VOSA Single Equality Scheme 18/08/2008

VOSA Equality Scheme Action plan 2007 – 2010
Introduction 

The Vehicle and Operator services Agency (VOSA) embraces the rich cultural diversity that we have in Britain today which includes:

· nearly 60 million people

· who speak over 300 languages and dialects

· across at least 14 different faiths and religions

· and who have many varied lifestyles.

Diversity Statement of intent

The Vehicle & Operator Services Agency is committed to its aim of saving lives, safer roads, cutting crime, protecting the environment. , we believe that one of the ways that we can achieve our aim is to attract the best and most talented people to work in the organisation.

We value people and as an organisation we are committed to making decisions about our own people and people we come into contact with based on objective criteria and we will ensure that our decisions are not affected by inappropriate discriminations, prejudice or unfair assumptions.

We need to ensure that the way in which we do our business and develop and implement policies which have an impact on both our customers and our staff, are fair and that no-one is unfairly disadvantaged.  The VOSA is committed to eliminating unlawful discrimination, and to promoting equality of opportunity and good relationships with staff suppliers, the transport industry and customers. 
There is a requirement laid down by specific equality legislation for Public Authorities to produce a Race, Disability and Gender Scheme action Plan. To enable VOSA to comply with the requirements of the equality legislation and to promote further inclusion of the other equality groups such as Age, Religion & Belief and Sexual Orientation and other groups such as carers, part time workers VOSA has decided to produce a single Equality Scheme Action Plan.

Objectives of the VOSA Equality Scheme Action Plan

· To incorporate the Organisations Race, Disability and Gender action plans and to include the other equality threads such as Age, Religion & Belief and Sexual Orientation.

· To ensure we comply the equality legislation in our business, purpose and values. 

· To create a culture of dignity and respect that respects people’s differences.

·  For leaders and managers to support equality.
· To bring on talent from diverse groups from within the organisation and through recruitment.

· To help facilitate the carrying out of Equality impact assessments on relevant policies and processes within VOSA.
	
	Action Required
	Relevance
	Responsibility
	Action to date/milestones
	Measurable output/outcome
	Progress/Review
	Target date

	
	
	
	
	
	
	
	

	A. HR Issues

	1
	Pay – to carry out an Equal pay review to include monitoring of:

a) Special performance pay.

b) Performance related pay

c) Long service reward

	H
H
H
H
	Head of Pay & Reward
	This is a normal annual activity and reviews all aspects of monetary reward by equality comparison where information is sufficient and available.

The review is usually undertaken from the April payroll and other data sources.

On completion an equality audit action plan is prepared outlining any issues that have been highlighted.
An equal pay report is to be produced on the breakdown on who is receiving the reward by different groups where the information is available and relevant. This is under review due to the age legislation requirements
	The measurable outcome is the VOSA equal pay audit report filed on the pay folder in the Pay & Reward Team.

Any issues identified are then delegated to the team managing the system for their attention.

An additional activity is presenting by gender / ethnicity / any other combination summary reports to the HR Steering Group negotiating Pay and related Awards.
	
	Annually using data from April each year


	2
	a) Equality checking of ASRs to look for trends in markings, written comments in relation to all equality groups
	H

	Head of Diversity Team


	A selection of ASRs representing proportion of VOSA has been drawn up and will be analysed to look for trends in marking against different equality groups 

and to look for trends in marking and/or inappropriate comments.
	Analysis establishes if there are any trends and appropriate action is taken where necessary.


	Work started Feb 07 for ASRs completed 2005 -2006
A selection of ASRs representing proportion of VOSA has been identified for the 07/08 year. (All Box 1s & 4s & 10% 0f Box 2s & 3s). These will be analysed to identify the quality & supporting evidence
	Feb 07 then

August 07 and annually thereafter


	3
	Job evaluation grading system – ensure that there is a good representation from both male and female assessors on the panel and broaden this out to include other groups
	H
	Head of  Pay & reward
	Two male staff have now been trained to improve the gender ratio on the panel consideration to be given as to how to broaden this out further?
	There is always a representative pool of staff available on the panel and staff are replaced accordingly when panel members  leave.
	Review of EIA to be completed in 2008.
	30 April 07 and Annually thereafter

	4
	Permanent & compulsory terms - review to ensure that there is no equality group bias in the terms and conditions offered


	H
	
	The trigger for the entitlement is driven by promotion/new entrant activity. The system is gender proofed.
	Analysis shows that there are no  bias in the handling of requests and that requests are dealt with equally using VOSAs set criteria and policy contained in Cpt 9, Annex C of the staff handbook
	Policy to be reviewed in 2008 EIA to be carried out.
	30 April 07 and annually thereafter

	5

	a) Review of family friendly policies to ensure that there is equality of opportunity for all appropriate schemes.

b) Promote Equality by giving employees the opportunity to match their work hours to care responsibilities where this is possible
	H
	Head of HR
Head of HR
	Analysis is to be made of the take up of the Busy Bees scheme to ensure that there is proportionate take up of the scheme by both males and females and that information is provided to fathers (special leave forms to be used as trigger to performance team to act upon) and not just women going on maternity leave. Other schemes to be looked at to ensure proportional take up by staff.

Information is made available to staff on their right to ask. Monitor complaints from staff who have been refused. New guidance to be given to managers
	There is an increase in men taking up the busy bees scheme.
	No formal complaints received to date Aug 08.


	30 April and annually thereafter
31 October 07

	6
	Recruitment

Review systems and methods of advertisement to ensure advertisements can attract applicants from all groups
	H
	Head of Recruitment
	A review is to be made of the wording and images used in recruitment.

Job descriptions are to be reviewed on certain posts such as Traffic Examiners or apprenticeship schemes to try to attract more applications from a wider group of people.
Job adverts are to include the wording part time working will be considered. To enable this NOSC form to include the question ‘can Part time working be considered?’
A review will be made to ensure ratio of male/female interview panel members are appropriate.
	There is a rise in application from a wider range of people for example for those jobs that usually attract mostly men or women to a certain role into the role.
	To start April 07
Anew database is being put together on local community groups and organisations where information on new vacancies can be sent out for advertisement among the community

Aug 08
	30 April 07 and then to be carried out annually

	7
	Temporary & Geographical promotion to be reviewed to ensure equality of opportunity
	H
	Head of HR
	Review to be made on how appointments are made for T&G posts involving all directorates. Monitoring of complaints received concerning T&G posts
	 All T&G posts are filled according to policy
	To start April 07
	Oct 07 and reviewed annually

	8
	Monitoring of exit forms to establish if there are any  reasons why staff are leaving VOSA
	H
	Head of Recruitment
	Exit forms are monitored 6 monthly to establish reasons why staff are leaving VOSA to monitor if  there are any  issues highlighted and appropriate action taken.
	Any issues are highlighted and acted upon by relevant team.
	Ongoing 
	April & Oct annually

	9

	a) Maternity leave – review of keeping in touch schemes to ensure that relevant information is passed on to everyone who is on maternity leave.


	H
	Head of Recruitment
	A review of the keeping in touch scheme is to be made and recommendations for improvements to be put forward.


	Women on maternity leave are kept up to date with relevant work related information and do not miss out on opportunities whilst they are away from the workplace.
Results of career progression does not show that women are put at a disadvantage because of maternity or career breaks.
	Managers are reminded of their obligations to keep staff informed on maternity leave
	June 07

	10
	Review special leave criteria and monitor uptake reasons for requests, and reasons for refusal to monitor for any trends.
	H
	Head of Performance
	Guidance is to be re-issued on special leave for managers to try to set standards. Special leave database to be analysed to look for trends complaints to be monitored.
	Analysis of complaints special leave requests show that the criteria for special leave is being applied equally across the board
	Special leave database up to date. No formal complaints received to date Aug 08.


	April 2007 – 6 monthly onwards

	11
	Sickness monitoring to asses for any trends.
	H
	Head of Performance
	Sickness rates are monitored and reported on regularly to directors. Any relevant or potential issues under the Disability Discrimination Act are identified and acted upon
	Any trends in sick absence are responded to and acted upon by the Performance team
	Detailed monthly reports issued (Directorate; Corporate Scorecard; COO; Cost Centres)

All levels of Management analyse this information & identify trends.
	April 2007 – 6 monthly onwards

	12
	a) Investigation of  grievance complaints for any  trends.
b) Use the staff survey to ask whether  employees have been subjected to unacceptable behaviour.
	H

H


	Head of employee relations
Head of Diversity & Communication team


	There is to be a review to ensure that there is good representation of gender and grade of staff on the investigation and disciplinary panel and that consideration is given to the appropriateness of the gender of the investigation officer in certain grievance and disciplinary cases i.e. religion & belief, sexual orientation etc..
Statement to be included in the annual staff survey
	There is a good representative pool of staff available to take on investigations into grievance complaints and also those available for disciplinary panels.
Information is gathered on inappropriate behaviour within the workplace


	List of appeal and investigating officers reviewed with TU. Additional officers added to lists, meeting held with HR Training to set-up training for the new investigation officers. Working to ensure at least 1 female member on each disciplinary panel. Working with Senior Managers to negotiate release as & when required.

A new staff survey will be going out to all staff November 08 which incorporates a question on Bullying.


	April 2007 – April 2008
Annually on staff survey



	13
	The DfT have asked VOSA to set targets for an increase of women. Black and ethnic minorities and disabled staff within the feeder grades. Ensure VOSA actively strives to reach these targets.
	H
	Head of Diversity
	A realistic target has been set for VOSA to achieve by March 2008. Stats are being monitored to establish whether we are on target.

Recruitment initiatives have been set up to help promote VOSA as an employer of choice and seek more applications from different equality groups. Open days and careers conferences have been held to help promote this objective. Positive action Schemes are advertised within VOSA.
	Increase in representation of these equality groups in the feeder grade.
	Targets met for women and disabled staff in the feeder grades but not staff from ethnic minorities in the feeder grades.
	April 2007 March 2008

	14

	Collection of stats to monitor recruitment, leavers, Training, grievance for analysis and return to DfT Ensuring that relevant groupings are monitored in each category
	H
	Head of Diversity
	Templates are produced by DfT and filled in annually by VOSA using reports produced by the Oracle system
	Accurate figures are produced that can be returned to DfT and used to analyse progress on targets and diversity initiatives set within VOSA
	Stats are currently collected annually and a more robust analysis will be carried out during 2008
	May 07 and annually thereafter.

	15
	Equal Opportunities policies to be checked to ensure they include all aspects of the duties of all equality legislation and Human Rights issues.  
	H
	Head of Diversity
	DDA Officer and DO to go through policies to ensure they include aspects and duties of all equality legislation.  
	All equality policies are checked and any necessary changes have been made to include any relevant legislation.
	New policies now have to have a EIA completed where necessary.
	May 07

	16
	Harassment Contact Officers in place to 

deal with bullying and harassment complaints.
	H
	Head of Diversity
	Continuing development in place for established HCOs carried out annually 
	HCO Team successfully dealing with complaints and relevant action being taken by employee relations’ team.
	Recruitment and training of new HCOs to take place in Aug 08
	Completed

	17


	 Directors to each nominate a representative to identify areas that do not comply with equality issues and help implement requirements of Equality legislation within their areas.  To ensure that equality impact assessments are carried out on all relevant processes and policies.
Information also to be given on Human rights Act at equality assessor training workshops.

	H
	Head of Diversity & Head of each directorate
	Representatives have been nominated by directors and meeting at workshops to implement impact assessments
	Group meets and acts on requirements for -change within their areas.
	Two workshops were held in 07 to assess the functions and EIAs were produced more have to be completed.
Operations have appointed a risk manager to look at mainstreaming diversity within Operations and to carry out EIAs where necessary
	Dec 06 – March 2008

	18
	Carry out relevant surveys:

Ethnicity

Disability Discrimination Act
Staff Survey
	H

H
	Head of Diversity

Head of Communications
	These surveys are carried out regularly
	Results of surveys enable VOSA to have up to date accurate stats and information to act upon to bring about changes in relation to diversity and equality i.e. reasonable adjustments for staff with disabilities.
	Disability survey carried out Dec 07 ethnicity survey to people who have given ‘No replies’ in the past
Sept 08.
	Feb 07

Oct 07

Sept 07

And annually thereafter

	19
	Use of initiatives such as Pathways, the Shaw Trust and schemes from New Deal and Job centre plus to help target areas highlighted through staff profile analysis
	H
	Head of Recruitment/Diversity Officer
	Meeting held with agencies i.e. A4E and Shaw Trust that have government grants to help people get back to work.
	
	Database is being set up to include organisations and charities that can advertise new posts within VOSA Aug 2008
	April 07 - ongoing

	B. Training

	1
	a) monitoring reasons why people do not attend training courses.
b) Equality information forms part of the intro to VOSA course

c) Administration of Courses
	H
H

	Head of Training

Head of Training

	A system is to be put in place to record reasons why people can not attend a course i.e. caring commitments, travel problems, working part time, and these reasons to be analysed to see if there are any Equality barriers. 

The intro to VOSA course has been reviewed and updated with relevant information on the new equality legislation and Human Rights issues.
Course administration to be reviewed for quality and inclusion. i.e. lunches accommodation. 
	Information is available to monitor uptake and take any corrective action where there may be barriers to people attending courses.
Staff are aware of equality issues and put them into practice in the workplace monitored through Staff survey and Harassment contact officers.

Candidates receive quality courses which take in the needs of different  groups.
	data monitored on a six monthly basis, no issues currently identified.

Information on the new Gender equality scheme has been fed into the Induction course for new recruits

Training of Training staff to carry out EIAs to take place Sept 08
	April 07 –
Every 6 months.

Completed review every 12 months.

April 07

Reviewed annually

	2
	Launch of E-learning


	H
	Head of Training
	A pilot of new E-learning products is to take place during June 07. This should be monitored to deal with any problems that may arise and corrective action taken. After role out of pilot roll out equality E-learning
	E-learning is rolled out to all staff effectively ensuring that all staff can take part easily without any barriers.
	Due to technical difficulties this still has not gone ahead.
	August 07

	C. Operational

	1
	All managers to be aware and contribute to the Equality action plan
	H
	Head of Diversity & Senior managers
	The Equality action plan will be published and promoted throughout VOSA using relevant formats such as Senior manager briefs, conferences, VOSAnet and Staff magazines and relevant course handouts.

	There is an awareness and demonstrable commitment by managers of the legislative requirements which they act upon.
	Risk manager appointed by operational director working with DO to mainstream diversity within Operations.
	April 2007 0nwards

	2
	Operations Enquiry Unit

Dealing with enquiries from the public

Briefings to be given to staff on race & other equality awareness and to be included in induction training
	H
	Head of Enquiry unit.
	Staff trained in equality awareness and aware of responsibilities at a team brief. Complaints monitored
	Staff are aware of their responsibilities  
	
	Completed

	3
	Implement actions from race assessments Supervision of MOT Scheme in Private Sector garages
	H
	Head of MOT Scheme
	
	After monitoring appropriate leaflets are produced and are being used by intended recipients. 
	
	Completed

	4
	Vehicle Identity Check Scheme information to be made available in different languages
	H
	Head of Vehicle Identity Check Scheme
	Uptake of scheme used by a high proportion of ethnic minority groups. The VIC Scheme leaflet providing information to customers is currently only in English (to be published in Welsh).  Sites have identified problems getting info across to customers whose first language is not English.


	After monitoring appropriate leaflets are produced and are being used by intended recipients.
	Leaflets in 6 different languages have now been developed and being monitored as to their uptake.


	April 07

	5
	Monitoring Graduated fines & fixed penalties
	H
	
	Collection of ethnicity data of those people stopped for analysis. The modification of the hand held compliance device has meant that this data can now be collected.
	Up to date reliable information is produced which can be analysed for any specific trends and appropriate corrective action taken.
	This information is now being collected and will be monitored on a 6 monthly basis.
	Completed

	6
	Graduate Scheme to be reviewed on criteria and methods of attraction
	H
	Head of Business strategy & corporate development 
	Work is underway to try to encourage graduates from diverse backgrounds and to open up the scheme to non engineers.
	Graduates apply and are accepted on the scheme from more diverse backgrounds
	New dedicated person appointed to look after graduate scheme who is working with Capita recruitment agency to attract candidates from different backgrounds.
	Jan 07 -2008

	7
	Customer surveys to contain relevant issues and questions are addressed where issues are raised
	H
	Head of commercial customer services
	Questions on the ethnicity of the person answering the questionnaire and whether they have felt discriminated have been included in the customer surveys 
	Up to date information can be collected on the ethnicity of people being surveyed and any discrimination issues can be investigated.
	Review of customer surveys being undertaken 2008.
	Completed

June 06

	8
	Production of material for foreign drivers in different languages
	H
	Head of Operational Support
	A DVD was produced and given to foreign drivers giving them information on drivers’ hours in different languages
	
	
	Completed

	D. Chief Executive Office & Business strategy

	1
	To have a Diversity Champion and Diversity Officer within VOSA
	H
	Head of Diversity
	The Chief Executive has been appointed as the VOSA Diversity champion& a Diversity Officer is in place
	Diversity champion& Officer in place championing & managing diversity & equality initiatives on behalf of VOSA
	A programme of events was developed for the Diversity Champion to be involved with i.e. Disability workshop.
The HR director has now been appointed a community Champion to help promote VOSA within the community.
	Completed

	2
	a) Complaints are monitored to  ensure that minority groups are not disadvantaged.
b) Monitor how complaints are handled
	H
	Head of Chief Executive Office. 
	A questionnaire is to be produced to monitor standard and customer satisfaction as to how complaints are handled. 
	A system is in place to monitor the standard of complaint procedure and whether there are any equality issues which can be acted upon.
	EIA completed 2008
	April 07 – monitored every 6 months

	3
	Ensure the Equality and wider diversity issues, are included in the VOSA Business Plans.


	H
	Head of business planning office
	Information now included in the business plan and on the corporate scorecard which is reported on monthly
	Diversity and equality are intrinsic in VOSAs activities and underpins VOSAs business planning and is published. 
	Meeting with Business Planning team to discuss ways to incorporate new VOSA Diversity Strategy into 2009 Business plan.
	Annually

	4
	Publication & exhibition material to be produced with diversity and equality issues in mind.
	H
	Head of Communications
	Ensure that publications and exhibition material, e.g. Moving On, Staff Newsletter and Photograph Library include more inclusive and representative material i.e. articles on different festivals. Readership survey to include questions on equality, increase range of photographs and monitor where used
	Publications and exhibition material becomes more inclusive and representative and reflects the needs of a diverse workforce and customer base.
	Over the past 2 years articles have been published on different religions and festivals
	April 07 - annually

	5
	Procurement
	H
	Head of Procurement
	Forms and policy documents have been updated to include the new equality information
	All forms policy docs and procedures are updated to include new equality requirements
	DO has given latest information on procurement and Diversity to Head of Procurement 2007
	April 07 reviewed annually

	6
	Health & Safety
	H
	Head of Health & Safety
	In formation is to be directed to Line managers to ensure that they have in place procedures for ensuring safe evacuation of staff or visitors with disabilities in cases of emergencies.
	Line managers are aware of the requirements and can put into practice to ensure safe evacuation.
	
	Dec 06

	7
	Staff Survey
	H
	Chief Executive
	Staff survey has been carried out for 2006 incorporating diversity questions A workshop made up of VOSA staff has been set up to look into and tackle issues raised in the staff survey
	Regular staff surveys are carried out to monitor diversity and equality issues and any issues or concerns are acted on
	Pulse surveys  will be conducted with smaller staff groups on a more regular basis to gain more feedback quicker. A new staff survey will be going out to all staff November 08 which incorporates a question on Bullying.


	Oct 06- March 2010

	8
	Produce Central Consultation advice and implement effective means of consulting with staff and members of the public
	H
	Head of Diversity
	Consultation information is provided via the DfT guide and through  Equality impact assessment training Central information on groups and people VOSA regularly  consult on to be made available to all who need to consult.
	Consultation  procedure for equality impact assessments is available to all staff and carried out effectively
	
	June 2007


Key

ASR = Annual Staff Report

DfT = Department for Transport

EIAs  = Equality Impact Assessment

HCO = Harassment Contact Officer

HR = Human Resources

VOSA = Vehicle & Operator Services agency

VOSAnet = Internal intranet
