VOSA SES Action Plan 2009 - 2011

	Action
	Equality 

Strand 
	Target
	Owner
	Outcome

	
	
	Year 1
	Year 2
	Year 3
	
	

	Equality Impact Assessment (EIA) to be carried out on annual pay award to also include: a) Special performance pay. b) Performance related pay c) Long service reward


	All
	To carry out an EIA on pay award before implementation
	To carry out an EIA on pay award before implementation
	To carry out an EIA on pay award before implementation
	Head of Pay & Reward
	EIAs currently being carried out on pay award

	To carry out an Equal pay review.

	All
	To carry out an Equal pay review on each pay reward
	To carry out an Equal pay review on each pay reward
	To carry out an Equal pay review on each pay reward
	Head of Pay & Reward
	Equal pay review to be carried out annually to establish if there is any inequalities

	Equality checking of ASRs to look for trends in markings & written comments in relation to all equality groups.
	All
	To carry out QA of all box 1 markings and a % of other box markings
	To carry out QA of all box 1 markings and a % of other box markings
	To carry out QA of all box 1 markings and a % of other box markings
	Head of Pay & Reward
	QA of ASR box markings for 2008-09 carried out during August 09 result of findings indicate ASRs with possible wrong box marking award (due to lack of evidence contained in report) being returned to managers with advice as to the criteria and evidence requirements

	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. Review of EIA to be completed in 2009.


	Gender
	To ensure that
A good representation is maintained on the panel
	To ensure that

A good representation is maintained on the panel
	To ensure that

A good representation is maintained on the panel
	Head of Pay & Reward
	Panel members reviewed and good representation assured.

	Promote Equality by giving employees the opportunity to match their work hours to care responsibilities where this is possible i.e. Identify and encourage opportunities for flexible working Arrangements within reasonable business constraints.
	Gender
	 Information is made available to staff on their right to ask and managers are aware of the legal entitlement of staff with regard to caring responsibilities. 
	Monitor complaints from staff who have been refused. 

New guidance to be given to managers
	Continue to monitor
	Head of Employee Relations
	VOSA is seen as a employer of choice due to employees being able to where possible match there hours to care responsibilities

	Recruitment: Review systems and methods of advertisement to ensure advertisements can attract applicants from all groups.
	All
	Review advertisement methods
	Review and refine advertisement methods
	Review and refine advertisement methods
	Head of Service Delivery Centre
	Review has assured appropriate use of language and target audience

	Aim to enable more disabled people to have access to opportunities for employment by continuing to support Positive about Disabled people (Two Ticks) and GIS (Guaranteed Interview Scheme)
	Disability
	Review Two Ticks Scheme to ensure that it is running fairly & effectively
	Review Two Ticks Scheme to ensure that it is running fairly & effectively
	Review Two Ticks Scheme to ensure that it is running fairly & effectively
	Head of Service Delivery Centre
	Two Tick scheme reviewed and confirmed by relevant governing body 2009

	Continue working with external partners such as Shaw Trust, Access to Work & Remploy to place and retain Disabled staff.
	Disability
	Continue to work together & review Partnerships &  monitor successes
	Continue to work together & review Partnerships &  monitor successes
	Continue to work together & review Partnerships &  monitor successes
	Diversity Officer
	Increased involvement with these organisations has resulted in setting up work placements within VOSA. Access to Work has been able to help provide equipment for disabled staff to continue to work within VOSA. 

	Monitoring of exit forms to establish if there are any specific reasons why staff are leaving VOSA
	All
	Monitor all exit forms
	Monitor all exit forms
	Monitor all exit forms
	Head of Recruitment
	Any reasons given relating to bullying, harassment or equality issues looked into.

	Maternity/ Paternity leave – review of keeping in touch schemes to ensure that relevant information is passed on to everyone who is on maternity leave.
	Gender
	Carry out review
	Monitor Scheme
	Monitor scheme
	Head of Service Delivery Centre
	VOSA ensures where staff are away from work for a length of time that they are kept up to date with relevant information.

	Review special leave criteria via an EIA and monitor uptake, reasons for requests and reasons for refusal, to assess for any trends.
	All
	Carry out review 
	Continue to monitor
	Continue to monitor
	Head of Employee Relations
	VOSA is seen to be using a consistent approach.

	Sickness monitoring to assess for any trends.
	All
	Carry out review
	Continue to monitor
	Continue to monitor
	Head of Service Delivery Centre
	VOSA is aware of any trends in sick leave and can refer them with any appropriate actions to the Head of Wellbeing.

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

	All

All
	Carry out review

Monitor after each survey
	Continue to monitor

Monitor after each survey
	Continue to monitor

Monitor after each survey
	Head of Employee Relations

Head of Employee Relations
	VOSA is aware of any trends in grievance complaints and can deal with them appropriately. 
DVD on bullying & Harassment to be rolled out to teams starting from Dec 09

	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.
	All
	Review recruitment strategies

	Improve links with local communities to raise VOSA’s profile
	Monitor effectiveness of strategies to increase applications from applicants different backgrounds
	Head of Service Delivery Centre
	VOSA awarded the Civil Service Diversity and Equality award for Engagement and Involvement for its work in Leeds to encourage applications from people with a wide range of backgrounds.

	Collection of stats to monitor recruitment, leavers, training and grievance for analysis and return to DfT. Ensuring that relevant groupings are monitored in each category, then publish the results.
	All
	Collect annual stats for analysis, produce a report with any corrective actions as a result of any findings
	Collect annual stats for analysis, produce a report with any corrective actions as a result of any findings
Review progress of actions
	Collect annual stats for analysis, produce a report with any corrective actions as a result of any findings. Review progress of actions
	Head of Diversity
	2008-2009 stats collected and analysed by the DfT in House analytical team results to be assessed and appropriate actions taken

	VOSA Staff Handbook to be checked via an EIA to ensure policies include all aspects of the duties included in the Equality Legislation and Human Rights issues.  
	All
	Staff handbook
to be reviewed and an EIA carried out on the different policies
	Staff handbook

to be reviewed and an EIA carried out on the different policies
	Staff handbook to be reviewed and an EIA carried out on the different policies
	Head of Employee Relations
	All VOSA Staff handbook policies are checked and improvements made where necessary.

	Harassment Contact Officers in place to  deal with bullying and harassment complaints.
	All
	Maintain training and support for the HCO Team
	Maintain training and support for the HCO Team
	Maintain training and support for the HCO Team
	HR Business Partners, Diversity Officer
	HCO Team in place

	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.  Also to ensure that EIAs are carried out on all 26 top processes and relevant processes that lie beneath these and to ensure that any new policies or projects have EIAs carried out on them.


	All
	Have Director reps in place
	Carry out EIAs
On top 26 processes
	Carry out EIAs on all processes that lie beneath the top 26 processes
	Directors
	Representatives now in place. EIAs progressively being carried out

	Carry out Ethnicity and Disability Surveys.
	Race, Disability 
	Carry out surveys each year and analyse the results
	Carry out surveys each year and analyse the results
	Carry out surveys each year and analyse the results
	Head of Diversity
	Ethnicity and Disability surveys carried out annually

	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.
	All
	Establish what initiatives are available for staff
	Monitor effectiveness of initiatives
	Use initiatives that have been successful in helping people
to fulfil their potential.
	Head of Diversity
	VOSA has better links with these organisations and can offer work placements. 

	To look into issues of employment, operational and training with regard to dyslexic issues and to have a dyslexia policy in place.
	Disability
	Establish the issues around dyslexia and training and operational functions.

Have dyslexia advice/policy in place 
	Resolve issues through reasonable adjustments for staff and EIAs for operational issues
	Monitor and review dyslexia advice/policy.
	Head of Wellbeing,
Head of Diversity,

Head of IT,

Head of Customer Directorate.
	VOSA has Dyslexia advice/policy in place by 2010

	Monitoring reasons why people do not or can not attend training courses.
	All
	Set up monitoring system
	Carry out any corrective actions as a result of monitoring
	Continue to monitor training and corrective actions
	Head of Learning & Development
	VOSA can remove any barriers that may hinder staff from going on training courses.

	All relevant courses to have EIAs carried out on them
	All
	Train the trainers to carry out EIAs
	Carry out EIAs on existing and new courses
	Continue to monitor and review courses
	Head of Learning & Development
	EIAs now being carried out on courses

	Launch of E-learning for Diversity & Equality Training
	All
	Have VOSA E-learning platform in place
	Source E-learning material and role out training to staff 
	Continue the training programme for new entrants
	Head of Learning & Development
	E-learning platform being set up within VOSA.

	EIA training workshops available for staff to receive training on EIAs 
	All
	Regular EIA workshops in place to train staff 
	Regular EIA workshops in place to train staff
	Regular EIA workshops in place to train staff
	Head of Diversity
	EIA Workshop in place with regular sessions taking place

	Administration system for EIAs to be set up to record and monitor all EIAs within the Organisation.
All EIAs and toolkit to be published on VOSA’s website.
All EIA templates to include the question as to whether the ‘needs of disabled people have been taken into consideration’.
	All 
Disability


	Administration system set up.
Current EIAs put onto Website www.dft.gov.uk/vosa/
Question now included on EIA template
	Administration system monitored and reports produced 
Answers to this question monitored relevant action carried out
	Administration system monitored, reports produced
Answers to this question monitored relevant action carried
	Head of Diversity
Head of Diversity


	Administration system in place and being monitored for effectiveness.
Relevant EIAs published on VOSA Website. www.dft.gov.uk/vosa/


	All managers to be aware of and contribute to the Single Equality Action Plan.
	All
	Single Equality action plan in place. Comms Plan in place to publicise action plan
	Single Equality Plan continually updated and reminder of actions sent to action owners
	Single Equality Plan continually updated and reminder of actions sent to action owners
	Head of Diversity
	VOSA has the support of all managers to the actions contained in the Single Equality Scheme Action Plan.

	Customer surveys to contain relevant questions relating to equality issues and addressed where issues are raised.
	All
	EIA carried out on Customers Surveys
	Customer surveys monitored and analysed and appropriate information fed to Operations for action
	Customer surveys monitored and analysed and appropriate information fed to Operations for action
	Head of Customer Surveys
	Customer Service Excellence accredited to VOSA Customer Surveys

	Complaints are monitored to ensure that minority groups are not disadvantaged. Also monitor how complaints are handled.
	All
	Complaints process are monitored for fairness and consistency
	Complaints process are monitored for fairness and consistency
	Complaints process are monitored for fairness and consistency
	Head of Corporate Office
	VOSA has a robust complaints system which ensures fairness.

	Ensure Equality and wider Diversity issues, are included in the VOSA Business Plans.
	All
	Information about VOSA’s Diversity Delivery Plan and initiatives are incorporated into the VOSA Business Plan each year
	Information about VOSA’s Diversity Delivery Plan and initiatives are incorporated into the VOSA Business Plan each year

	Information about VOSA’s Diversity Delivery Plan and initiatives are incorporated into the VOSA Business Plan each year
	Head of Diversity, Head of Business Planning
	Meetings held to include Diversity within the 2009-10 Business plan

	Procurement Ensure procurement processes incorporate Diversity measures.
	All
	VOSA’s Diversity and Equality standards document made available for tendering and procurement processes
	Monitoring of awarded contracts for equality of opportunity and fairness
	Monitoring of awarded contracts for equality of opportunity and fairness
	Head of Procurement
	Diversity policy advice document created for Procurement to give out to potential contractors when tendering for work with VOSA

	Health, Safety & Wellbeing of staff: Information 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.
	Disability
	List of staff who may require a Personal Evacuation Plan (PEP) drawn up and PEP carried out. 
	PEPs continued to be carried out when required 
	PEPs continued to be carried out when required
	Head of Health, Safety & Wellbeing
	List staff requiring PEP produced and managers being contacted and advised of appropriate action to take.

	Reasonable Adjustments  are carried out for staff
	Disability
	DDA Survey carried out each year and follow ups carried out on requests for reasonable adjustments 
	DDA Survey carried out each year and follow ups carried out on requests for reasonable adjustments
	DDA Survey carried out each year and follow ups carried out on requests for reasonable adjustments
	Head of Health, Safety & Wellbeing
	Reasonable Adjustments being carried out routinely by Head of Health, Safety & Wellbeing

	Staff Survey Appropriate questions concerning Diversity, Equality, Bullying & Harassment are incorporated into the staff survey. 
	All
	Staff survey carried out.
Answers analysed and actions carried forward by Staff Survey Workshops 
	Staff survey carried out.

Answers analysed and actions carried forward by Staff Survey Workshops.
Results of actions reviewed
	Staff survey carried out. Answers analysed and actions carried forward by Staff Survey Workshops. Results of actions reviewed
	Head of Comms.
Directors
	Appropriate questions have now been included.

	VOSA to produce a Promoting Equality, Valuing Diversity Delivery Plan containing actions to mainstream Diversity within the organisation. Also to ensure VOSA complies with the legal duties and obligations of Diversity and Equality legislation.
	All
	Diversity Delivery plan produced and agreed by Chief Executive and Directors
Published on VOSA’s website: http://www.dft.gov.uk/vosa/
	Delivery plan to be embedded into the Corporate Business Plan and mainstreamed within the organisation. Actions to be reviewed, monitored and reports published quarterly for CEO and Directors
	All actions to be reviewed and results of actions published quarterly for CEO and Directors
	Head of Diversity
	Promoting Equality, Valuing Diversity Plan in place and published on VOSA Website http://www.dft.gov.uk/vosa/

	To ensure that the actions in the Promoting Equality Delivery Plan are carried out and monitored.
	All
	Review actions in the Delivery plan every six months
	Review actions in the Delivery plan every six months
	Review actions in the Delivery plan every six months. Report on the outcomes of the actions
	CEO, Directors, Head of Diversity
	Central register of all Equality and Diversity actions being produced to help monitor actions

	VOSA to become more involved within its local community via voluntary work, work experience, work placements, skills transfer and school career workshops.
	All
	CEO and Directors to champion this initiative by leading by example. Contacts to be made with local organisations to establish how VOSA can become involved in a practical way
	Continued work on forging links with local communities to help raise profile of VOSA and encourage interest and applications from people from different backgrounds.
Assessments of how well the community link ups are working for both sides
	Continued work on forging links with local communities to help raise profile of VOSA and encourage interest and applications from people from different backgrounds. Assessments of how well the community link ups are working for both sides
	Head of Diversity
	Links being made by Diversity Officer with local organisations to improve VOSA’s engagement with its local community.

	Investigate setting up either a single diversity staff network group or separate diversity strand network groups to encourage involvement and feedback into VOSA’s established and new processes from the different equality strands. Consider setting up an accessibility group  to consider all accessibility.
	All
	Establish whether a single staff network group or different network groups should be set up.

Set up group or groups with set aims and objectives  
	Use the group(s) for consultations and feedback on relevant Diversity issues.
Continue to  support the groups and monitor the effectiveness
	Use the group(s) for consultations and feedback on relevant Diversity issues. Continue to  support the groups and monitor the effectiveness
	Head of Diversity
	Feedback from staff being gathered by HR Business Partners

	Produce an annual report on how VOSA is meeting its obligations with regard to all of the Equality Duties.
	All
	Publish annual report for 2008-09
	Publish annual report for 2009-10
	Publish annual report for 2010-11
	Head of Diversity
	All reports contain relevant information with regard to how VOSA is complying with the Equalities duties and the reports published.


Key

ASR = Annual Staff Review

CEO = Chief Executive Officer
COMMS = Communications

DDA = Disability Discrimination Act

DfT = Department for Transport

EIA = Equality Impact Assessment

HCO = Harassment Contact Officers

HR = Human Resources

PEP = Personal Evacuation Plan

VOSA = Vehicle & Operator Services Agency

