being implemented.

Methods of working

Some people with mental health issues may have difficulties using particular
methods of work or communication. This can be due to a range of reasons, such as
difficulty concentrating for long periods, anxiety using a telephone, or periodically
finding it difficult to use a computer or electronic communication. Where possible, the

individual should be able to use alternative methods which suit them better.

Travelling
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Travelling can be very difficult for some staff, sometimes only from time to time.
People should not be expected to travel to events or training if this is too stressful,

and alternative arrangements should be made so that they don’t miss out.

Attitudes of staff

If a lack of awareness of mental health issues among staff impacts on the employee
negatively, this should be addressed. Attitudes of colleagues can undermine

adjustments which would otherwise be effective.

Redeployment to another post or grade

If there are no reasonable adjustments which will enable the employee to continue in
their original role, they could be unfit for that particular job. In such circumstances it is

best to seek advice from DHR.

This is a guide to what adjustment might be helpful, adjustments that may be

considered are not restricted to those listed.
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AlNnex 4

HRConnect self service facility

The member of staff should access HRConnect through the self service facility, and
input the request for a reasonable adjustment. A link to User Guide — Referrals and

Interventions is attached below.

https://portal.hrconnect.nigov.net/portal/page/portal/NICS PG/nics hrhandbook/nics
process/NICS HB PROCESS Health%20and%20Safety/7.01%20Referrals%20and

%20Interventions

Additional information is also available in the Health and Safety Quick Reference

Guides available on HRConnect. Links to the relevant sections attached below.

Employees:

https://portal.hrconnect.nigov.net/portal/page/portal/NICS PG/Training Materials/OR
%20Guide%20-%20Health%20and%20Safety%20-%20Employees.PDF

Managers:
https://portal.hrconnect.nigov.net/portal/page/portal/NICS PG/Training Materials/OR
2%20Guide%20-%20Health%20and%20Safety%20-%20Managers.PDF

The Reasonable Adjustment Request Form /Agreement is a downloadable form and
can be accessed via the attached link:
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Annex 5

Points to consider before and during the meeting

It is important for the line manager to prepare for the meeting, and to encourage the

individual to consider the following before any discussion:-

What is causing the member of staff a particular difficulty in the workplace, e.g.:
e Physical surroundings, office furniture;
¢ Ability to perform an element of their job;
e Instructions or reference manuals, training;
e Ability to participate in training/ meetings;
e Start/ finish/ break times ; and

¢ Equipment, software, telephones.

How this may be addressed, e.g.:

Adjusting physical features of the workplace;

e Adjusting the way things are done;

e Providing additional support and training;

e Altering working hours or allowing additional breaks;
e Providing extra equipment; and

e Providing extra equipment.

See Managing Disability in the Workplace Checklist at Annex 6.
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Managing Disability in the Workplace Checklist

Annex 6

Do Don’t
Listen to the member of staff with the disability. x Make assumptions, not all disabilities are visible.
Ask the member of staff with the disability if there are any job x  Pry or seek information you don’t need.
adaptations required to allow them to perform their duties. x  Divulge any information provided to you in confidence without
Treat any information provided to you in confidence. the staff member’s consent.
Appreciate the needs of staff with disabilities; value their x  Assume a member of staff with a disability wants or needs your
contribution to the workplace. help.
Offer assistance to a wheelchair user or person with a disability x  Assume that people with learning difficulties or mental health
but wait for it to be accepted. issues can only carry out less demanding tasks
Ask about their needs in the event of an evacuation from the x Assume that all deaf people use sign language.
building, and ensure PEEP put in place. x  Dismiss a request for a reasonable adjustment out of hand.
x Discriminate against staff with a disability.

Ask the member of staff with the disability if there is any
training specific to their disability which would be useful for
colleagues in providing them with assistance.

Adjust an individual's PPA where appropriate.
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Annex 7

Links to additional sources of information

Workable NI - http://www.delni.gov.uk/index/publications/pubs-das/das-workableni-case-

studies.htm

Action Mental Health - www.amh.org.uk

Action on Hearing Loss - www.actiononhearingloss.org.uk

Access to Work - http://www.delni.gov.uk/access-to-work- web .pdf

Disablement Employment Service - http://www.delni.qgov.uk/disability-employment-

service-leaflet.pdf

Disability Action - www.disabilityaction.org

Employers for Disability NI (EFDNI) — www.efdni.org

Information and services for people with disabilities can also be accessed via NI

Direct - http://www.nidirect.gov.uk/index/information-and-services/people-with-

disabilities/employment-support.htm

RNIB - www.rnib.org.uk

Ulster Supported Employment Ltd - www.usel.co.uk
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Annex 8

Data Protection Implications for Line Managers

The new approach to identifying and implementing reasonable adjustments in the
workplace for staff means that line managers will be more involved in handling medical

information which is classed as sensitive personnel data under the Data Protection Act.

It is important to ensure that sensitive information is stored securely, and access is
restricted only to those with a need to see it. Where it is no longer necessary to keep the
information it must be disposed of immediately and securely. If there is a need to discuss
personal data by phone you must verify the identity of the requester and ensure that you
have privacy during any phone discussions. Similarly, if personal information is copied or
printed you must ensure that it is collected immediately and the original is not left in a

photocopier.

An assessment of the potential risk posed in sending personal information by internal mail
or post should be carried out to decide whether this is appropriate. Consider the damage
or distress that could be caused to individuals if the information was lost or stolen. When
emailing information, care should be taken to ensure that it is sent to the correct recipient,
and managers should adhere to departmental procedures re data protection.

In line with the Government Classification Scheme, almost all personal information / data
will be handled within OFFICIAL without any caveat or descriptor. In very limited
circumstances, specific sensitivity considerations may warrant additional (generally
procedural) controls to reinforce the “need to know” for access to certain personal data at
OFFICIAL.

Personal information / data should only be managed in the SECRET classification
where the context warrants defending against a heightened threat profile, e.g.
data identifies a person as being in an exceptionally sensitive position or situation

(e.g. an employee of the Security and Intelligence Agencies).
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However all information must be subject to appropriate protection.
Departments/Agencies should use ICT access control measures, supported by
procedural and personnel controls, to manage their information assets and

enforce the “need to know” principle.

In the event of a data breach, it is important to act quickly and appropriately to minimise
risk to individuals. You should, therefore, report any incidents immediately to your Head of

Branch and the Information Asset Owner in your business area.
Further guidance on handling personal data can be found in the relevant Departmental
Data Protection Staff Handbook, or you can contact your Business Area Information

Manager or Information Management Unit for advice.
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7.1 Referrals & Interventions

This user guide sets out what you must do if you become aware of the need to discuss a
health related issue with Line Management or identify the need to request an adjustment
in the workplace. It also sets out the role of Line Management and Departmental HR.

In summary:

As soon as you identify the need to discuss a health related issue or request an

adjustment in the workplace, you should:

e Contact Line Management by email, telephone or meeting to discuss your health
related issue or to request an adjustment in the workplace via employee self service
(SteplContactLineManagement)

 Where appropriate, receive confirmation that you have been referred to the
Occupational Health Service or that your request for an adjustment in the
workplace is being considered.

e Complete Reasonable Adjustment Request Form/Agreement. For more
information refer to Guidance for identifying and implementing reasonable
adjustments. where appropriate (Step2Receive _confirmation of outcome of
discussion with Line Management)

e Attend OHS appointment, if appropriate (Step3Attendappointment)

« Receive confirmation of the outcome of the referral process from HRConnect (Step4
Meetwith Departmental HR )

e Meet with Departmental HR (or in certain circumstances, line management) to
discuss the outcome of your referral to the Occupational Health Service or other
relevant occupational health service provider, if appropriate (Step5
Receivedetailsofreferraldecision)

Line Management will:

< Discuss health related issue or the need for an adjustment in the workplace with
member of staff and initiate referral request if appropriate (Stepl Receive orinitiate a
referral request)

e Provide input to Departmental HR in reviewing referral requests and initiating
appropriate action (Step2ProvideinputtoDepartmentalHRinreviewingreferral
reguests)

e Refer to Guidance for identifying and implementing reasonable adjustments.
Complete the line manager section of the Reasonable Adjustment Request
Form/Agreement and instigate action, where appropriate (Step 3Update HRConnect
Manager Self-Service “Reasonable Adjustments” screen with details of the adjustment
implemented, along with review dates, or assessment details)

e Receive appointment details sent to the member of staff from HR Connect (Step4
Receive copy of appointment details)

- If appropriate and an appointment has been held, receive a copy of correspondence
sent to the member of staff following their attendance at a medical appointment (Step
5Receive copy of correspondence received by member of staff)

e Provide input to Departmental HR in deciding appropriate remedial action following
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the outcome of the referral process, if required (Step6Inputintoappropriateremedial
action, if required)

< Where necessary, agree a phased return to work pattern with the member of staff
and review this pattern on an ongoing basis (Step7Agreephasedreturntowork)

Departmental HR will:

e Submit a referral request form or, where required, an early intervention (designed to
ensure that where necessary and requested, staff receive timely support and advice
in the management of work and/or non-work related issues) request to HRConnect
(Step 1 Requestreferral)

e Review all requests for an adjustment in the workplace and initiate action, as
appropriate  (Step2Reviewreferralrequestsandinitiateaction)

« Notify Welfare Service, if required, to liaise with the member of staff throughout the
referral process (Step3W elfareintervention)

e Receive an alert containing the appointment details sent to the member of staff (Step
4Receive copy of appointment details)

 Where appropriate, discuss the reason why the staff member did not turn up to their
appointment  (Step5Discussreasonfornonattendanceattheappointmentand  process
any further action required with member of staff)

 Receive a copy of the medical report from the Occupational Health Service or other
relevant occupational health service provider for the member of staff who attended an
appointment and agree its distribution, where appropriate (Step6 Receivereportfrom
Occupational Health Service)

e Meet with the member of staff to discuss the outcome of the report and agree
remedial action following outcome of referral decision (Step7Meetwithmemberof
staff,whereappropriate, to discuss report outcome)

e Take appropriate remedial action (Step8Takeappropriateremedialaction)

e Instruct HRConnect regarding referral decision and action to be taken (Step9Instruct
HRConnect

In addition to this user guide, you may also wish to refer to the following HR policies, as
appropriate:
e 1.01, Recruitment website
e 1.05, Career Opportunities and Promaotion
e 1.06, Secondment
e 3.01, Sickness Absence
* 6.06, Inefficiency Sickness Absence
e 6.07 Inefficiency Performance
e 7.01,Health & Safety
7.04 NICS Display Screen Equipment (DSE) Eye care scheme

The following terms used within this guide are defined in the glossary:

Early intervention - designed to ensure that where necessary and requested, staff receive
timely support and advice in the management of work and/or non-work related issues.

Occupational Health Service Request form [Ref: 7.01.1F]
Early Intervention Request form [Ref: 7.01.2F]
Authorisation for Referral Request form (REF 3.4)
Reasonable Adjustment Request Form/Agreement
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Guidance for identifying and implementing reasonable

adjustments
Report Distribution form (REF 1.32)

7.01 Referrals and Interventions V10.0 Page 4





7.1 Referrals & Interventions
User guide for staff

Referral Process
Step 1 Contact Line Management

Where you identify a need to discuss a health related issue with Line Management , or
you feel that a reasonable adjustment can be implemented, you should contact Line
Management by email, telephone or meeting, or request a reasonable adjustment via
employee self service.

Line Management may ask you to complete a Reasonable Adjustment Request Form /
Agreement and may decide to refer your case for approval to DHR and then to the
Occupational Health Service or other occupational health service provider or to initiate an
assessment.

If you require further guidance refer to the Guidance for Identifying and Implementing
Reasonable Adjustments and W elfare policy.

Step 2 Receive confirmation of outcome of discussion with Line Management
Request for Reasonable adjustments

Your Manager may inform you that your request for reasonable adjustment has been
agreed and will be implemented. In certain circumstances, Line Management may
require additional information, and a referral to Occupational Health (General fitness
referral) may be appropriate, Line Management will inform you of their decision. If DHR
approve, they will instruct HRConnect to initiate this assessment. Following this
assessment, Line Management will instigate any appropriate actions arising from the
assessment and update HRConnect with details of the assessment and action required.

Medical Appointment Requests

If your referral is approved by Departmental HR, your case will be forwarded to the
Occupational Health Service or other occupational health service provider so that an
appointment can be arranged. Once this has been confirmed you will receive an
appointment letter by post.

This OHS appointment letter will include the following details:
e Date, time and venue of medical appointment
e Expense claim details

If, in exceptional circumstances, you are unable to attend the appointment, you must

contact Departmental HR by telephone or post as soon as possible to request an
alternative appointment.

Step 3 Attend appointment
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You should attend your appointment on the date and time as confirmed.

During your appointment, you may be asked to sign a consent form to request access to
your medical records. This is to allow the Occupational Health Specialist you have been
referred to, to gather as much information as possible to help you with your particular
case.

If you are unable to attend the appointment for any reason, or wish to cancel the
appointment (for example, if you are returning to work), you must contact Departmental
HR as soon as practicable, by telephone, or post, before the appointment, in order that
they can consider your request and take appropriate action.

If DHR approve your request, they will notify OHS If appropriate, DHR will re-schedule
the appointment. If your request is not approved, you must attend the appointment

If you do not attend the appointment, Departmental HR will contact you to discuss the
reasons why you did not attend and will instruct HRConnect to take the appropriate
action, which may include instigating the Disciplinary process.

You will receive a letter from HRConnect informing you of the following, as appropriate:
e Details of your missed appointment

e Consequence/actions resulting from missing your appointment

e Confirmation that a further appointment will be made

< Notification of the potential cessation of Occupational Sick Pay

Step 4 Meet with Departmental HR

Following your appointment, you will receive a summary of your medical report, as
appropriate. Departmental HR may contact you to arrange a meeting to discuss the
outcome of the referral with you. In such cases, this discussion will include a case review
and timetable of actions, where appropriate. In certain circumstances, this meeting may
be with Line Management.

Step 5 Receive details of referral decision

Following your meeting with Departmental HR, you will receive written confirmation from
HRConnect of the discussion and any decision made by Departmental HR. If you accept
this decision, the appropriate remedial action will be taken.

Where the decision supports a phased return to work, Line Management will meet with
you to agree a phased return to work pattern. Once this has been agreed you will receive
written confirmation of this work pattern and the impact of this on your pay. This pattern
will be reviewed on an ongoing basis by Line Management.

In the event that you are dissatisfied with the medical decision of your referral, you may
appeal against this decision using the OHS appeals procedure
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Stress/Anxiety/Depression/Other Psychiatric lliness

If you are suffering from Stress/Anxiety/Depression etc it is important that you contact either
your Line Manager or DHR at the earliest opportunity. Early contact is considered to be one
of the key factors to help manage your stress related illness.

Your Line Managers or DHR will consider all of the information available and refer you to
OHS and Welfare immediately.
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7.1 Referrals & Interventions

User guide for Line Management

Referral process
Step 1 Receive or initiate a referral request

As soon as you identify a need to request a referral for a member of staff, or, a member
of staff contacts you directly to discuss a health related issue you should access an
Authorisation for ReferralRequestform(REF3.4) by logging on to HRConnect via your
PC. You must complete and forward this request to Departmental HR on behalf of the
member of staff by email or post, as appropriate. You may be required, where
appropriate to provide relevant background information with this form

Where you feel that an urgent referral is required, you should contact Departmental HR
who will contact the Occupational Health Service directly, where appropriate, to arrange
an immediate appointment.

An employee may contact you to request a reasonable adjustment and you may decide
that such a request could be accommodated and implemented.

As soon as you identify a need to request an assessment for a member of staff, or a
member of staff contacts you directly to discuss an assessment, or reasonable
adjustment, you must update_the system with the request, either approve, or put on hold
the request, and notify the employee of your decision. Refer to Guidance on identifying
and implementing reasonable adjustments. Also update the system with appropriate
review dates for adjustments implemented. Complete the line manager section of the
Reasonable Adjustment Request Form / Agreement.

For NI Civil Servants, DHR will contact OHS directly where an urgent referral is required.
For Home Civil Service staff of the Northern Ireland Office, Departmental HR will contact
the relevant occupational health service provider directly where an urgent referral is
required.

Step 2 Provide input to Departmental HR in reviewing referral requests
Departmental HR will review the request and initiate the required action. Where

appropriate, Departmental HR may require input from you and others in determining the
action to be taken.

Step 3 Update HRConnect Manager with details of adjustment and review dates

7.01 Referrals and Interventions V10.0 Page 8





Update HRConnect Manager with details of adjustment(s) agreed with member of staff and
enter agreed review dates, or assessment details if appropriate.

Step 4 Receive copy of appointment details

Where the Occupational Health Service or other relevant occupational health service
provider has arranged an appointment with a member of staff, you will receive a copy of
the appointment details from HR Connect. This will include the following details:

- Date, time and venue of medical appointment

e Expense claim details

Step 5 Receive copy of correspondence received by member of staff

If appropriate and if the staff member attends an appointment, or has an assessment,
following the staff member’s attendance at the medical appointment, you will receive a
summary of the medical report from DHR, as appropriate. This may include details of
restrictions on what the member of staff may be able to do, following the referral, for
example, lifting objects.

Departmental HR may, if appropriate, arrange to meet with the member of staff to review
the outcome of the report and discuss possible action to be taken. Prior to this meeting,
Departmental HR may contact you, as necessary, to gather your input as to the
appropriate action to be taken. In certain circumstances, this meeting may be with line
management rather than Departmental HR.

Input into this discussion must be provided by a Line Manager Level 2 or above. If
you are not a Line Manager Level 2 or above you must re-assign this task to an
appropriate Line Manager.

Step 6 Input into appropriate remedial action, if required

Following the meeting with the member of staff, Departmental HR may also conduct a
meeting with individuals involved with the case to decide on appropriate remedial actions,
if appropriate. You may be required to provide input to this meeting, as appropriate.
Input to this meeting must be provided by a Line Manager Level 2 or above. If you
are not a Line Manager Level 2 or above you must re-assign this task to an
appropriate Line Manager.

Step 7 Agree phased return to work

Where a phased return to work is agreed as the appropriate remedial action, you must
contact the member of staff to agree a phased return to work pattern with them. Once this
is agreed you will be required to instruct HRConnect accordingly, by updating the system
with details of the proposed phased return pattern and by completing the relevant pro-
forma, which can be downloaded from the portal.

A phased return to work pattern must be agreed by a line manager level 2 or above
and the instructions sent to HRConnect by a Line Manager Level 2 or above. If you
are not a Line Manager Level 2 or above you must re-assign this task to an
appropriate Line Manager.

You must then update the HRConnect Manager Self-Service screens with details of the
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staff member’s actual return to work pattern on a weekly basis, following system alerts for
you to do so.
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The system may be updated by a Line Manager Level 3 but must be authorised by
aLine Manager Level 2 or above. If you are not a Line Manager Level 2 or above
you must re-assign this task to an appropriate Line Manager.

HRConnect will send you a copy of the phased return to work agreement which you must
sign and return to HRConnect so they may issue it to the member of staff.

You should review the progress of the member of staff under the phased return to work
arrangements on an ongoing basis and where appropriate, update these arrangements.
The phased return to work pattern must be reviewed on an ongoing basis by aLine
Manager Level 2 or above. If you are not a Line Manager Level 2 or above you must
re-assign this task to an appropriate Line Manager.

For Industrial Departments that employ Administration Staff

You must ensure that you follow all Line Management steps fully; this section only relates
to forwarding relevant documentation in Industrial Departments that employ
Administration Staff to input. Administration Staff actions are limited to this section.

You should complete the Phased Return Instruction form[REF1.51R2]andthenthe
Phased Return Weekly Returns form[REF1.93R2], and forward to Administration Staff,
who will input the authorised form on the system, print the review screen, and attach to
the authorised form (this is optional). Administration Staff will then submit the data on the
system. All data entered by Administration Staff will be verified through a peer-to-peer
check, where a different member of Administration Staff will validate the information
recorded against the authorised form. This check can be conducted online or with a
printout of the review screen offline.

Where the data has been inputted correctly, the Administration Staff must sign to verify
that the check has been performed. Where the data has been inputted incorrectly,
Administration Staff will update the system with the correct data and resubmit.

The Line Manager of the Administration Member of Staff must conduct a percentage
check (please refer to your Department’s management checking process). Where the
data has been inputted incorrectly, Administration Staff will update the system with the
correct data and resubmit.

All documentation should be retained locally by the Business Unit.
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Stress/Anxiety/Depression/Other Psychiatric lliness

Where an a member of staff informs you that they are suffering from
Stress/Anxiety/Depression//Other Psychiatric lliness you should record the absence on
HRConnect immediately to ensure early intervention by DHR’s, if required.
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7.1 Referrals & Interventions User
guide for Departmental HR

Step 1 Request referral

Where Departmental HR identifies, or is informed of a potential need to request a referral

or an assessment for a member of staff they will consider the following:

 Where Departmental HR feels an urgent referral is required, they should contact the
Occupational Health Service or other relevant occupational health service provider
directly by telephone so that an immediate appointment can be made. Following any
urgent referral, the normal referral process should be initiated to ensure that all
appropriate system and documentary steps are followed

Where Departmental HR decides, after review, that an individual's case requires early
intervention (designed to ensure that where necessary and requested, staff receive timely
support and advice in the management of work and/or non-work related issues) they
should:

e Access an Authorisation for Earlylnterventionform(REF3.5) by logging on to
HRConnect via their PC. Departmental HR will complete and forward this to
HRConnect on behalf of the member of staff by email or post, as appropriate

* Where neither of the above applies, Departmental HR should access an Authorisation
for ReferralRequestform(REF3.4) by logging on to HRConnect via their PC,
Departmental HR will complete, review and authorise the request to HRConnect on
behalf of the member of staff by email or post, as appropriate.

Step 2 Review referral requests and initiate action

Departmental HR will receive any other copies of completed Occupational Health Service
and Early Intervention request forms for review. Where appropriate, Departmental HR will
authorise the requests, after seeking input from LM and others, where appropriate and
return them to HRConnect by email or post. W here this referral is made as a
consequence of an EARLY INTERVENTION (designed to ensure that where necessary
and requested, staff receive timely support and advice in the management of work and/or
non-work related issues) early intervention forms must be submitted with the referrals
form. Departmental HR should also complete forms for a re-scheduled referral date,
where they have agreed such a request made by the employee.

When a referral is initiated, the form should contain relevant background information on
the individual concerned. You should complete the relevant sections of the form and
together with any documentation, or further information requested, return this to HR
Connect by email who will forward it to OHS.

Copies of OHS referral forms and guidance about using them has been provided by OHS
to DHR.

Step 3 Welfare Intervention

Depending on the nature of the case, Departmental HR may recommend the services of
Welfare and Employee Assistance Programme (EAP). Where the employee agrees,

7.01 Referrals and Interventions V10.0 Page 13





Departmental HR will notify Welfare Service of the case and send full instructions and
case documentation to this officer to assist in their report. The Welfare Officer
appointed will then update the employee record with details of the Welfare contact.
The nominated Welfare officer will contact the member of staff by telephone to
arrange a meeting. Departmental HR can appoint a Welfare Contact, where the
Employee agrees, or recommend an Employee Assistance Programme at any
time in the process where appropriate.

Where a Welfare Officer has been contacted because it is felt early intervention
(designed to ensure that where necessary and requested, staff receive timely support
and advice in the management of work and/or non-work related issues) is required
the Welfare Officer will contact employee as soon as possible when an absence has
been recorded.

In both instances, the location of any meeting will depend on the circumstances of
the staff member’s absence. Following any meeting conducted by the Welfare
contact, they should update system Welfare screens, as appropriate, emalil
Departmental HR and discuss the outcome of the meeting and produce and provide
a written report. (This report may only be a couple of lines to indicate outcome,
where appropriate, or may be a fuller report, with recommendations) Based on this
discussion, Departmental HR will decide on the appropriate action to take, for
example, to refer the individual to the Occupational Health Service or other relevant
occupational health service provider. Departmental HR must then update the system
with the outcome of the meeting. W elfare will then send a sealed report direct to
HRConnect, this should be accompanied by a pro-forma with instructions and any
actions which are required. Where no further action is to be taken, following the
Welfare contact, DHR should inform HR Connect by email, who will then update the
system.

Where a member of staff is absent for some time, the nominated Welfare Officer will
maintain ongoing contact with the member of staff and Departmental HR to discuss
their continuing absence, the possibility of returning to work or referral to the
Occupational Health Service or other relevant occupational health service provider.

Step 4 Receive copy of appointment details

Where the Occupational Health Service or other relevant occupational health
service provider has arranged an appointment with a member of staff, Departmental
HR will receive an alert, containing the appointment details from HRConnect. This
will include the following details:

e Date, time and venue of medical appointment

e Expense claim details

If, in exceptional circumstances, the member of staff is unable to attend the
appointment, or wishes to cancel the appointment (for example, if they are returning
to work),they will contact Departmental HR by telephone or post as soon as possible
to request an alternative appointment, or cancellation. Departmental HR will review
this request and take appropriate action, This may include contacting HR Connect,
as soon as practicable to instruct them to inform OHS of the cancellation. After
reviewing a request which results in a re-scheduled referral appointment,
Departmental HR must complete and authorise the appropriate pro-forma and send
to OHS.
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Step 5 Discuss reason for non attendance at the appointment with
member of staff

If a member of staff fails to attend their appointment, Departmental HR will arrange to
meet, or discuss by telephone with the individual concerned to discuss the reasons
why they missed their appointment. Based on this discussion, Departmental HR will
then instruct HRConnect of any further action to be taken in this case. This may be
done by email or post and should include an authorising signature.

For further information please refer to 6.01,Disciplinaryuserguide.

The member of staff will receive a letter from HRConnect informing them, as
appropriate, of the following:

e Details of the missed appointment

e Consequences/actions arising from missing the appointment

e Confirmation that a further appointment will be made

< Notification of the potential cessation of Occupational Sick Pay

Step 6 Receive report from Occupational Health Service or other
relevant occupational health service provider

Following the staff member’s attendance at their medical appointment, or even if a
medical appointment was not required, Departmental HR will receive a copy of the
report from the Occupational Health Service or other relevant occupational health
service provider and will agree the distribution of the report or appropriate sections
of it. Departmental HR should access, and complete a
ReportDistributionform(REF1.32) by logging on to HRConnect via their PC,
Departmental HR will forward the completed form and send to HRConnect regarding
the distribution of the report by email or post.

Step7 Meet with member of staff, where appropriate, to discuss report
outcome

Once the member of staff has received a copy of the correspondence following their
medical appointment, Departmental HR may, where appropriate meet with the
officer, to discuss the report. In certain circumstances, this meeting may be with line
management. Departmental HR may seek input from Line Management or the
Occupational Health Service or other relevant occupational health service provider.

For applicants placed through Pre-Placement Verification and Offer, Departmental
HR will discuss the suitability of the placement with the Competition Lead and the
Occupational Health Service, or other relevant occupational health service provider,
where appropriate.

Based on these discussions Departmental HR will issue recommendations to
HRConnect by post following the meeting using the Referrals and Interventions -
Recommendation Report Form. HRConnect will then inform the member of staff or
applicant of the outcome of this decision. (The letter generated will first be sent to
DHR for countersignature)

Where the decision results in the individual's employment being terminated,
Departmental HR must review and sign the termination letter generated by HR
Connect, they must then return the letter to Departmental HR for distribution.
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Step 8 Take appropriate remedial actions

Once the member of staff has received written confirmation of the outcome of the
referral decision and has accepted the outcome, Departmental HR will implement
the appropriate remedial action. This may require input from Line Management and
others as appropriate. Where the member of staff does not accept the OHS
findings, they may

appeal against the medical opinion using the appeals procedure set out in the NICS
Staff

Handbook.

Step 9 Instruct HRConnect

Where the appeal is not upheld, Departmental HR will instruct HRConnect by email
or post of the appropriate remedial action agreed, using the form “Referrals and
Interventions, Instructions on remedial action HR — REF 1.45”, which can be
downloaded from the Portal

For Northern Ireland Audit Office (NIAO) and Chief Electoral Office (CEO)
and for Departments with Pay-only personnel

Departmental HR should complete a

and send to HRConnect by email or white mail. HRConnect will update the
system with the phased return details and will issue communication as
appropriate (to the employee for Pay-only personnel within departments or
directly to the NIAO and CEO) by email or white mail.

Stress/Anxiety/Depression/Other Psychiatric lllness

You will receive an alert when an officer has an absence being created as
anxiety/stress/depression/other psychiatric illness. You should contact the line
manager to establish if they can provide any information about the absence. If
appropriate, you should complete form SAB 1.109 (Request to issue Stress
Questionnaire/Temporary Injury Award Booklet) and submit it to HRConnect instructing
them to issue a Stress Questionnaire to the employee. Early intervention is
fundamental in the management of all stress related absences and should be referred
to OHS and Welfare immediately.

If the employee indicates that they require a Temporary Injury Award Booklet,
please instruct HRConnect to issue it.
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7.1Referrals & Interventions

Guidance for Identifying and implementing Reasonable Adjustments

Introduction

The Disability Discrimination Act (the DDA) recognises that various barriers exist
within society which may present practical difficulties for people with a disability who
are seeking employment, who are currently in employment and for many when
accessing goods, facilities, services and premises. A detailed definition of disability

is provided at Annex 1 —Definition of Disability.

The DDA says that the duty to make reasonable adjustments applies where any
physical feature or premises occupied by the employer, or any arrangements made
by, or on behalf of the employer, cause a substantial disadvantage to a person with a

disability compared to a person without a disability.

An employer has to take such steps as are reasonable, in all the circumstances, to
prevent that disadvantage —in other words, the employer has to make a “reasonable

adjustment”.

Examples of adjustments are detailed at Annex 2 — Reasonable Adjustments in

Employment.

There are a number of ways the need for an adjustment in the workplace may be
identified. The most common approach is when a member of staff raises a particular
issue with their line manager, e.g. a problem with the physical surroundings or layout
of a building or office, a requirement for specialist equipment or the need for

additional, or tailored, training.

Sometimes the line manager will become aware that a member of staff is
experiencing a difficulty in the workplace, and this may be identified as part of the
managing attendance process, during review meetings to discuss performance,

through general observation or other meetings with staff.
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In some cases the line manager will be made aware in advance that an individual
(e.g. a new start /transfer) may require some adjustment, and it is important that the
line manager is provided with as much information as possible to fully consider the

adjustment required. See Step 2 Agree and Implement

What is meant by ‘reasonable’?

This depends on the individual circumstances of each case, as no one solution fits
all. It must be reasonable for the person with the disability, and the aim, as far as
possible, should be to remove or reduce the disadvantage: and it must be reasonable
for the NICS/Department as an employer and fall within the organisation’s financial

resources and business need.

The full financial resources of the Department must be taken into consideration, not

simply those of a particular site where an individual is based.

An adjustment to the workplace or practices is reasonable if it is effective for the
employee and does not adversely impact on service delivery, other staff members,
cost or is impractical to provide. (More information on reasonable adjustments is
detailed at Annex 2 — Reasonable Adjustments in Employment and Annex 3 — Mental

Health Challenges).

Useful factors to consider when determining what is reasonable:

e How effective the change will be (if it doesn’t remove or ‘substantially
alleviate’ the disadvantage to the employee, it may not be necessary to make
the adjustment);

e The extent to which it is practicable- the more straightforward the adjustment
the more likely it is to be reasonable. However, just because an adjustment
may be difficult to implement does not necessarily make it unreasonable;

¢ How the adjustment may impact on the service provision to customers,

organisation or resources;
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¢ Health and safety considerations e.g. the effect it will have on other staff e.g.
evacuation procedures, which may involve colleagues;
e Allocating some of the individual's duties to another person or restructuring

the team, so that the task is covered by other means;

¢ Financial and other costs — many reasonable adjustments cost little or
nothing to implement. However, in some cases the adjustment (s)
though considered reasonable, may have budgetary implications which
may require approval from the budget holder/Head of Branch/Division.
The costs should not prevent the adjustment being implemented
without a thorough examination of the costs/benefits to the

organisation.

Adjustments can be agreed on a temporary, occasional or permanent basis.
However, in all cases they should be reviewed regularly to ensure that they are still

relevant and effective.

Adjustments for physical disability are frequently relatively straightforward, as they

are often changes to the physical environment (e.g. ramps, lifts, computer software).

Staff with mental health challenges, including bipolar disorder, anxiety and
depression, can also be affected by their health condition to the extent that they

require an adjustment in the workplace.

It can sometimes be difficult for line managers to identify what adjustments may be
appropriate in these circumstances, and further information is available at Annex 3 —

Mental Health Challenges.

The member of staff should access HRConnect through the self service facility, and
input the request for a reasonable adjustment. The member of staff should also

complete the Reasonable Adjustment Request Form / Agreement.

The HRConnect process is set out at Annex 4 — HR Connect Self Service Facility. A

flowchart detailing the reasonable adjustment process is also included at Annex 4.
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It is important to include the member of staff at all stages of the process. (He/she can
also be supported during this process if required, e.g. Welfare Officer or trade union
representation etc). Many factors will be involved in deciding what adjustments to
make, including business needs and individual circumstances. Different people will
need different things even if they appear to have the same disability. Line managers
should therefore consider every request on a case by case basis, and avoid making

assumptions.

This guidance provides advice and support for line managers when dealing with
requests for adjustments: the factors to be considered, the importance of keeping

records and where to look for additional support.

The guidance is also designed to help ensure that any requests for an adjustment in
the workplace are handled, effectively, efficiently and sympathetically, to meet the
needs of the individual and the NICS.
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3 Step Process

This guidance details the 3 step process to be followed by line managers when
dealing with requests from staff for an adjustment in the workplace. The 3 steps in

the process are:

-~ - -

The guidance highlights useful factors to consider when determining what is

reasonable, along with good practice when making adjustments. Sources of help and
support are also signposted, including Departmental HR, Disability Liaison Officer
(DLO), Departmental Equal Opportunities Officer (DEOQO) Occupational Health
Service (OHS), Health and Safety Officers, Trade Union Representatives and
Disability Employment Service (DES).

This process also details the importance of recording new and /or current
adjustments in place on HRConnect, including the requirement for a review date to
be set when the adjustment is being recorded on the system.

In circumstances where the member of staff requesting an adjustment at work is
absent due to illness, the line manager should ensure that a copy of the application
form for an adjustment in the workplace is issued to the member of staff for
completion. On receipt of the application form the manager can arrange to meet with
the individual to discuss, and follow the steps outlined in the guidance. The

HRConnect system can be updated when the individual returns to work.
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Step 1 Meet to discuss

It is important that the line manager has a meeting with the member of staff to seek
their views on:
¢ In what way does their impairment affect their day to day activities in the
workplace?
e What, if any, adjustments in relation to the above might help them in
performing their role?
e What, if any, adjustments may help to remove any substantial disadvantage?
e When the adjustment has been identified the line manager determines
whether it is reasonable i.e. can it be accommodated by the business in terms
of maintaining service delivery, cost (manager to obtain necessary approval),
and the impact on other members of staff? and

e What action is required by whom and within what time-frame?

Annex 5 provides further quidance - Points to consider before and during the

meeting.

Please note: The member of staff may also provide supporting evidence (e.g. letter
from GP etc.) that he/she wishes the manager to be aware of when considering any
request for an adjustment. While it is accepted that a member of staff is not required
to disclose the nature of their disability, he/she should be made aware that managers
can only make decisions based on the evidence that has been provided. Supporting
evidence from the GP should outline the benefits of the adjustment to address the
barrier, rather than any detail of the medical condition. Managers also need to ensure
adherence to Departmental Data Protection Guidelines in relation to personal and
sensitive information that may be provided as part of a request for an adjustment

(Annex 8 — Data implications for Line Managers).

Line managers should determine what assistance may be available to the
Department to help with the adjustment, such as advice from RNIB, Action on
Hearing Loss, Employers for Disability NI ((EFDNI), Access to Work or Workable NI,
Disability Employment Service, (DES) and Health and Safety. DES provides advice,
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guidance and training for people with disabilities and health issues. They could also
consider Display Screen Equipment (DSE) risk assessment if necessary. Links to

Sources of Help and Support are detailed at Annex 7.

The costs of implementing the adjustment will normally be paid for by the
Department. In cases where there is a reduction in working hours, this will be
reflected in a reduction in salary for the individual. If equipment such as a wheelchair
is supplied though ‘Access to Work’ an officer may be required to contribute a % of

the cost, if there is a personal benefit from the provision of the wheelchair.

It is also important to advise the member of staff that as a line manager you may
need to seek confidential advice from other relevant areas within the Department;
more senior management, Departmental HR (DHR), Departmental Equal
Opportunities Officer (DEOOQ), Disability Liaison Officers, Disablement Employment
Service (DES), and Health and Safety (H&S).

Where the adjustments are relatively straightforward and support/advice can be
provided from DHR/DEOO/DES and H&S, no input is likely to be required from OHS.
However, if further advice or guidance is required, the following options for support
are available from OHS:-

¢ Informal — phone call / email to Occupational Adviser using OHS client
services mailbox. This contact can be made by line management/DHR.

e Formal — using General Fitness Referral process. Line management should
refer to OHS Best Practice Guide:- http://www.nicsohs.gov.uk/ohs-best-

practice.pdf
e Case Conferences — for the more difficult and complex cases, involving

OHS, DHR, Line Management and other specialist support as appropriate
(Disability Action, Autism NI etc).

Examples of when a referral to the OHS may be necessary:
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¢ If, for health reasons, a member of staff has difficulty completing the phased

return plan within the 3 month period — OHS may provide advice on whether
this period should be considered by management for extension on an
exceptional basis, providing any extension can be accommodated by the
business area. Link to policy:-
https://portal.hrconnect.nigov.net/portal/page/portal/NICS PG/nics _hrhandbo
ok/Policies/3.%20Leave%20and%20Attendance/3.01%20Sickness%20Absen
ce/12.%20Phased%20Return%200n%20Medical%20Grounds.

e Where a specific adjustment has been identified and there is doubt about the
employee’s fithess/capability to undertake that adjustment; and

¢ For consideration of ill health retirement where all adjustments have been
explored and either cannot be reasonably accommodated or have not been

effective in enabling the employee to remain at work.

All formal OHS referrals are made through DHR.
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Agreement:
It is essential that the line manager agrees with the member of staff what
adjustment(s) will be implemented, to what extent, and who needs to be informed of

the adjustment being accommodated, along with relevant review dates.

It is also important to agree, if appropriate, what information the member of staff
wishes to share in relation to their disability. This may include other staff who will
have a role in ensuring that the adjustment is carried out and maintained e.g. work
colleagues, trade union representatives. It is essential that the staff member’s wishes

regarding confidentiality should be adhered to.

If the adjustment requested cannot be accommodated in the current office/location
the case should be referred to DHR for action, and the member of staff advised
accordingly. DHR will determine if the adjustment can be accommodated elsewhere
in the Department, and if this is not possible consideration will be given to placing the
individual in the DDA priority pool, to facilitate consideration by other Departments.

Sometimes it may be necessary to tell staff that their request is not reasonable and
that it will not be possible to accommodate it. That conversation should be handled
sensitively, patiently going through the issues discussed and clearly setting out why
the department feels unable to meet the particular adjustments. In some cases it may
not be possible to accommodate all the adjustments requested, but managers should
endeavour to accommodate as many as possible, and document the reasons for not
being able to accommodate others, if appropriate. It is not suggested that the staff
member will necessarily agree with the decision but it is important that the line

manager has explained the rationale behind it.

Implementation:

7.01 Referrals and Interventions V10.0 Page 25





Adjustments are often relatively simple and straightforward to implement, without
significant cost implications for the Department. Where a cost does apply, advice on
funding adjustments should be sought from senior management team or DHR/DEOO
as appropriate. It is also important that the HRConnect system is updated with details
of any adjustment implemented, along with review dates. The line manager/DHR will

then receive an alert from HRConnect when the review date is reached.

To help manage the expectations of staff, it is important to keep the individual

updated on the progress of the implementation of the agreed adjustments.

If appropriate, the line manager should consider the need to put in place a personal
emergency evacuation plan (PEEP). PEEPs are designed to ensure the safe

evacuation of people with disabilities in the event of fire or other emergencies.

All discussions, offers and decisions with regard to adjustments should be fully
documented by the line manager, including appropriate line management approvals
where necessary. This will also include those where management are unable to
accommodate the adjustment, and all records should indicate the rationale for the
relevant decision. Just because a particular post or duties cannot be adjusted does
not mean the request is not approved; business areas and Departments need to
explore the feasibility of implementing the adjustment in other posts.

It is also good practice to monitor the adjustments currently in place for members of
staff. If current adjustments have not been recorded on HRConnect, line
managers are advised to take necessary action to update the system, and input
review dates as appropriate.

If a member of staff turns down the offer of a post which will accommodate the
adjustment requested, it is prudent for the manager to enquire why the post is being
refused and to assess if it would be a reasonable step to make another/different

offer.

If the decision is not to approve the requested adjustment, either from a business

delivery or cost perspective, it should be clear to the staff member why this is so. If
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staff consider the decision taken not to implement a request for an adjustment is
unreasonable or unfair, then they can appeal using the Grievance Policy. The link to
the relevant section of the HR Handbook is below:-
https://portal.hrconnect.nigov.net/portal/page/portal/NICS PG/nics _hrhandbook/Polic
ies/6.%20Employee%20Relations/6.04%20Grievance.

Reasonable Adjustment Agreement

Once an adjustment has been agreed and implemented, and recorded on
HRConnect, the record will be known as a ‘Reasonable Adjustment Agreement,’
(RAA). It is an arrangement between a line manager and a member of staff, for a
specific post, but should be transferable to other line managers. If a new line
manager is appointed, he/she should accept the adjustments already agreed and in
place, until such time as both parties have worked together for some time and it is

reasonable to review the arrangements together.

However, if the staff member intends to change jobs, either through transfer or
promotion within their own department or to another department, the existing line
manager is responsible for ensuring details of the reasonable adjustments recorded
on the Reasonable Adjustment Agreement are shared with the new line manager
once an individual is deemed suitable to fill the post, but before release dates are
finalised. (A copy of the Reasonable Adjustment Agreement may be shared with a
new manager, provided the member of staff has given consent for this form to be
released.)

The line manager must consider whether the agreed adjustments can be
accommodated and if not, must provide reasons in writing to Departmental HR who
will liaise with HRConnect. Existing review dates should be adhered to, however, in
some circumstances it may be necessary to allow some time for a member of staff to
settle in a new post before reviewing the adjustments in place, to ensure they are in a
position to identify exactly the adjustments required. If the duties of the post are
significantly different to the previous post, the new line manager should ensure
adequate review dates are agreed with the member of staff, and updated on HR
Connect.
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In some cases the new line manager may have genuine concerns which need to be
addressed before the transfer can be finalised and, in exceptional situations, the
transfer may need to be postponed or reviewed in light of these concerns. It must be
remembered that the NICS has a duty of care to all staff and must recognise that —
particularly in dealing with mental health issues — there can be stresses and strains

associated with taking up a new position which need to be assessed for the benefit of

all concerned.
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Step 3 Review

It is important to review the impact of any adjustments at an agreed timescale to
ensure they continue to be appropriate. Some health conditions are progressive and
can deteriorate over a period of time. Similarly, a condition may improve and the
adjustment may no longer be required. It is recommended that adjustments regarded
as permanent are reviewed annually. Review dates of temporary adjustments should
be more frequent and agreed with the member of staff when the adjustment is put in

place.

When the HRConnect system is updated with details of the adjustment implemented,
along with a review date, the system will automatically issue an alert to the line
manager/DHR. This should prompt the line manager to meet with the member of staff
to review the arrangements in place. However, the line manager may also have an
opportunity to check arrangements during return to work discussions, interviews after

sickness absence, or performance review meetings.

Line managers need to be mindful of the following:

e Give consideration on an ongoing basis to any potential impact that an
employee’s disability may have on their ability to undertake/get involved in
new initiatives/ways of working; attend/participate in meetings, training etc:

e Before proposing to alter or remove an adjustment, e.g. due to changes in the
employee’s work etc, meet with the individual to explore the impact of any
proposed change and discuss the options available:

o If necessary seek further help/support from DHR/DEOO/DLO/H&S/OHS:
Annex 7 details links to additional sources of information.

¢ Any changes to the adjustment arrangement should be recorded and updated

on HRConnect, with revised review dates.
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Annex 1

Definition of Disability

The DDA defines disability as ‘a physical or mental impairment which has a
substantial and long term adverse effect on a person’s ability to carry out normal day-

to-day activities’.

Physical impairment: this includes, for instance, a weakening of part of the body
(eyes, ears, limbs, internal organs, etc) caused through iliness, by accident or from

birth. Examples would be blindness, deafness, paralysis of a leg or heart disease.

Mental impairment: this includes mental ill health and what is commonly known as

learning disability.

Substantial: put simply, this means the effect of the physical or mental impairment
on ability to carry out normal day-to-day activities is more than minor or trivial. It does

not have to be a severe effect.

Long-term adverse effect: the effect has to have lasted, or be expected to last, 12

months or more, and the effect must be a detrimental one.

A normal day-to-day activity: this is something which is carried out by most people
on a fairly regular and frequent basis, such as washing, eating, catching a bus or

turning on a television.

The person must be affected in at least one of the respects listed in the DDA:
e mobility;
e manual dexterity;
¢ physical coordination;
e continence;
¢ ability to lift, carry or otherwise move everyday objects;
e speech, hearing or eyesight;
e memory or ability to concentrate, learn or understand;

e perception of risk or physical danger; or
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¢ ability to take part in normal social interaction or in forming social

relationships e.g. autism spectrum conditions.

The Disability Discrimination (NI) Order 2006 made some changes to the definition of
disability and ensured that people with HIV, cancer and multiple sclerosis are
deemed to be covered by DDA as soon as they are diagnosed.

MainDocumentl
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Annex 2

Reasonable adjustments in employment

Adjustments can take many forms. They are always specific to the individual and
should be considered whenever any features of the employer’'s premises, or any
arrangements made by the employer, put an individual with a disability at a
substantial disadvantage in comparison with their non-disabled colleagues. The
purpose of an adjustment is to create a level playing field; it is not special treatment;
it is a right. It may be necessary to make adjustments to premises, altering the
person’s hours of work, reallocating minor duties, modifying equipment or providing
additional support.

Examples of Reasonable Adjustments

The following list sets out some possible examples of an adjustment which
could be made to accommodate an individual’s disability.

Adjustments can be agreed on a temporary, occasional or a permanent basis.

e Making structural or physical changes such as widening a doorway, providing
a ramp or moving furniture for a wheelchair user;

e Acquiring or modifying equipment, e.g. altering the height of a computer
workstation, providing a suitable chair, voice activated software etc;

e Modifying instructions or reference manuals, e.g. providing them in Braille or
large print;

e Providing additional or tailored training, coaching or mentoring, for example
for someone with dyslexia;

e Adjusting/changing working hours, e.g. allowing someone whose medication’s
side effect is fatigue a later or flexible start time, or more frequent rest breaks,
or variation in working patterns;

e Allowing more time for written tests as part of a recruitment/promotion
exercise;

o Considering the possibility of working from a different location;

e Providing a reader or interpreter, e.g. for someone who is deaf;

o Changing the method of doing the job, e.g. allowing an employee who cannot
drive due to epilepsy to use public transport or where appropriate taxis for

business travel;
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e Adjusting targets or workloads;

e Extending an individual’s probationary period if disability-related sickness has
prevented the individual from being able to demonstrate an acceptable level
of performance during the normal probationary time-scale for the role;

e Holding meetings in an accessible room; or arranging for short breaks during
long meetings;

e Allocating some minor aspects of the role to another / other individuals
without overburdening other individuals.

e Relocation where appropriate and practicable.

There will be situations where adjustments can be made which do not fall under any
of the above headings. The important point is to consider the requirements of the

individual in line with the needs of the service.

If it is not possible to accommodate an adjustment, the Department must prove that it
has explored all avenues and must present justifiable reasoning why a measure
could not be taken, for example, a valid business reason or a health and safety issue.
(Please note that health and safety supersedes all else as the duty of care).
Stereotypical assumptions about the health and safety implications of disability
should be avoided. Less favourable treatment based on such assumptions may itself

amount to direct discrimination.

MainDocument2
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What are mental health challenges?

One in four people will experience mental health challenges in their lifetime. This
means that everyone should be encouraged to be aware of their own changing
health, and that a culture of openness and acceptance will allow health problems to

be addressed early.

More severe mental health issues occur when a person experiences symptoms
related to their mood, anxiety level or their perceptions of reality. One or more of
these symptom areas can be experienced by a person during a period of iliness
(often called an episode). Mental health issues can develop in anyone, regardless of
their job, gender, age or social background. It is not a sign of weakness if someone

becomes unwell mentally, any more so than if they developed a physical iliness.

People with a more significant mental health issues may experience ‘episodes’ of
illness and long periods of being unwell. It should not be assumed that someone will

not be able to stay in work if they become unwell, as this is often not the case.

Reasonable adjustments not only make it possible for a disabled person to fulfil the
role, but can also prevent the build up of pressure which can trigger ill health.
Therefore, reasonable adjustments should be seen as an effective way to protect the

health of staff and potentially prevent deterioration of health.

Examples of reasonable adjustments for mental health problems

Support with managing workload.

Managing workload and priorities can be difficult for a range of reasons, including
problems focusing or a tendency to take on too much. Some people benefit from
having extra support with this, either on an ongoing basis or just when they need it.
This may mean focusing on a specific piece of work for a while, or supporting

someone to manage their time and prioritise work.

Flexible hours
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Someone with mental health issues may find it extremely difficult to wake up early in
the morning. This is often due to the side effects of medication. Other issues, such as
anxiety, can make getting to work or using transport difficult. Agreeing start and finish
times which are more manageable can be beneficial and prevent unnecessary
pressure. If someone is not completely recovered, but able to work, it can be useful
to alter the contracted number of hours worked per week on either a temporary or

permanent basis.

Building Confidence

People with mental health problems often report a lack of confidence on returning
from time away from work. Support to rebuild certain skills can help address this, if
this is what someone wishes. If someone has been out of work for a long time due to
a mental health condition, or has not worked before, they are likely to need some

training/retraining to use certain IT or communication tools.

Change of workspace

A noisy or even a very quiet workplace can be difficult to cope with for some. It can
be useful to explore options such as moving to a workspace away from passing
‘traffic’, or enabling someone to take work into a different room. You could consider
hot-desking if this suits the person. Changing the workspace physically, by using
screens/plants, could help. Some people also find using earphones helpful to block
out workplace noise. It may be appropriate to discuss potential changes to the

workspace with the Premises Officer, in advance of changes being implemented.

Methods of working

Some people with mental health issues may have difficulties using particular
methods of work or communication. This can be due to a range of reasons, such as
difficulty concentrating for long periods, anxiety using a telephone, or periodically
finding it difficult to use a computer or electronic communication. Where possible, the

individual should be able to use alternative methods which suit them better.

Travelling
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Travelling can be very difficult for some staff, sometimes only from time to time.
People should not be expected to travel to events or training if this is too stressful,

and alternative arrangements should be made so that they don’t miss out.

Attitudes of staff

If a lack of awareness of mental health issues among staff impacts on the employee
negatively, this should be addressed. Attitudes of colleagues can undermine

adjustments which would otherwise be effective.

Redeployment to another post or grade

If there are no reasonable adjustments which will enable the employee to continue in
their original role, they could be unfit for that particular job. In such circumstances it is

best to seek advice from DHR.

This is a guide to what adjustment might be helpful, adjustments that may be

considered are not restricted to those listed.
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AlNnex 4

HRConnect self service facility

The member of staff should access HRConnect through the self service facility, and
input the request for a reasonable adjustment. A link to User Guide — Referrals and

Interventions is attached below.

https://portal.hrconnect.nigov.net/portal/page/portal/NICS PG/nics hrhandbook/nics
process/NICS HB PROCESS Health%20and%20Safety/7.01%20Referrals%20and

%20Interventions

Additional information is also available in the Health and Safety Quick Reference

Guides available on HRConnect. Links to the relevant sections attached below.

Employees:

https://portal.hrconnect.nigov.net/portal/page/portal/NICS PG/Training Materials/OR
%20Guide%20-%20Health%20and%20Safety%20-%20Employees.PDF

Managers:
https://portal.hrconnect.nigov.net/portal/page/portal/NICS PG/Training Materials/OR
2%20Guide%20-%20Health%20and%20Safety%20-%20Managers.PDF

The Reasonable Adjustment Request Form /Agreement is a downloadable form and
can be accessed via the attached link:

MainDocument4
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https://portal.hrconnect.nigov.net/portal/page/portal/NICS_PG/nics_hrhandbook/nics_process/NICS_HB_PROCESS_Health%20and%20Safety/7.01%20Referrals%20and%20Interventions
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https://portal.hrconnect.nigov.net/portal/page/portal/NICS_PG/Training_Materials/QR%20Guide%20-%20Health%20and%20Safety%20-%20Employees.PDF

https://portal.hrconnect.nigov.net/portal/page/portal/NICS_PG/Training_Materials/QR%20Guide%20-%20Health%20and%20Safety%20-%20Employees.PDF

https://portal.hrconnect.nigov.net/portal/page/portal/NICS_PG/Training_Materials/QR%20Guide%20-%20Health%20and%20Safety%20-%20Managers.PDF

https://portal.hrconnect.nigov.net/portal/page/portal/NICS_PG/Training_Materials/QR%20Guide%20-%20Health%20and%20Safety%20-%20Managers.PDF
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Annex 5

Points to consider before and during the meeting

It is important for the line manager to prepare for the meeting, and to encourage the

individual to consider the following before any discussion:-

What is causing the member of staff a particular difficulty in the workplace, e.g.:
e Physical surroundings, office furniture;
¢ Ability to perform an element of their job;
e Instructions or reference manuals, training;
e Ability to participate in training/ meetings;
e Start/ finish/ break times ; and

¢ Equipment, software, telephones.

How this may be addressed, e.g.:

Adjusting physical features of the workplace;

e Adjusting the way things are done;

e Providing additional support and training;

e Altering working hours or allowing additional breaks;
e Providing extra equipment; and

e Providing extra equipment.

See Managing Disability in the Workplace Checklist at Annex 6.
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Managing Disability in the Workplace Checklist

Annex 6

Do Don’t
Listen to the member of staff with the disability. x Make assumptions, not all disabilities are visible.
Ask the member of staff with the disability if there are any job x  Pry or seek information you don’t need.
adaptations required to allow them to perform their duties. x  Divulge any information provided to you in confidence without
Treat any information provided to you in confidence. the staff member’s consent.
Appreciate the needs of staff with disabilities; value their x  Assume a member of staff with a disability wants or needs your
contribution to the workplace. help.
Offer assistance to a wheelchair user or person with a disability x  Assume that people with learning difficulties or mental health
but wait for it to be accepted. issues can only carry out less demanding tasks
Ask about their needs in the event of an evacuation from the x Assume that all deaf people use sign language.
building, and ensure PEEP put in place. x  Dismiss a request for a reasonable adjustment out of hand.
x Discriminate against staff with a disability.

Ask the member of staff with the disability if there is any
training specific to their disability which would be useful for
colleagues in providing them with assistance.

Adjust an individual's PPA where appropriate.
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Links to additional sources of information

Workable NI - http://www.delni.gov.uk/index/publications/pubs-das/das-workableni-case-

studies.htm

Action Mental Health - www.amh.org.uk

Action on Hearing Loss - www.actiononhearingloss.org.uk

Access to Work - http://www.delni.gov.uk/access-to-work- web .pdf

Disablement Employment Service - http://www.delni.qgov.uk/disability-employment-

service-leaflet.pdf

Disability Action - www.disabilityaction.org

Employers for Disability NI (EFDNI) — www.efdni.org

Information and services for people with disabilities can also be accessed via NI

Direct - http://www.nidirect.gov.uk/index/information-and-services/people-with-

disabilities/employment-support.htm

RNIB - www.rnib.org.uk

Ulster Supported Employment Ltd - www.usel.co.uk
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Annex 8

Data Protection Implications for Line Managers

The new approach to identifying and implementing reasonable adjustments in the
workplace for staff means that line managers will be more involved in handling medical

information which is classed as sensitive personnel data under the Data Protection Act.

It is important to ensure that sensitive information is stored securely, and access is
restricted only to those with a need to see it. Where it is no longer necessary to keep the
information it must be disposed of immediately and securely. If there is a need to discuss
personal data by phone you must verify the identity of the requester and ensure that you
have privacy during any phone discussions. Similarly, if personal information is copied or
printed you must ensure that it is collected immediately and the original is not left in a

photocopier.

An assessment of the potential risk posed in sending personal information by internal mail
or post should be carried out to decide whether this is appropriate. Consider the damage
or distress that could be caused to individuals if the information was lost or stolen. When
emailing information, care should be taken to ensure that it is sent to the correct recipient,
and managers should adhere to departmental procedures re data protection.

In line with the Government Classification Scheme, almost all personal information / data
will be handled within OFFICIAL without any caveat or descriptor. In very limited
circumstances, specific sensitivity considerations may warrant additional (generally
procedural) controls to reinforce the “need to know” for access to certain personal data at
OFFICIAL.

Personal information / data should only be managed in the SECRET classification
where the context warrants defending against a heightened threat profile, e.g.
data identifies a person as being in an exceptionally sensitive position or situation

(e.g. an employee of the Security and Intelligence Agencies).
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However all information must be subject to appropriate protection.
Departments/Agencies should use ICT access control measures, supported by
procedural and personnel controls, to manage their information assets and

enforce the “need to know” principle.

In the event of a data breach, it is important to act quickly and appropriately to minimise
risk to individuals. You should, therefore, report any incidents immediately to your Head of

Branch and the Information Asset Owner in your business area.
Further guidance on handling personal data can be found in the relevant Departmental
Data Protection Staff Handbook, or you can contact your Business Area Information

Manager or Information Management Unit for advice.
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HR policy 3.10 Alternative Working Patterns v5.1.pdf
3.10 Alternative Working Patterns

This policy is a guide to alternative and flexible working patterns available under
statutory and contractual terms to members of staff.

» It provides a brief description of the various types of Alternative Working
Patterns (AWP) and Flexible Working Arrangements.

« Section 4 — Requesting alternative working patterns and flexible working
provides detail of the processes of applying for the range of AWPs and how,
for example, absences are dealt with when working an AWP.

» Section 5 — Flexible Working - requests under the Flexible Working
Requlations (Northern Ireland) 2015 provides information around the statutory
right to request flexible working.

« Annexes 1, 2, 2.1 and 3 of the policy detail the conditions around part time
working and job sharing, term time working and flexible working hours.

* Annex 6 outlines the availability of hybrid working and links to the Hybrid
Working Policy and Staff Toolkit for putting a Workstyle Agreement in place

The following terms within this policy are defined in the glossary: Reduced
hours, Job-sharing, Term-Time Working, Compressed hours, Job Reshaping,
Flexible Working Time, Hybrid Working.

You may also be interested in the following policies:
3.12 Job Reshaping (Partial Retirement), 3.11 Hours and Attendance.

This policy is version 5.1
This homepage is only a guide to the policy, not the policy itself. In the event of any

discrepancy between the content of this homepage and the associated policy, the
wording of the policy shall apply.
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3.10 ALTERNATIVE AND FLEXIBLE WORKING PATTERNS
1. Introduction

1.1  This chapter provides a comprehensive guide to alternative and flexible
working patterns available to staff in the Northern Ireland Civil Service (NICS). It
includes the policy with regard to Flexible Working Hours (FWH) and personalised
hours, neither of which are required to be recorded on the HR service recording
system. It additionally sets out the eligibility and principles which apply uniquely to
those who have a statutory right to request flexible working under —the Employment
Rights (Northern Ireland) Order 1996 as amended by the Employment (Northern
Ireland) Order 2002. see section 5 below. Unless otherwise stated, the conditions of
service covered in this chapter refer to both NICS and statutory arrangements.

2. Types of Alternative Working Patterns

2.1 Reduced Hours (also known as Part-Time) Working

This refers to any arrangement where staff are contracted to work fewer than the
fulltime conditioned hours per week, or fewer than 52 weeks a year. Conditioned
hours for part-time staff vary and are determined on appointment or on a change of
working pattern during employment. Job-sharing and term-time working are part-time
working arrangements. Further information on part-time working, including job-
sharing is outlined in Annex 1.

2.2 Job-Sharing

Job-Sharing refers to an arrangement which involves two members of staff sharing
the duties and responsibilities of one full-time post. Further information on jobsharing
is outlined in Annex 1.

2.3 Term-Time Working

Term-time working is generally viewed as an alternative working pattern that
promotes work life balance by enabling a parent with school aged children to spend
more time with their children over the school holidays. However, all NICS staff, not
only parents, may apply for term-time working under this policy. Further information
on term-time working is outlined in Annexes 2 and 2.1.

2.4  Compressed Hours

Compressed hours working is an alternative working pattern which allows you to
compress your working week into fewer than the traditional five days without reducing
the number of hours worked. Further information on compressed hours working is
outlined in Annex 5.

2.5 Job Reshaping (Partial Retirement)
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Job reshaping (partial retirement) is an arrangement which allows a member of staff
to reduce the hours you work in the run up to retirement and to draw your pension

benefits. This arrangement has been in place since 18 October 2013 and does not
apply if a member of staff does not draw his/her pension benefits. The full policy on
job reshaping (partial retirement) can be found at chapter 3.12 of the HR Handbook.

3. Types of Flexible Working Hours

3.1 Personalised Hours

Personalised hours is an arrangement whereby a member of staff comes to an
agreement with your line manager regarding the number of hours and pattern he/she
is to work, on a temporary basis. Further information on personalised hours is
outlined in Annex 4.

3.2  Working at Home

The terms “working at home” or “working from home” are generally used to describe
work-related activity undertaken at a member of staff's home rather than at his/her
employer’s premises. There is no central policy on working at home and this is an
arrangement that operates from time to time as dictated by business need and the
operational requirements in local work areas. Further information is contained in
Annex 6.

3.3  Flexible Working Hours

Flexible working hours, or flexi time schemes, provide a more flexible system of
attendance for staff without a reduction in overall hours worked. An individual has
scope to vary his/her daily hours of work, including lunch break, within an agreed
framework of core hours. In addition to agreeing his/her own starting and finishing
times with line management, a flexi time scheme allows individuals to take time off in
return for any extra hours worked. There is, however, a guiding over-riding principle
that this flexibility should be achieved without adverse impact on the overall efficiency
of the Department or its service to the public. Further information on flexible working
is outlined in Annex 3.

4. Requesting Alternative Working Patterns and Flexible Working

4.1  Eligibility

There are no grade restrictions on applications to work an Alternative Working Pattern
or Flexible Hours, under either NICS arrangements or statutory provisions. All
requests must be discussed with, and approved by, line management with support
from NICS HR where necessary, as outlined in the Job Related Data Change User
Guide (which can be accessed on the HRConnect portal). There are different
eligibility criteria for job reshaping and these are detailed in chapter 3.12 of the HR
Handbook.

4
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4.2  Line management will consider all requests for an Alternative Working Pattern
(AWP), however it should be noted that business needs will be a key factor for
consideration. While all of the patterns mentioned in this chapter are available in the
NICS, granting approval to work a particular pattern will be dependent on the
individual circumstances of each request.

4.3  Principles

It is important to note that any change made to a working pattern may impact on
certain terms and conditions of employment, annual leave entitlement, public and
privilege holiday entitlement, pensions etc. The impact will vary depending upon the
type of alternative working pattern.

A member of staff should also be aware that the right to a particular working pattern
applies to the job to which he/she is posted at the time and that the right does not
transfer automatically on any move to another post/branch/office/department.

4.4  Annual Leave

Annual leave allowances for staff working an alternative working pattern are
calculated in proportion to the number of hours or days worked in a week. Further
detail on how this should be calculated is contained in Appendix 1 of the policy.

E.g. a member of staff who is entitled to 30 days (222 hours) annual leave on a
fulltime basis (37 hours per week) and who wishes to reduce to 4 days per week (or
29.6 hours per week) will calculate the new annual leave allowance as follows:

222 hours (full-time leave allowance) x 29.6 hours (new working week) + 37 hours
(full-time working week)

=177.6 hours per year

N.B. If you are not attending 5 standard days per week you will have your annual
leave calculated and expressed in hours (with the exception if you work compressed
hours and your working week consists of days of equal length).

4.5  Special Leave

The opportunity to work an alternative working pattern on a temporary basis, may be
granted as an alternative to special leave without pay, if that is preferable to both the
Department and to the member of staff concerned. Special leave for a civil servant
who works an alternative working pattern will be the number of working days required
to give him/her the same effective length of time away from duties as a full-time
colleague. The full Special Leave policy on can be found in chapter 3.08 of the HR
Handbook.

5
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4.6 Public and Privilege Holidays

Staff who work a reduced hours working pattern are entitled to time off pro rata to the
normal net conditioned hours. The allowance will be calculated by the HR service
provider. For example, if a member of staff works 2 % days per week he/she would
be allowed half of the public and privilege holiday allowance of a member of staff who
works a standard working pattern.

If you exceed your allowance for public and privilege holidays e.g. because you work
on Mondays, you will be required to make up the difference. This can be done by
either working on days you would not normally work, or by using annual leave/flexi
credit. If you take less than the allowance for public and privilege holidays, the
balance can be taken as time off in lieu. Any difference between the number of public
and privilege holidays taken and the allowance for such leave must be cleared before
the end of the annual leave year. The full policy on public and privilege holidays can
be found in the Public and Privilege Holidays policy, chapter 3.06 of the HR
Handbook.

4.7  Maternity/Paternity Leave

A pregnant employee, regardless of her working pattern or length of service, has the
same entitlement to maternity leave as a member of staff who works a standard
working pattern. A woman working reduced hours is entitled to maternity leave,
although the level of pay she receives may be affected by the number of hours
worked. The arrangements for maternity leave and maternity pay are set out in the
Maternity Leave policy, chapter 3.02 of the HR Handbook.

A partner’s entitlement to 2 weeks paternity leave remains intact if he works an
alternative working pattern. The arrangements for paternity leave are set out in the
Paternity Leave policy, chapter 3.03 of the HR Handbook. Additionally the
arrangements for shared parental leave are set out in the Shared Parental Leave
policy, chapter 3.13 of the HR Handbook.

4.8  Sickness Absence

Staff who work an alternative working pattern are entitled to sickness absence with
pay on the same terms as staff working a standard working pattern. Where, by
agreement with the Department, attendance is not required on each day of the
working week, sickness absence allowances will be calculated pro-rata in working
days, with fractions of a day being rounded up. For example, for a member of staff
working a reduced hours pattern whose agreed attendance is for 3 days out of a 5
day working week, sickness absence on full pay may be allowed for not more than 78
days in any period of 12 months and thereafter sick absence on half pay, subject to a
maximum of 156 days sick absence in any period of 4 years or less.
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Saturdays, Sundays and other days not due to be worked, which occur during a
period of sickness absence, will not reckon against sickness absence allowances, but
Bank Holidays falling on working days will reckon.

Sick pay for staff who are working an alternative working pattern will be based on the
member of staff's normal rate of pay, either for:- the hours he/she has undertaken to
work as a civil servant working a regular alternative working pattern; or; where the
hours are irregular; on the average weekly hours over the immediately preceding
quarter (13 weeks); or; the immediately preceding 4 weeks in the case of staff
employed on a casual basis.

However, where a member of staff produces a certificate from another employer
confirming that the amount of benefit is being deducted by him/her, no deduction will
be made from Civil Service pay.

The arrangements for sickness absence are contained in the Sickness Absence
policy, chapter 3.01 of the HR Handbook.

4.9  Overtime

A member of staff who works reduced hours will not qualify for overtime payment until
he/she has completed the full conditioned hours of a full time officer. Therefore,
additional hours worked within the full time conditioned hours will attract plain time
rate only. For staff who are partially retired see conditions detailed in chapter 3.12 of
the HR Handbook.

Overtime rates are calculated as follows:-

° overtime worked midweek — any hours worked up to the full time equivalent will
be paid at single time;

° overtime worked on a Saturday — any hours worked up to the full time
equivalent will be paid at single time plus a Saturday premium payment  equivalent
to half of their normal hourly rate; and

° overtime worked on a Sunday — any hours worked up to the full time
equivalent will be paid at single time plus a Sunday premium payment equivalent
to single time.

4.10 Pension

All reduced hours service from 01 June 1995 qualifies for membership of the Northern
Ireland Civil Service (NICS) pension arrangements on the same basis as staff
working a standard working pattern without regard to the hours worked.
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Reduced hours service will reckon for pension benefits on the same basis as for
fulltime service in proportion to actual hours worked or pensionable earnings
received.

Working reduced hours will have implications for pension entitlements. There are two
aspects of the pension calculation to be considered for a member of staff who is in a
final salary scheme:

a. Final Salary — If you retire while working reduced hours, your pension would be
calculated on the basis of the full-time equivalent of the salary in payment on
the point of retiring.

b. Reckonable Service — If you are working reduced hours you will build up
reckonable service more slowly than someone working full-time. This is
because the rate of buildup is determined by the number of hours worked.

Reduced hours service of less than 15 hours per week before 01 June 1995 and
service of less of 18 hours per week before 01 October 1982, does not automatically
qualify or reckon for pension benefits in the Northern Ireland Civil Service (NICS)
pension arrangements. Current staff with excluded reduced hours service prior to 01
June 1995, can make a claim for retrospective membership of the NICS pension
arrangements in respect of that service. Claims must be lodged with Civil Service
Pensions no later than 6 months after the end of the period of continuous
employment which includes months of the period of continuous employment, and
includes the period of reduced hours service. Claimants will be required to make
payment of backdated contributions to cover the previously excluded reduced hours
service.

There are two aspects of the pension calculation to be considered for staff who are in
a career average scheme:

a. Percentage of how much he/she earns each scheme year — for staff who retire
while working reduced hours, he/she builds up a pension based on a
percentage of how much is earned in each scheme year. If you build up a
pension by adding 2.32% of actual pensionable earnings from each year to
your pension. The actual earnings are used to work out his/her benefits, so
this takes into account the reduced amount earned.

b. Reckonable Service —a member of staff working reduced hours will build up
reckonable service more slowly than someone working full-time. This is
because the rate of build up is determined by the number of hours worked.

Further details are obtainable from:
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Civil Service Pensions
Waterside House

75 Duke Street
Londonderry

BT47 1FP

4.11 Learning and Development

It is important that staff who are working an alternative working pattern are provided
with the same opportunities for training as other staff. It may not always be possible
to organise courses during normal working hours, and in such circumstances the
member of staff should show flexibility where this requires attendance on days (or
part-days) that he/she would not usually work. When full-time training is required, a
member of staff working reduced hours will either be paid for additional hours or will
be entitled to time off in lieu.

4.12 Transfer to another Branch

The success of a request for a transfer will depend on the following:-

- availability of posts suitable for an alternative working pattern in the importing
Branch or Department;

- the merits of the case; or

- the individual’s wish to continue with their current working pattern;

and will be taken forward in accordance with the Vacancy Management Policy.

4.13 Temporary Promotion or Deputising

Members of staff who work an alternative working pattern are eligible for
consideration for temporary promotion or deputising. However, the member of staff
will be required to work the hours of the post into which he/she is
deputising/temporarily promoted.

N.B for staff who are partially retired see conditions detailed in chapter 3.12 of the HR
Handbook.

4.14 Rest Breaks
Staff who work a reduced hours working pattern, and who work for more than 6 hours
in a day, are required to take a rest break of at least 30 minutes.

4.15 Career Breaks

Staff seeking to return to work on an alternative working pattern following a career
break, cannot be guaranteed a post on that basis, even where he/she commenced
their career break while working under an alternative working pattern. Appropriate

9
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consideration will be given to a request to return to work on an alternative working
pattern in accordance with applicable NICS Vacancy Management procedures.

4.16 Mobility
A member of staff who works reduced hours is classed as non-mobile even if he/she

IS serving in a mobile grade. Details of the mobility requirement should be made clear
in the alternative working pattern contract. The full policy on mobility can be found in
the Mobility policy, chapter 1.02 of the HR Handbook.

If you are required to attend work outside your normal working pattern, your
Department will reimburse any reasonable and unavoidable additional expenses
incurred in the care for children or elderly, disabled or ill dependants. Expenses
claimed must relate only to care which would otherwise have been provided by the
member of staff.

4.17 Reimbursement of Additional Care Costs

For the purposes of these provisions, ‘outside your normal work pattern’ means an
absence from home that is longer than the daily conditioned hours plus normal daily
travelling time (this does not include paid overtime) or, in the case of staff who work
an alternative working pattern, working additional hours or on an additional day or
days at the request of management. The additional hours worked must be
unavoidable, as opposed to optional, and can for example, include attendance at
training courses (full-day or residential), late or early working and essential temporary
detached duty. These provisions do not apply where regular early or late working is a
feature of the work pattern. The full policy on Reimbursement of Additional care costs
can be found in chapter 9.22 of the HR Handbook.

4.18 Appeals
If a member of staff is not granted an alternative working pattern, he/she may raise

the matter in accordance with the established Uniform Appeals policy found in
chapter 6.12 of the HR Handbook. (N.B. this does not apply if applying under the
statutory arrangements — see para 5.5 below)

5.Flexible Working — requests under the Flexible Working Regulations
(Northern Ireland) 2015

5.1  Legislation introducing specific rights to help you balance your family and
employment responsibilities came into effect on 5 April 2015 under the Flexible

Working Regulations (Northern Ireland) 2015. The right to request flexible working for
care of adults has been available from 06 April 2007.

5.2  Eligibility
10
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To be eligible to make a request for flexible working under the Flexible Working
Regulations (Northern Ireland) 2015 , you must have been employed in the Northern
Ireland Civil Service for at least 26 weeks continuously at the date the application is
made.

5.3  Applications
Requests for flexible working under the Flexible Working Regulations (Northern

Ireland) 2015 must meet the criterion set out in paragraph 5.2 above.

5.4  Line management must give serious consideration to all requests, although, as
business needs must be taken into account, there is no obligation to grant the request
acceptance of a statutory application will lead to a change to contractual terms and
conditions of employment, which will be permanent unless agreed otherwise at the
outset.

5.5  Appeals against a decision made on a statutory request

Where a request cannot be facilitated, a member of staff may appeal the decision in
writing to the HR service provider within 14 days of receipt of the notification of
refusal. Where, for example, a case has been referred by an Agency /NDPB etc to
NICS HR, joint consideration of the appeal may be undertaken.

5.6 If the appeal is upheld, the member of staff will be notified by the HR Service
provider within 14 days of receipt of the appeal of the change in contract of
employment and the date of commencement of the new working pattern.

5.7  Where an appeal is not upheld, the HR service provider will arrange a meeting
to take place within 14 days of receipt of the appeal and, if requested, an
accompanying colleague (who may be a Trade Union representative) to discuss the
appeal. If there is likely to be an unreasonable delay between the date of the written
appeal being received and the proposed meeting, the member of staff should be
notified of its receipt and given an explanation for any delay.

5.8  Within 14 days of the meeting referred to in section 5.7 above, the HR service
provider will notify you and the Head of Branch in writing, of NICS HR’s decision.

11
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Annex 1
PART-TIME WORKING (REDUCED HOURS) AND JOB-SHARING
1. Introduction

1.1  The aim of availability of various forms of part-time working (including job
sharing) provides ways in which the NICS can retain and benefit from the skills and
experience of staff it has trained and developed, and at the same time help staff to
combine work and other commitments more effectively. Part-time working and
jobsharing must not be used as a means to reduce overall staff in post. Staff should
be aware that a request to return to full time work would be subject to consideration of
business and staffing requirements.

2. Scope and Purpose

2.1  The scope of this policy is to provide general guidance on both part-time and
job-sharing arrangements. The purpose is to provide Departments with an up to date
framework within which to consider opportunities for staff to work part-time and
jobsharing arrangements. This policy replaces CSC 29/87 dated 14 August 1987,
and CSC 29/87 Addendum dated 14 November 1991 and incorporates policy
previously detailed in various sections of the HR Handbook.

3. Eligibility

3.1 All staff may apply for part-time working and job-sharing. There are no grade
restrictions on applications for part-time work.

4. Types of working patterns

4.1  Part time working
Various forms of part-time work patterns are possible.

Examples of part-time working include:

working some full days — 1, 2, 3 or 4 days a week;

working some full and some half days - 1%, 2%, 3% or 4% days a week; reducing
the hours worked each day but still attending 5 days a week — mornings only,
afternoons only or working all morning with an earlier finish in the afternoon;

4.2  Job Sharing
Job-sharing is a particular form of part-time working where two people agree to divide
the duties of a full time post between them.

12
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Examples of job- sharing arrangements include:

split day — one works each morning and the other works each afternoon; split
week — one works the first half of every week and the other works the second
half; alternate week - one works one week while the other works the next week;
part week — one works one day and the other works 4 days in a week.

5. Applications

5.1 Requests for job-sharing or part-time working should be discussed with line
managers, and the relevant application submitted to the HR service provider on
online form “Online job sharing and Change to Working Patterns request” (which can
be accessed on the HRConnect portal). If you wish to job-share may be able to
identify a suitable job-sharing partner, in which case, this should be noted in the
application. In such cases, both members of staff who wish to job-share should
submit an application to the HR service provider. Line management will make the
decision on the application and the HR service provider will advise of the outcome.
Each application will receive full consideration but no guarantee can be given that an
appropriate post will be found.

5.2  Managers should carefully judge each application taking account of business
needs, and should not refuse a request unless there is appropriate objective
justification. When an application is refused, the members of staff should be advised
of the particular grounds for the refusal.

5.4  Priority will be given to applications from staff who wish to reduce their working
hours, either through job-sharing or part-time working, because of the following
reasons:-

the member of staff is mainly or solely responsible for the care of a child/children
under school leaving age;

the member of staff is mainly or solely responsible for the care of an aged or infirm
relative;

the member of staff has other welfare or domestic considerations which put continued
full-time employment at risk;

the member of staff is near pension age;

the member of staff has serious health problems.

13
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5.5  Cases where part-time working is recommended temporarily on medical
grounds will be considered separately under existing procedures found in the
Sickness Absence policy, chapter 3.01 of the HR Handbook. (para 12- Phased return
on medical grounds- refers)

5.6  When considering applications or deciding between competing claims, where
necessary management will have regard to:

« the needs of the service;

» the extent to which hardship will arise if the application is refused, including
taking account of, where appropriate, the views of the Welfare Service;

« If an application is not to be granted, adequate grounds must be identified to
justify a refusal and conveyed in writing.

6. Identifying Suitable Part-Time/Job Sharing Posts

6.1  No full-time post should be automatically excluded from consideration for
conversion to either part-time or job-sharing.

6.2 Departmental Trade Union Side should be consulted with a view to agreeing
proposals to convert full-time posts to either part-time or job-sharing posts.

7. Flexible Working Hours

7.1  Staff should be able to avail of flexi-time, subject to a personalised agreement
with line management of appropriate core-times and band widths.

8. Management Letter Setting Out Revised Conditions of Service

8.1  Staff who change from full-time to part-time/job sharing employment (and
viceversa) will receive a letter from the HR service provider setting out:-

+ full details of the change; and
« any revised conditions of service and employment rights.

8.2  Where Departmental conditions depart from the central rules (e.g. for
flexible working arrangements) the variations, and any other particular
provisions, should be set out clearly in writing. If the proposed part-time or job-
sharing arrangement may result in the officer not paying National Insurance
contributions, this should be highlighted as it would affect their eligibility to
claim National Insurance benefits or the amount of National Insurance benefits

14
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(e.g. the amount of Statutory Sick Pay or Maternity Pay) that would be payable
to them. The agreed arrangements and conditions for either the Department or
the member of staff to vary or to bring to an end part-time or job-sharing
arrangements, should be stated. Also the agreed period of notice should be
stated. If it becomes necessary for Management to vary or to end the part-
time arrangement, the reason(s) and periods of notice should be given in
writing, at the same time clarifying entitlements to pay and other revised
conditions of service.

8.3  If you wish to end a part-time or job-share working pattern should
discuss this with your line manager, notifying them and the HR service
provider, in writing. At least one month’s notice should be given. You should
also advise your line manager whether or not you are willing to move to a new
post in order to resume a standard working pattern. Management will make
every effort to meet a request to resume a standard working pattern in as
reasonable a time as possible, having regard to all circumstances. Such
requests will be considered sympathetically, but no guarantee can be given
that a suitable post will be readily available. Staff should be aware that
business needs may mean that a return to full time working cannot be
accommodated.

8.4  Where management need to end a part-time or job-share working
pattern, staff will be given:-

+ Atleast 3 months’ notice of management’s intention;
* The full reasons for the cancellation of the arrangement

This may be necessary where, for example, the work involved is no longer compatible

with a part-time or job-share working pattern. Before ending a part-time or job-share
working pattern, management will explore all alternatives.

15
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Annex 2
TERM TIME WORKING
1. Introduction

1.1  The following section outlines the NICS term-time working policy. Although
term-time working is generally viewed as a form of part-time working that promotes
work-life balance, by enabling parents with school aged children to spend more time
with their children over the school holidays, all NICS staff, not only parents, may apply
for term-time working under this policy.

1.2  This policy does not in any way affect the right to request term-time working
under the Flexible Working Regulations (Northern Ireland) 2015 (see section 5 of this

policy).

2. General Principles

2.1  Asterm-time working is a form of part-time working, the same general
principles for implementing the policy apply — in other words Heads of Branches
should:

a. aim to accommodate requests rather than look for ways of turning them
down, and

b. ensure that, while it is recognised that there may be circumstances when it is
not possible to approve an application, such decisions are justifiable and are
based on sound business reasons (see section 3.1 of Annex 2.1).

2.2  Detailed guidelines, for use by Heads of Branches when assessing
applications for term-time working, can be found in Annex 2.1.

2.3  The decision whether or not to approve an application for term-time
working will be based solely on business need. That means that approval
should be granted provided there is no adverse impact on service delivery.

2.4  If the number of applications exceeds the number that can be
accommodated, but there is capacity for some term-time working, Heads of
Branches will prioritise applications on the basis of the criteria set out in Annex
2.1, sections 1.4 and 1.5. Where it is necessary to apply these criteria, Heads
of Branches should liaise with Departmental Trade Union Side.

16
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2.5 You may apply to have any school holiday period covered by term-time
working and must outline in your application, the periods during which you
wish to be absent from work (in blocks of complete weeks). An absence may
start on any day of the working week. Only in exceptional circumstances can
the dates of absence be changed after the term-time working arrangement has
been formally accepted.

2.6  Staff who wish to use annual/flexi leave in conjunction with a period of
termtime working absence, will be required to do so in a block before, and/or
after, the period of absence. Requests to use annual/flexi leave in this way
should be outlined in the application as detailed in the Job Related Data
Change User Guide (which can be accessed on the HRConnect portal).
Annual/flexi leave must not be used to bridge periods of term-time working
absence.

2.7  Term-time working applications will be approved for one year only;
therefore staff who wish to avail of term-time working for more than one year
must reapply each time. The terms and conditions of employment will be
revised on an annual basis, from 1 April to 31 March.

2.8  You may also apply for a variation to your normal working pattern for the
duration of the term-time working year, for example if you normally work five
full days per week, you may wish to work five mornings for the duration of the
term-time working arrangement. However, you should note that, if this request
is approved, the change will be temporary and will be effective for one year
only. If you would like such a variation to apply on a permanent basis you
should follow the normal part-time working application procedure as detailed in
the Job Related Data Change User Guide (which can be accessed on the
HRConnect portal). It should also be noted that requests for changes to the
normal work pattern, under this section, will only be considered when the
application for term-time working can be approved.

3. Calculation and Payment of Salary

3.1 If term-time working applications are approved, basic salary will be reduced in
accordance with the number of weeks’ absence and paid in 12 monthly instalments.

4, Pensions

4.1  As a member of the Northern Ireland Civil Service (NICS) pension
arrangements you will continue to have your employment covered under the scheme
for pension purposes.
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4.2 Itisimportant to note, however, that working part-time affects the benefits
payable under the NICS pension arrangements. Generally speaking, in a final salary
scheme the service which counts toward pension benefits accrues on the basis of the
years and days actually worked. For example, if you work 10 months out of 12, you
will build up 10/12th of a year’s reckonable service in a calendar year for pension
purposes. The same applies to the service which would count for early retirement
benefits, but any compensation in the event of redundancy would be based on the
salary actually received rather than the full-time rate of pay. In a career average
scheme the actual earnings are used each scheme year with 2.32% added to build up
and determine the pension benefits.

4.3  Staff should also be aware that where, in the event of death-in-service in a
final salary arrangement, there is part-time service in the last three years of
reckonable service, any death benefit lump sum will be calculated by reference to the
actual pay and pensionable emoluments in whichever of the last three years of
reckonable service gives the highest figure, rather than by reference to the full-time
rate of pay for the grade. Any long-term widow’s/widower’s/children’s payable will be
calculated using the full-time rate of pensionable earnings for the grade and the
actual reckonable service accrued. Any short-term rate payable will be based on the
amount of actual pay received. The actual earnings are also used in the career
average scheme to determine both the death in service lump sum and dependants
benefits.

4.4 A member of staff may contact Civil Service Pensions for detailed information
on how any proposed term time working arrangement would affect his/her pension.

5. Annual Leave and Public and Privilege Holidays

5.1  You should be aware that a successful application for term-time working will
result in a pro-rata reduction in your annual leave allowance and public and privilege
holiday entitlement for the period covered by the arrangement.

0. Sickness Absence

6.1  The normal provisions for paid sickness absence will continue to apply if you
are unable to attend work due to illness, and any such payments will be calculated on
the pro rata salary. Eligibility for occupational sick pay will cease during the period(s)
when staff are not due to attend work.

7. Maternity Leave and Pay

7.1  During a term-time working arrangement, you will continue to be entitled to

paid maternity leave if the qualifying conditions are satisfied, but should note that
18
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payments will be calculated on the pro rata salary. If maternity leave commenced
during term-time working normal statutory entitlements will be retained.

8.

Application Process — Timetable

8.1 The following is a list of the key dates in the application process for term-time
working.

8.2

a. December — The HR service provider will alert all staff to the availability
of term-time working and provide advice on how to access guidance and
application forms. The closing date for applications will be the first working
Friday in January or as near as possible to this time.

c. By first working Friday in January — Completed applications must
have been sent to the Head of Branch for consideration.

d. Mid February — The Head of Branch will notify the applicant of their
decision in writing; in other words whether or not the application has been
approved. If approved Head of Branch will forward completed application to
the HR service provider.

e. End February — The HR service provider will write to successful
applicants outlining the revised terms and conditions of service if they wish to
proceed with the term-time working arrangement.

f. Mid March - You should then advise the HR service provider, whether
you wish to accept the revised terms and conditions outlined in the
confirmation letter and proceed with the term-time working arrangement.

If a Head of Branch wishes to apply for term-time working, his/her application
form should be submitted to their line manager for consideration. Throughout the

remainder of this section, staff who are at Head of Branch level or above and are
applying for term-time working, should read “line manager” in place of “Head of
Branch”.

9.

Approved Applications

9.1 When an application for term-time working has been approved, the HR service

provider will notify the member of staff in writing by the end of February, outlining the
revised terms and conditions of employment.

9.2 On receipt of the confirmation letter from the HR service provider, the member of

staff must consider the revised terms and conditions of employment as outlined and
return the attached reply slip to the HR services provider by mid March.
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10. Refused Applications

10.1 When an application for term-time working has been refused, the HR service
provider will also inform the member of staff in writing by the end of February. The
Head of Branch will give a full explanation why your application has been refused, and
the HR service provider will send a copy of the form to both the applicant and NICS HR.

11. Unpaid Special Leave

11.1 If your application for term-time working is refused, you are not permitted to make
an application for unpaid special leave to cover the same period, or part of the same
period, unless you can show that there has been a change in circumstances. You
should be aware, however, that any decision to refuse an application for term-time
working will have been based on the needs of the business, and it is likely that an
application for unpaid special leave will be refused for the same reason, unless you can
show that there has been a change in your personal circumstances or business needs.

12. Right of Appeal

12.1 A member of staff may appeal against a decision to refuse an application for
term-time working by following the uniform appeals procedure as outlined in the HR
Handbook.

12.2 You should be aware if your appeal is successful and your Department does not
have adequate opportunity to amend your salary from April, then any overpayments
made from April will be automatically recovered from salary at the next available
opportunity.

13.  Transfer to another Branch

13.1 If you requested a transfer, and wish to retain an approved term-time working
arrangement for the remainder of the one-year period, the importing branch will try, as
far as reasonably possible, to ensure that the term-time working arrangement can
continue. Only in exceptional circumstances, which must be linked to business need,
would a request be denied.

13.2 If you would consider terminating a term-time working arrangement in order to
secure a suitable transfer should ensure that you bring this information to the attention
of NICS HR when requesting a transfer.

14.  Termination of Term-Time Working Arrangements
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14.1 If your application for term-time working has been successful, you are expected
to remain as a term-time worker for the period 1 April to 31 March. Should you wish
to terminate the term-time working arrangement before you have taken the agreed
period(s) of absence, you should apply to your Head of Branch, giving a minimum of
one month’s written notice. Where, for justifiable business reasons, it becomes
necessary for a Department to terminate a member of staff's term-time working
arrangement, he/she must be given a minimum of one month’s written notice and full
reasons for the termination. Term time working arrangements should normally be in
place for a 12 month period and you will not be eligible for occupational sick pay if
you are ill during periods when you are not due to attend work.

15. Other Assistance

15.1 It is recognised that many members of staff request term-time working to allow
care for their children during school holidays. However, there are a number of other
facilities available that are also aimed at helping staff cope with caring responsibilities
such as holiday play schemes, flexible working hours, parental leave, the temporary
rearrangement of working hours and career breaks. Managers should direct staff to
Welfare Services for advice on childcare provision and other care-related issues.
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Annex 2.1
GUIDELINES FOR CONSIDERING TERM-TIME APPLICATIONS

1.1 Heads of Branches should strive to accommodate as many applications as
possible, while at the same time ensuring that there are sufficient staff present to
meet the business needs of the service. This includes, not only ensuring the delivery
of the service, but also that a non-term time member of staff is able to have his/her
reasonable annual leave requirements met during the school holiday periods.

1.2 In determining the number of applications that can be accommodated, the
Head of Branch should consider the options available for covering absences.
Examples of some of these are listed below:

a) employing temporary staff;
b)  authorise more junior members of staff;
C) requesting assistance from other Branches on a temporary basis

d) asking other part-time staff if they would be prepared to work full-time over
the summer months; and

e) asking NICS HR if there are any surplus staff who could be transferred.

1.3 If, after considering the above, the number of applications still exceeds
the number that can be accommodated, but there is capacity for some term-
time working, the Head of Branch should meet with staff to discuss the
possibility of meeting part of each request.

1.4 If, after all of the above has been considered, demand still exceeds the
number that can be accommodated, the Head of Branch will give priority to
applications from the following groups, in the order stated:

a) staff with school-aged children aged 12 or under at the date of
commencement of the term-time working arrangement, or disabled? children
under 18.

b) staff with school-aged children aged 13 or over.

1 For the purposes of these arrangements, a disabled child is a child who is entitled to a disability living
allowance within the meaning of section 71 of the Social Security Contributions and Benefits (Northern
Ireland) Act 1992.
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1.5 If itis necessary to further differentiate between applications, this will be done firstly
by giving preference to those staff who have not availed of term-time working
previously, and finally by means of random selection.

2. Approved Applications

2.1 When an application for term-time working has been approved, the Head of Branch
must complete the Term-time Working Request Form and send to the HR services
provider by mid February. See the Job Related Data Change User Guide (which can
be accessed on the HRConnect portal).

3. Refused Applications

3.1 As stated in section 2.1 of the guidance in Annex 2, applications for term-time
working should be considered on a business needs basis only. An application can be
refused only where there is a clear, justifiable business reason. The business ground(s)
for refusing an application must be one of those listed below:

a. the burden of additional costs;

b. detrimental effect on ability to meet customer demand;
c. inability to re-organize work among existing staff;

d. inability to recruit additional staff;

e. detrimental impact on quality;

f. detrimental impact on performance; and

g. planned structural changes.

3.2 When an application for term-time working has been refused, the Head of Branch
must complete the Term-time Working Request Form providing a full explanation why
the application was refused, and send a copy of the form to both the applicant and the
HR services provider by mid February.
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Annex 3
FLEXIBLE WORKING HOURS
1. Introduction

1.1  This Code of Practice, agreed between the Management and Trade Union
Sides of the Central Whitley Council, offers guidance on Flexible Working Time
(FWT) in the Northern Ireland Civil Service (NICS).

1.2  The Code of Practice does not cover every eventuality and further guidance
may be sought from NICS HR.

1.3  All FWT schemes must be agreed with Departmental Trade Union Side. Each
scheme must be designed with the conditions of the Department or Branch in mind
and therefore there must be scope for variation between schemes. However, certain
elements of FWT have been agreed centrally and every scheme should contain the
following:-

a) a four week accounting period;
b)  minimum lunch break of 30 minutes;

c) carry over of credit of three standard days (that is 22 hours 12 minutes for
staff who work a normal 5-day week office hours);

d) carry over of debit of two standard days (that is 14 hours 48 minutes for staff
working normal 5-day week office hours);

e) credit leave of up to three days in any one accounting period which may be
taken as half or full days.

1.4  Credit leave of half or full day’s duration, and absences within core time,
must be authorized as for annual leave.

1.5 Flexible Working Time is now a well-established part of most Civil
Servants’ working lives. Both sides of the Central Whitley Council would like

FWT Schemes, based on this policy, to be extended to as many civil servants
and work places as possible.

24

3.10 Alternative Working Patterns v5.1





Northern Ireland Civil Service
HR Policy

2. Basic Principles of Flexible Working Time

2.1  The main purpose of FWT is to provide a more flexible system of attendance
for staff. The number of hours which staff work on FWT is the same overall as the
time worked by non-FWT staff. The difference lies in the considerable scope which a
member of staff on FWT has to vary his/her times of arrival and departure from work,
to vary the length and timing of lunch breaks and to take time off if he/she works extra
hours. There is, however, a guiding and over-riding principle that this flexibility should
be achieved without adverse effect on the overall efficiency of Departments or on
service to the public.

2.2 Since a member of staff who works FWHSs, works the same number of hours
for their grade and location as a non-FWT member of staff, his/her pay is not affected
by the FWT arrangements. Similarly, on other conditions of service, staff who are on
FWT should be in no more or less favourable position than other staff. Privileges,
arrangements and agreements which existed before the introduction of FWT, should
continue to apply.

3. Flexible Working Time — An Outline
The Day

3.1 In order to ensure that there are periods in each day during which staff can
communicate with each other, with other Departments, and with the public, several
hours each day are designated as the core time. Core time is the essential part of the
day during which a member of staff should be present, unless he/she has been
granted permission to be absent.

3.2 In many Branches, however, there is no reason why all staff should arrive and
leave together, and there is time at the beginning and end of each working day when
staff absence is possible. These periods are called the flexible bands. Staff are free
to arrive for work in the morning flexible band and leave for home during the
afternoon flexible band, subject only to the need to maintain adequate staffing during
normal office hours. The total time for which an office is open for work is called the
bandwidth.

3.3  The flexible lunch break in the middle of the day enables you to vary (within
limits) the length and timing of their lunch breaks, subject only to operational
requirements such as the need to maintain adequate staffing in the middle of the day.

The Accounting Period
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3.4  Staff would not be able to complete their conditioned hours by working during
core time alone. The balance between core time working and conditioned hours is
made up by attendance during the flexible bands. Hours of attendance are recorded,
and at the end of each accounting period there is a reconciliation of the hours
recorded with conditioned hours net of lunch breaks. Within limits, you can carry over
any excess or deficit in the hours recorded compared with condition hours.

3.5 There may be occasions during the accounting period when your record needs
to be adjusted by a credit or debit. For example, on annual leave or sick absence,
‘credit’ must be given for the time you are away, or time may need to be deducted
from the record to compensate for hours incorrectly recorded. Credits and debits are
authorized by management and are taken into account during reconciliation to
determine the carry over.

3.6  Credits and debits often need to be given for periods of whole or half days.
The standard day (for staff who, normally work a 5-day week, is the net equivalent of
one-fifth of weekly conditioned hours) is used for this purpose. Standard hours
(which are calculated on the same basis) can serve as a useful comparison, with
hours actually worked and recorded to date, so that you can calculate at any time
during the Accounting Period, whether you are in credit or debit.

3.7  Since, over a period of FWT, you can accumulate more than the normal
conditioned hours of work, you can take time off — in whole, or half days if they wish —
to use up the excess hours which you have worked. This flexi leave may also be
taken in anticipation of extra hours to be worked later. Flexi leave is recorded
separately from annual leave and is not held on the HR services recording system.

4. Definitions

General

4.1  This Section defines more precisely, and gives guidance about, the terms
which were used in the previous paragraphs to describe the general way in which
FWT operates. Where appropriate, the following definitions include the centrally

agreed elements which must be adopted as part of any FWT scheme. Section 5.2
indicates the scope which there is for variations in FWT arrangements.

Accounting Period

4.2  The accounting period is four weeks. If you join a flexi-scheme during an
accounting period you will simply record flexi-time for the remainder of the period.
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4.3 At the end of the accounting period, there is a reconciliation between hours
recorded and standard hours. There can be a carry over to the next accounting
period of excess or deficit hours, up to an agreed maximum (see section 4.7).

Bandwidth

4.4  The Bandwidth refers to the times within which the office is open for work —
normally 8am — 6pm. The total bandwidth should normally be a minimum of 10
hours. Very exceptionally it can be longer or shorter, by agreement between a
Department and it's Departmental Trade Union Side, subject to a minimum of 9 hours
and a maximum of 11 hours.

4.5 The need to save fuel and to limit expenditure on heating and lighting is
obvious. Central Procurement Directorate (CPD), Department of Finance and
Personnel, will not normally provide full heating for more than 9 hours a day. This will
be adequate for most offices, since they will be warm enough to use in the 10" hour,
in other words after the heat has been switched off. Where under local agreement,
the bandwidth is 11 hours, Premises Officers should ask CPD to provide heating for
an extra hour. All requests that are fair and reasonable will be given consideration,
but the reasons for having an 11 hour bandwidth rather than 10 hours will have to be
strong in order to justify the extra cost of lighting and heating. Extra heating will, of
course, be provided for overtime under existing arrangements.

Carry Over

4.6  Carry over is the arrangement to take forward from one accounting period to
the next the excess or deficit in the total hours recorded (that is, the time worked-
credits and debits) compared with the total standard hours for the accounting period.

4.7  The maximum carryover of deficit hours is the equivalent of 2 standard days
(that is 14 hours 48 minutes for staff who work normal 5-day week office hours). The
maximum carryover of excess hours is the equivalent of 3 standard days (that is 22
hours 12 minutes for staff who work a normal 5-day week office hours).

4.8  You may not normally carry forward more than the maximum deficit. Any
greater deficit than the maximum is in breach of the scheme and this can lead to
disciplinary action (which may include stopping of pay for the excess deficit).
However, it may be unavoidable that a member of staff is prevented from reducing
their deficit balance to the maximum allowed (for example, if absent due to ill-health
towards the end of the accounting period). Such occurrences should be rare, bearing
in mind that staff are credited with the standard hours for the day during periods of
sick absence. Where a member of staff is prevented from reducing a deficit balance
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to the maximum allowed because of circumstances which he/she could not anticipate
or avoid, he/she should be allowed to carry the extra deficit forward.

4.9  Any excess credit above the maximum is normally lost. But where a member
of staff is prevented by the needs of the office from reducing his/her credit balance to
the maximum, he/she should normally be allowed to carry the excess into the next
accounting period. This facility will only be available where there is clear evidence
that a member of staff has been specifically prevented by management from taking
flexi leave. Similarly, if he/she is prevented from reducing his/her credit balance to
the maximum because of sick absence he/she should normally also be allowed to
carry the excess into the next accounting period.

4.10 When the carryover of greater deficit or excess than the maximum is authorised,
there should be a clear understanding that the deficit or excess should be brought
within normal limits as soon as reasonably possible. Unless there are exceptional
circumstances, the normal limits should apply again at the end of the next accounting
period.

4.11 Staff are discouraged from remaining in continuous substantial deficit for a
prolonged period.

Coretime

4.12 Core time is the essential part of the day during which all staff should be present
unless their absence is authorised by management. The core time should normally
be 4 hours (for example 10 am — 12 noon and 2 pm — 4 pm, or 10 am — 12.30 pm and
2 pm — 3.30 pm), but in exceptional circumstances coretime may be extended by
agreement with Departmental Trade Union Side.

Time Allowed for Authorised Absences

4.13 For authorised absences (other than flexi leave) time is credited to the record of
hours attended.

4.14 Staff on FWT should not be in any less favourable position than non-FWT staff in
relation to time off for casual absences. Time off should still be allowed for visits to
the doctor, dentist, hospital, optician, and the like. Staff should, where possible,
arrange appointments for the beginning or end of the working day. Such absences,
together with sick absence and absence on annual leave, special leave, detached
duty, training courses and the like should attract a credit (hours attributable) to the
record. Similarly, arrangements should be made to give credits for unavoidable
delays in arriving at work due to transport disruption and other exceptional
circumstances, and also for early departures for the same reasons. FWT
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arrangements should not inhibit a managers’ ability to use his/her discretion to grant
credits for other occasional or casual absences. Such credit can be refused if it is felt
that the facility is being abused or used to an unacceptable level.

4.15 Absence from work with appropriate credit for industrial relations activities should
be allowed if staff are working flexible hours in the same way as for non-FWT staff, in
accordance with the Trade Union Arrangements chapter, Chapter 6.08. Similarly,
staff who are Trade Union Health and Safety Representatives or Union Learning
representatives have statutory rights to local absence from work.

4.16 The credit for a whole day’s approved absence should be a standard day, and
the credit for a complete morning’s or afternoon’s absence should be half of a
standard day. It is suggested that other credits for unavoidable absence, if less than
a day, should be agreed between you and your line manager, subject to any relevant
NICS HR staff rules, and should reflect the time which he/she would have recorded if
the absence had not been necessary. To avoid excessive administrative effort, no
account should be taken of absences of less than 10 minutes.

4.17 When agreeing the credit to be given for authorised absences, line managers will
take into account the time at which the member of staff normally reports for duty. The
line manager may use discretion when the normal time varies over a narrow range.
Where there is no pattern, allowances should be calculated on the normal starting
time for the branch.

Flexi Leave
4.18 Flexi leave is time taken off:

a. inlieu of excess hours attended (in the previous or current accounting
period); and/or

b. in anticipation of hours which must be made up later.

4.19 Flexi leave may be allowed up to a limit of three days in any one accounting
period and may be taken as half or full days. Flexi leave of a half or full day’s
duration, and absences within core time, must be authorized as for annual leave.

Half-Day Leave
4.20 The only restriction on the timing of a half-day’s leave is that the leave period
should not impinge on more than one core period. Thus after a morning’s leave staff

may arrive at the office at any time during the flexible lunch break (usually 12 noon —
2 pm) and when taking an afternoon off, may depart at any time in the same period.
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4.21 There is no requirement to have a lunch break when taking a half-day’s leave.
For flexi leave, no entry in the FWT record is made, other than the hours actually
attended; for a half-day’s annual leave half a standard day should be credited in
addition to the hours actually attended. Credit for a half-day’s leave is 3 hours 45
minutes.

Debit

4.22 Time may be debited from a record of hours attended, in order to compensate
for time wrongly credited. This may occur, for example, when a member of staff
forgets to record their departure.

Flexible Bands

4.23 Flexible bands are the periods before and after core time during which staff are

free to arrive for work in the morning and leave for home in the afternoon, subject only
to the need to maintain adequate staffing during normal office hours.

Example:
(8 am -10 am) Flexible Band
(20 am -12 noon) Core time
Bandwidth (12 noon — 2 pm) Flexible Lunch Break
(2 pm—4 pm) Core time
(4 pm—6 pm) Flexible Band

Flexible Lunch Break

4.24 The lunch break must be a minimum of 30 mins and may be up to a maximum of
two hours.

4.25 In certain circumstances, particularly where offices are open to the public, it may
be necessary to ensure adequate cover, therefore total flexibility in the times at which
staff take their lunch breaks, may not be feasible. Nevertheless, every effort should be
made to avoid placing any more restrictions on the timing and length of staff lunch
breaks than is operationally necessary. If, on occasion, a member of staff wants to
extend his/her lunch break, by seeking prior approval for absence in core time, that
approval should not be withheld unreasonably.

Reconciliation

4.26 The analogy is with reconciling a bank account, to see what balance is carried
forward. Recorded hours are adjusted to take account of debits and credits and then
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compared with the total standard hours for the accounting period. The ‘balance’ is
the carry over.

Standard Day and Standard Hours

4.27 For members of staff who normally work a 5-day week, the standard day is one
fifth of the weekly conditioned hours less lunch breaks (totalling five hours). For
example, for grades conditioned to office hours of 37 per week, the standard day is 7
hours 24 minutes. For staff who have a different length of working week, or are in a
grade with different conditioned hours, the calculations should be adjusted
accordingly.

4.28 Standard hours calculated in this way are used during, or at the end of, the
accounting period as a basis of comparison with hours actually recorded. At the end
of the accounting period, the reconciliation is between hours recorded and the total
standard hours for the period.

Normal Working Day

4.29 The normal working day is defined as the hours staff would have to work if no
flexi-scheme was in operation. Most buildings have standard starting and finishing
times set and these should be used by all staff not availing of the flexi-scheme.
Where staff have had their access to flexi-hours withdrawn, they must conform to the
agreed starting and finishing times for the building. However, Departments may vary
the times to a limited extent in individual cases where withdrawal of flexi-hours could
lead to hardship, such as where travelling difficulties are involved.

5. Flexible Working Time (FWT) Schemes
General

5.1 Any flexible working time scheme must be agreed with Departmental Trade
Union Side. Where it is not feasible to introduce FWT fully in particular locations,
agreement may be reached with Departmental Trade Union Side to introduce a FWT
scheme on a full or modified basis for selected groups or grades. Similarly, provision
should be made in new schemes for a member of staff who wishes to continue with
his/her previous pattern of attendance. In such cases, a member of staff will not have
to change his/her existing method, if any, of recording attendance.

5.2 A part-time member of staff may be included in FWT schemes on a pro-rata

basis, in accordance with his/her conditioned hours, but the precise arrangements will
depend on local circumstances and need to be worked out at the local level.

31

3.10 Alternative Working Patterns v5.1





Northern Ireland Civil Service
HR Policy

Variations and Flexibility

5.3 Ideally, all staff in one branch/location should be covered by the same FWT
arrangements.

5.4  Sometimes this may not be possible because of particular work processes or
patterns; the need to have certain staff present at particular times; the need to
maintain supervision because of the nature of the work or for health and safety
purposes; the need to maintain a service to the public, and so on. Nevertheless the
FWT guidelines afford considerable scope for variation to suit the particular
circumstances where one standard scheme for all staff is not appropriate. For
example, core times may be set for an office as a whole, or on a section, group or
individual basis; different core times and flexible bands may be set for different days
of the week or weeks in the accounting period; a wider lunch band may be adopted
within which a lunch break can be taken so that absences from the office may be
staggered; and informal rosters can be worked out to ensure essential cover during
the lunch band and flexible bands. Such variations should only be introduced where
they are operationally necessary, and the aim should be to maintain so far as
possible, a comparable degree of attendance flexibility to a standard scheme.

5.5  Any member of staff who avails of FWT by starting earlier than the normal
starting time or leaving later than the normal finishing time should inform his/her
supervisor if he/she considers that they have not enough work for the period in
guestion.

5.6  The operation and control of FWT schemes should normally rest with local
management. The success of the scheme will depend largely on the relations
between staff and their line managers. Nevertheless, any system of time recording
can be abused if an individual is sufficiently enterprising and insensitive to the
views of colleagues. Fortunately such individuals are rare, but it is only fair to
everybody else that line managers should examine individual FWT records and
ensure by frequent checks at irregular intervals that the scheme is not being
abused. Times should be recorded by staff at the start and end of the day and
must be accessible to Managers for scrutiny.

5.7  Since abuse of FWT is a breach of the scheme, the offender’s participation in
the scheme may be suspended temporarily or indefinitely for persistent or serious
abuse. This will be made clear, particularly for newly-recruited staff who have joined
an office already working FWT; and the normal times of arrival and departure (which
would apply if participation in FWT was suspended) will be specified in staff
regulations or local staff notices. Whether and what disciplinary action should be
taken if there is abuse, depends of course very much on the circumstances of each
individual case.

32

3.10 Alternative Working Patterns v5.1





Northern Ireland Civil Service
HR Policy

6. Time Recording

6.1 It will be quite clear that an essential part of any FWT scheme is the accurate
recording of the hours staff actually work. The method of time recording is by
Departmental or local agreement.

7. Record Keeping

7.1  Paperwork should be kept to a minimum and records need not be kept for
longer than three months from the end of the accounting period to which they refer,
unless used to monitor compliance with the Working Time Regulations, in which case
retention until after each 17-week reference period will be necessary.

8. Flexible Working Time and Certain Conditions of Service
General

8.1 Itis one of the basic principles of FWT that it should not place a member of
staff in any more or less favourable position than a non-FWT member of staff in
relation to his/her conditions of service. However, FWT arrangements can sometimes
give rise to misunderstandings in this respect, and the application of certain
conditions of service to staff who work FWT is therefore explained below.

Overtime for Excess Hours Worked and Other Premium Payments

8.2  There is a clear distinction between extra hours worked by individuals on FWT
to suit themselves, as part of the normal FWT arrangements, and additional
attendance outside core time which may attract overtime or other premium payments
or time off in lieu, where appropriate. It is a general rule that all overtime for which
payment is to be made must be authorized, and that claims for overtime, or other
premium payments, must be properly supported by a record of hours worked.
Overtime for staff who are on FWT must therefore be authorised and supervised in
the normal way, and work for which overtime or other premium payments are being
claimed, should be recorded completely separately from FWT. Before starting to
work overtime, staff must record the time at which normal working ended.

8.3 It follows that:

a. hours credited to the FWT total may not attract payment of overtime, travel
time outside office hours, and similar as an alternative to flexi leave; and
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b. extra attendance which is authorised as overtime may not be added to the
FWT total, whether or not such attendance qualifies for additional payment
in accordance with The HR Handbook Overtime Pay Policy (8.08) sections 3
and 7.

8.4  Because overtime is worked at the request of management, and is recorded
separately from FWT, it follows that a member of staff is able to work overtime and
still accumulate the number of credit/debit hours on his/her FWT record up to the
normal limit.

9. Detached Duty

9.1 In accordance with the HR Handbook Hours and Attendance policy (3.11), if
you are on detached duty should be conditioned to the hours of the office to which
you are posted (which may or may not have FWT arrangements).

10. Working Away from the Office

10.1 If you are travelling direct from his/her home to an assignment, without first
calling at his/her office, his/her starting/finishing time (within the agreed scheme
bandwidths) should be calculated as follows:
a. If the office lies on route, the starting time is the time at which the member of
staff passes the office.

b. If the assignment lies in the opposite direction to that in which the member
of staff travels from his/her home to the office, his/her starting time is the
time at which he/she leaves home.

c. Ifthe assignment lies on route to the office, the starting time is the time of
arrival at the assignment.

d. In circumstances other than those covered in a, b, or c. the notional starting
time is calculated by adding the duration of the normal home-to-office
journey to the time at which the member of staff leaves home (for example —
if the office is in central Belfast and it normally takes 30 minutes to reach it
from a home address in Lisburn. If the member of staff left home at 8.30 am
to travel direct to an assignment in Ballymena, arriving at 9.45 am, his/her
notional starting time would be 8.30 am plus 30 minutes which is 9 am).

10.2 Finishing times will be similarly calculated.

11. Travelling Time and Attendance at Training Courses and the like
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11.1 The Travelling Time policy, chapter 8.13 of the HR Handbook (sections 4.1-4.3
refer),_states that for the purpose of calculating the travelling time of staff attending
internal and short full-time and part-time external courses, “officers may be
considered to have worked their full hours provided that the hours of the course are
not more than one hour less per day than their conditioned hours.” This applies
equally to FWT and non-FWT staff and a day’s attendance at such a course should
attract a Standard Day’s credit to the FWT record.

12. FWT Credit/Debit on Leaving the Service

12.1 On receipt of notification from a member of staff working FWT that he/she
intends to leave the Service, management must inform him/her that a nil balance of
hours should be achieved by the last working day.

12.2 Where exceptionally this balance has not been achieved, any debit balance
should firstly be offset against any outstanding annual leave and if this is not possible
final payment must be adjusted accordingly, in other words by a deduction made for
the debit balance of hours. Similarly, an addition will be made for excess balance of
hours. Early notice should be given where a nil balance will not be achieved. Should
the member of staff die whilst in debit in flexi-time, the requirement to recover an
equivalent cash amount should be waived.

12.3 In the case of late notified debit balances it may be necessary for issue of final

pay to be deferred. Where credit balances are notified late final pay will be issued as
originally calculated, with a balancing payment being issued subsequently.
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Annex 4
PERSONALISED HOURS
1. Introduction

1.1  Personalised hours is an arrangement whereby a member of staff comes to an
agreement with his/her line manager regarding the number of hours he/she is to work
and the pattern in which he/she is to work. This work pattern should be on a
temporary basis, and only approved provided that the member of staff works his/her
normal contracted hours over an agreed period of time.

2. Operation

2.1  Under a personalised hours agreement, a member of staff can design a new
working pattern with the agreement of his/her line manager for a specified period of
time. Atthe end of this period he/she can either return to his/her normal working
pattern or re-negotiate a new pattern.

2.2 There are two main ways in which personalised hours can be used:

. flexible weekly hours — in this arrangement the member of staff will be
contracted to work a set number of hours per week; however the pattern of
work may change from one week to the next. To accommodate the needs of
the business, this pattern should be planned as far as possible in advance;

Example: A member of staff is contracted to work a 37-hour week who is required to
attend classes at variable days and times with a child who has a disability. They
intend to work 3 nine hour days and 2 five hour days, varying the start and finish
times of the shorter days in order to accommodate these classes.

. staggered hours — in this arrangement the member of staff is contracted to
work a set number of hours per week; however, the pattern of work is fixed
from week to week.

Example: A member of staff who is contracted to work a 22 % hour week wishes to

assist an elderly relative early morning and at lunchtime. They arrange to work the

requisite number of hours in two daily shifts from 10.30am to 1.00pm, and 3pm to
5pm. This is a regular arrangement.

3. Request a Personalised Hours Working Pattern
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3.1 A member of staff who wishes to request a personalised hours working pattern
should discuss this with his/her line manager, and submit a request in writing, stating
his/her reasons. Relevant documentation should be retained locally by the line
manager, and the member of staff.

4. Termination of a Personalised Hours Working Pattern

4.1 A member of staff who wishes to resume a standard working pattern should
discuss with his/her line manager and then notify the line manager in writing.

37

3.10 Alternative Working Patterns v5.1





Northern Ireland Civil Service
HR Policy

Annex 5
COMPRESSED WORKING HOURS
1. Introduction

1.1  Compressed Working Hours is an alternative working pattern which allows a
member of staff to compress his/her working week into fewer than the traditional five
days without reducing the hours worked. The benefits of this arrangement are similar
to those attached to Flexi time; the member of staff can benefit from a full day off,
enabling him/her to meet outside commitments, while preserving his/her full-time
income.

2. Operation

2.1 Compressed Working Hours is a formal working pattern, and staff who wish to
use this arrangement must agree to a regular pattern of attendance: Monday to
Thursday, for example. A member of staff should discuss and agree a working
pattern, in conjunction with his/her line manager. In more common arrangements, a
member of staff may compress his/her full working hours into four or four and a half
days rather than five; or into nine days instead of ten.

2.2 A member of staff may, with the agreement of his/her line manager, make ad
hoc adjustments to this pattern. On a similar basis, however, a member of staff may
be expected to make ad hoc adjustments to his/her working pattern to meet business
needs.

2.3  Depending on the working pattern, and the business needs of the office, there
may be some scope for staff to combine Flexi time with Compressed Working Hours.
This can be discussed and agreed between the member of staff and his/her line
manager.

2.4 A member of staff must agree normal start, lunch and finish times with his/her
line manager and these can only be changed with the prior approval of his/her line
manager.

2.5 Annual leave debited during a Compressed Working arrangement must reflect
the number of hours which were due to be worked on that day. However, if the
officer’'s compressed working pattern consists of days of equal length, he/she will
have annual leave calculated and debited in days.

2.6  Requests for compressed hours working should be discussed with line
management before submitting an application to the HR services provider.
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3. Termination of a Compressed Hours Working Pattern

3.1 A member of staff who wishes to resume a standard working pattern should
discuss this with his/her line manager, and notify his/her Line Manager and HR
services provider in writing, stating his/her reasons. At least one month’s notice
should be given. A member of staff should advise his/her line manager whether or
not he/she is willing to move posts in order to resume a standard working pattern.

3.2  Such requests will be considered sympathetically, but no guarantee can be
given that a suitable post will be readily available.

3.3  Where management need to end a compressed hours working pattern for any
particular member of staff, he/she will be given:-

o atleast 3 months’ notice of management’s intention; and °

the full reasons for the cancellation of the arrangement.

This might be necessary where, for example, the work involved is no longer
compatible with working a compressed hours working pattern. Before ending a
compressed hours arrangement Management will explore every alternative, including
transfer to another post.
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Annex 6
Hybrid Working

The NICS introduced a Hybrid Working policy in June 2022 with an accompanying
Staff Toolkit for putting the arrangement in place.

See attached links to the policy and supporting documentation:- Link
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Annex 7
The Flexible Working Regulations (Northern Ireland) 2015

These Regulations revoke and replace the Flexible Working (Eligibility, Complaints
and Remedies) Regulations (Northern Ireland) 2003 subject to savings. They deal
with eligibility, applications, breaches of procedure and compensation in relation to
statutory applications for contract variation to allow flexible working under Article 112F
the Employment Rights (Northern Ireland) Order 1996

The Regulations lay down the qualifying condition for an employee to be entitled to
make such a statutory application to his employer, prescribe the form of that
application and state when it is to be taken as made. They also specify the breaches
of procedure that entitle an employee to make a complaint to an industrial tribunal
and prescribe the maximum amount of compensation that can be awarded by an
industrial tribunal for breach of the statutory right. In essence the Regulations extend
the right to request flexible working to all employees, thus lifting the previous
gualification criteria, but the existing process within the statutory framework remains
in place.

https://www.legislation.gov.uk/nisr/2015/105/contents/made
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Appendix 1

Examples of Annual Leave Calculations for staff working Alternative Working
Patterns

If you work an alternative working pattern, ie any pattern other than 5 standard days
per week, your public and privilege holiday entitlement must be expressed in hours. If
you change from a normal working pattern to a reduced hours working pattern or vice
versa part way through a leave year, will have their annual leave entitlement
calculated for the remainder of that leave year by adding the proportion of the annual
leave allowance earned during the period of full-time status to the calculated annual
leave entitlement during the period of the alternative working pattern. In the event
that you have taken annual leave while employed in a different working pattern, the
amount of leave taken should be deducted from the recalculated annual leave
allowance to determine the balance of annual leave for the remainder of that leave
year.

Example (a)

A member of staff, who has an annual leave entitlement of 30 days, converts to
working reduced hours (0.5) status on 1 August. At this date only 10 of the 15 days
annual leave allowance in respect of the period February — July have been taken.

Leave entitlement owing for the remainder of the year is therefore calculated as:

Annual Leave Entitlement for normal working pattern from 1 February — 31 July = 15
days @7 hours 25 minutes.

Annual Leave Entitlement for working reduced hours from 1 August — 31 January =
15 days @ 3 Hours 45 minutes.

Total = 167 hours 30 minutes
Annual Leave taken up to 31 July = 10 days @ 7 hours 25 minutes
= 74 hours 10 minutes

Balance of Annual Leave owing for = 93 hours 20 minutes
The remainder of the leave year (25 days @ 3 hours 45 minutes)

Example (b)
Conversely, a member of staff moving from a reduced hours working pattern to a
normal working pattern on the same date would be entitled to:
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Annual Leave Entitlement working a reduced
hours pattern from 1 February — 31 July = 15 days @ 3 hours 45 minutes

Annual leave Entitlement as a full-time

Employee from 1 August =15 days @ 7 hours 25 minutes
Total =167 hours 30 minutes
Annual Leave taken up to 31 July =10 days @3 hours 45 minutes

= 37 hours 30 minutes

Balance of Annual Leave owing for =130 hours
the remainder of the year 18 days @7 hours 25 minutes

3.10 Alternative Working Patterns v5.1
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