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NORTHERN IRELAND 

GUARDIAN AD LITEM AGENCY 

 

LEAVE PACK 

 

The Northern Ireland Guardian ad Litem Agency (hereafter NIGALA) is 

required to address the four questions below in relation to all its policies. 

This template sets out a proforma to document consideration of each 

question. 

 

 
What is the likely impact on equality of opportunity for those affected by 
this policy, for each of the Section 75 equality categories? 
(minor/major/none) 
 
 
Are there opportunities to better promote equality of opportunity for 
people within the Section 75 equality categories? 
 
 
To what extent is the policy likely to impact on good relations between 
people of a different religious belief, political opinion or racial group?  
(minor/major/none) 
 
 
Are there opportunities to better promote good relations between people 
of a different religious belief, political opinion or racial group? 
 
 

 

 

 

 

 

 

 

 



1. INFORMATION ABOUT THE POLICY OR DECISION 

 

1.1    Title of the policy or decision 
 

 
Northern Ireland Guardian ad Litem Agency (hereafter NIGALA) Leave 
Pack (including: Special Leave, Employment Break, Flexible Working, 
Term Time) 
 

 

1.2    Description of policy or decision 
 

 What is it trying to achieve? (Aims and Objectives) 
 How will this be achieved? (Key Elements) 
 What are the key constraints? (For example, financial, 

legislative or other) 
 

 
NIGALA’s Leave Pack provides guidance to managers and employees 
in relation to leave arrangements including the role and responsibilities 
of all parties. This document is designed to ensure consistency of 
approach within NIGALA. 
 
This will be achieved through the Special Leave Policy, Employment 
Break Policy, Flexible Working Policy and Term Time Guidance which 
are all covered in the Leave Pack. 
 
The key constraints are: 

 AfC Terms and Conditions as outlined in the Terms and Conditions of 
Service Handbook 

 Legislative constraints 

 Financial constraints. 
 

 

1.3    Main stakeholders affected (internal and external) 
 

 For example: staff, actual or potential clients / service users, 
other public sector organisations, voluntary and community 
groups, trade unions or professional organisations or private 
sector organisations or other. 

This procedure is relevant to NIGALA employees, managers, Trade 
Union representatives and the Business Services Organisation 



(hereafter BSO) Human Resources Department. 
 

 

 

1.4    Other policies or decisions with a bearing on this policy or    
decision 

 
 What are they? 
 Who owns them? 

 

 
AfC Terms and Conditions as outlined in the Agenda for Change Terms 
and Conditions Handbook 
Department of Health Circulars 
 
These are owned by the Department of Health. 
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2. CONSIDERATIONS OF EQUALITY AND GOOD RELATIONS 

ISSUES AND EVIDENCE USED 

 

2.1    Data gathering. 
 

 What information did you use to inform this equality 
screening? For example, previous consultations, statistics, 
research, Equality Impact Assessments (EQIAs), 
complaints.  

 Provide details of how you involved stakeholders, views of 
colleagues, service users, clients, staff side or other 
stakeholders. 

 

 
NIGALA’s Working Well Together has been reviewed by the Senior 
Management Team and Joint Consultation Committee which includes 
staff side representatives. 
 
Data used to completed screening is as follows: 
 

 NIGALA staff data (September 2016); 
 

 

2.2    Quantitative data. 
 

 Who is affected by the policy or decision? Please provide a 
statistical profile. Please note, if a policy or decision affects 
both staff and service users / clients, please provide profile 
information for both. 

 For each category, you should consider:   
 

 What is the makeup of the affected group?  (%)  
 Are there any issues or problems?  For example, a lower 

update that needs to be addressed or greater involvement 
of a particular group? 

 

GENDER 

 
As at 30 September 2016, NIGALA staff data indicates 86.96% of 
NIGALA’s workforce is female and 13.04% male.  
 
 



AGE 

 
As at 30 September 2016, staff data indicates NIGALA’s workforce 
composition in relation to age is as follows: 
 
 
 
 
 
 
 
 
 
 
 
 
 

Age Range % of Employees 

16-24 0 

25-29 2.90 

30-34 7.25 

35-39 8.70 

40-44 11.59 

45-49 17.39 

50-54 20.29 

55-59 28.99 

60-64 2.90 

>=65 0 

RELIGION 

 
Staff data at September 2016, figures for NIGALA workforce indicates 
the following: 
 

Religion % of Employees 

Neither 2.90 

Perceived Neither 1.45 

Not assigned  4.35 

Perceived Protestant  4.35 

Perceived Roman Catholic  5.80 

Protestant  27.54 

Roman Catholic  53.62 
 

POLITICAL OPINION 

 
Staff data at September 2016, figures for NIGALA workforce indicates 
the following: 
 
 

Political Opinion % of Employees 

Broadly Nationalist 2.90 

Broadly Unionist 1.45 

Other 1.45 

Do not wish to answer 7.25 

Not assigned 86.96 
 



MARITAL STATUS 

 
As at 30 September 2016, figures indicate 55.07% of NIGALA 
employees are married or in a civil partnership, 28.99% are single and 
15.94% are unknown or other. 
 

DEPENDENT STATUS 

 
As at September 2016, workforce data for NIGALA is as follows: 
 

Dependents % of workforce 

Yes 4.35 

No 7.25 

Not Assigned 88.41 
 

DISABILITY 

 
As at 30 September 2016, figures indicate 86.96% of NIGALA’s 
workforce do not have a disability, 2.90% stated they have a disability 
and 10.14% did not indicated whether they do or do not have a disability. 
 

ETHNICITY 

 
September 2016 staff data for the NIGALA indicates 14.49% of the 
workforce identify as White, with 85.51% unknown.  
 

SEXUAL ORIENTATION 

 
As at September 2016, the NIGALA workforce data is as follows: 
 

Sexual Orientation % of workforce 

Opposite Sex 10.14 

Both Sexes 0 

Same Sex 0 

Do not wish to answer 2.90 

Not Assigned 86.96 
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2.3    Qualitative Data 
 

 What are the different needs, experiences and priorities of 
each of the categories in relation to this policy or decision 
and what equality issues emerge from this? Please note, if 
policy or decisions affect both staff and service users / 
clients, please discuss issues for both. 
 

GENDER 

According to the ONS (2013), 42% of females work part-time compared 
to 12% of men. Furthermore females are more likely to be the main 
carer of dependants than their male counterparts. Therefore, females 
are more likely to take the following types of leave as covered by the 
Pack: 

 Carers leave 

 Urgent domestic distress 

 Flexible working (part-time, job-share) 

 Employment break 
 
Flexible Working Policy 

Preference will initially be given on the basis of length of service in the 

organisation if there are multiple requests. This may be detrimental to 

female employees who have been out of work.  

 

See also Dependents Section. 

AGE 

The Leave Pack could potentially have negative impact on younger 
employees due to eligibility criteria for some of the elements of the 
policies contained within. However, the maximum term of continuous 
employment required is 1 year, which is not thought to be excessive. 
Younger employees have not expressed concern nor concerns been 
raised in this regard by employees. 
 
Flexible Working Policy 

Preference will initially be given on the basis of length of service in the 

organisation if there are multiple requests. This may be detrimental to 

female employees who have been out of work.  

 
Flexible Working Policy – Job share 
However, the caveat ‘If it is found that the job-sharing initiative has not 
succeeded the post will revert to a full-time job with the most recently 



appointed employee being re-deployed to another post at the first 
opportunity.’ may have a detrimental effect on younger employees as it 
could be argued the most recently appointed job-sharer is more likely to 
be younger 
 

RELIGION 

Special Leave Policy 
Attendance at funerals- they may be varying lengths of funeral 
depending on the religion. No data is available on attendance at funerals 
as this is recorded locally by line managers. 
 

POLITICAL OPINION 

Special Leave Policy 
Staff who are Trade Union Representatives may need trade union leave, 
as facilitated in this policy. 
 
There are no other known issues.  
 

MARITAL STATUS 

Special leave policy 

Uptake for Carer’s Leave and Urgent Domestic Distress for single 

parents may be higher given that they are solely responsible for their 

childcare. 

 

Employment break scheme 

Restriction on working in paid employment whilst on employment break 

may have a negative impact on those in a marriage/civil partnership- this 

may the case where the partner is re-located and NIGALA’s employee 

takes an employment break to move with their partner. However, 

NIGALA’s employees have not reported this as a problem.  

 

Issues for females or those with dependents may be further exacerbated 
for single parents. 
 

DEPENDENT STATUS 

Special leave policy 

Uptake for Carer’s Leave and Urgent Domestic Distress for employees 

with dependants may be higher than those employees with no 

dependents. 

 



The parent or guardian of a disabled child may have particular needs in 

relation to this policy. For example they may be more likely to need to 

take carer’s leave on short notice. 

 

Flexible working policy- part time working 

 ‘There will be no automatic right to return to full time hours.’  

This may have a detrimental effect on those who move to part time 

hours due to caring responsibilities and then wish to return to full time 

hours. This has not been raised as a concern. 

Those with dependents may not be in a position to meet a request to 

attend work outside the agreed working hours in exceptional 

circumstances or for training purposes. 

 

Employment Break  

Those with dependents who were working before an employment break 

on a part-time or flexible working basis may wish to return to work on the 

same basis. 

 

See also Gender Section. 

DISABILITY 

Special Leave Policy 
Attendance at medical appointments – those employees with a disability 
may have regular appointments which last longer than 2 hours.  
 
Attendance at funerals – people with a disability may be more likely to 
rely on public transport so this may involve longer travel times to attend 
a funeral. 
 
Flexible Working Policy 
Staff with a disability may be more likely to require flexible working 
arrangements. 
 

ETHNICITY 

 
Special Leave Policy 
Attendance at funerals – there may be varying lengths of funerals 
depending on ethnicity. There may be different culture issues and also 
practical issues for staff travelling abroad to attend funerals. 
 

SEXUAL ORIENTATION 



 
There are no known issues. 
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2.4    Multiple Identities 
 

 Are there any potential impacts on the policy or decision 
on people with multiple identities? For example, disabled 
minority ethnic people, disabled women, young Protestant 
men, and young lesbians, gay and bisexual people. 
 

 
No known issues. 
 

 

 

2.5    Making Changes 
 

 Based on the equality issues you identified in 2.2 and 2.3, 
what changes did you make or do you intend to make in 
relation to the policy or decision in order to promote 
equality of opportunity? 

 

In developing the policy or 
decision, what did you do or 
change to address the equality 
issues you identified? 

What do you intend to do in the 
future to address the equality 
issues you identified? 

Disability 
 
Special Leave Policy – 
Attendance at medical/ dental 
appointments 
NIGALA’s management is 
committed to supporting 
employees who have a disability 
and ensuring reasonable 
adjustments are in place, including 
longer appointment times. 
Moreover, employees can 
available of other types of leave 
including flexi-time, time off in lieu 
and annual leave if required.  
 
Special Leave Policy- Attendance 
at Funerals 
Consideration of requests for 

Policy will be available on the 
intranet and all employees  will be 
required to read policies 
 
Policies will be outlined and 
brought to employees attention  
 
Advice will be sought from BSO 
HR and BSO Equality Unit on 
equality issues raised by 
managers and employees. 



leave to attend funerals will be on 
a case-by-case basis, and 
employees can available of other 
types of leave including flexi-time, 
time off in lieu and annual leave if 
required. NIGALA will take into 
consideration the mode of 
transport and associated travel 
times when presented with a 
request. 
 
Flexible Working Policy 
NIGALA is committed to 
supporting employees who have a 
disability and ensuring reasonable 
adjustments are in place, including 
requests for flexible working. 
 
Gender & Age 
 
Flexible Working Policy 
Whilst preference will initially be 
given on the basis of length of 
service, every effort will be made 
to facilitate such requests on a 
rotational basis. 
 
Religion 
 
Special Leave Policy 
Consideration of requests for 
leave to attend funerals will be on 
a case-by-case basis, and 
employees can available of other 
types of leave including flexi-time, 
time off in lieu and annual leave if 
required. 
 
 
 
 
 
Dependents 



 
Special Leave Policy 
NIGALA will make every effort to 
grant requests for carers leave for 
staff with a disabled child. 
 
Flexible Working Policy – part-
time working 
Whilst NIGALA recognises this 
issue, decisions will be taken 
based on business needs and 
financial circumstances in line with 
this policy. 
 
NIGALA will give particular 
consideration to meeting the 
needs of staff who have caring 
responsibilities where possible. 

 

2.6    Good Relations 
 

 What changes to the policy or decision – if any - or what 
additional measures would you suggest to ensure that it 
promotes good relations?  (Refer to guidance notes for 
guidance on impact) 

 

Group Impact Suggestions 

Religion None None 

Political Opinion None None 

Ethnicity None None 
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3. SHOULD THE POLICY OR DECISION BE SUBJECTED TO A 

FULL EQUALITY IMPACT ASSESSMENT? 

 

A full equality impact assessment (EQIA) is usually confined to those 

policies or decision considered to have major implications for equality of 

opportunity. 

 

How would you categorise the impacts on this 
decision or policy?  (Refer to guidance notes for 
guidance on impact) Please tick: 
 

Major Impact ☐ 

Minor Impact ☒ 

No further impact ☐ 

 

Do you consider that this policy or decision 
needs to be subject to a full equality impact 
assessment?  Please tick: 
 

Yes ☐ 

No ☒ 

 

Please give reasons for your decisions 
 

Any equality issues that have been raised through 
screening have been addressed by the mitigating 
actions as outlined in 2.5. 
 
The quantitative and qualitative data shows there are 
no issues of major concern raised in this Leave Pack. 
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4. CONSIDERATION OF DISABILITY DUTIES 

4.1    In what ways does the policy or decision encourage disabled 
people to participate in public life and what else could you do 
to do so? 

How does the policy or decision 
currently encourage disabled 
people to participate in public 
life? 

What else could you do to 
encourage disabled people to 
participate in public life? 

All leave types and flexible working 
arrangements are available to 
those with disabilities. 
Staff with disabilities are 
encouraged to apply for special 
leave and flexible working 
arrangements and this encourages 
participation in public life whilst 
promoting positive attitudes 
towards disabled people.  The 
policies in place should make 
NIGALA a more appealing 
employer for potential applicants 
who have a disability and facilitate 
current employees with a disability 
to remain in the workplace. 
 

Continue to promote the benefits of 
flexible working for all staff 
including those with disabilities. 
 
Place policies on the internet so 
that prospective employees can 
see the entitlements. 

 

4.2   In what ways does the policy or decision promote positive 
attitudes towards disabled people and what else could you do 
to do so?  

 

How does the policy or decision 
currently promote positive 
attitudes towards disabled 
people? 

What else could you do to 
promote positive attitudes 
towards disabled people? 

- - 
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5. CONSIDERATION OF HUMAN RIGHTS 

 

5.1    Does the policy or decision affect anyone’s Human Rights? 
Please complete for each of the articles. 

Article Yes/ No 

Article 2:  Right to life No 

Article 3: 
 

Right to freedom from torture, inhuman or 
degrading compulsory labour 

No  

Article 4:  Right to freedom from slavery, servitude 
and forced or compulsory labour 

No 

Article 5: Right to liberty and security of person  No  

Article 6:  Right to a fair and public trial within 
reasonable time  

No 

Article 7: Right to freedom from retrospective criminal 
law and no punishment without law  

No  

Article 8: Right to respect for private and family life, 
home and correspondences  

No  

Article 9:   Right to freedom of thought, conscience 
and religion 

No  

Article 10: Right to free of expression  No  

Article 11:  Right to freedom of assembly and 
association  

No  

Article 12: Right marry and found and family  No  

Article 14:  Prohibition of discrimination in the 
enjoyment of the convention right 

No  

Article Yes/ No 

1st Protocol Article 1:  Right to a peaceful enjoyment of 
possessions and protection of property.  

No 

1st Protocol Article 2: Right of access to education.  No 

 

If you have answered no to all of the above please move on to Question 6 on 
monitoring. 
 

 

5.2    If you have answered yes to any of the Articles in 5.1, does the 
policy or decision interfere with any of these rights? If so, what is 
the interferences and who does it impact upon? 

List the Article 
Number 

Interfered with? 
Yes/No 

What is the 
interference and 
who does it 
impact upon? 

Does this raise 
legal issues?* 
Yes/No  

- - - - 

 



 

5.3    Outline any actions which could be taken to promote or raise 
awareness of human rights or to ensure compliance with the 
legislation in relation to the policy or decision. 

- 
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6. MONITORING 

 

6.1    What data will you collect in the future in order to monitor the 
effect of the policy or decision on any of the categories (for 
equality of opportunity and good relations, disability duties and 
human rights)? 

 

Equality & Good 
Relations 

Disability Duties Human Rights 

- - - 

 

 

Approved Lead Officer Declan McAllister 

Position Corporate Services Manager 

Date 25 April 2017 

Policy /  Decision Screened by Lesley Allen, Communication & HR 
Officer 

 

Please note that having completed the screening you are required by 
statute to publish the completed screening written assurance, as per 
your organisation’s equality scheme.  If a consultee, including the 
Equality Commission, raises a concern about a screening decision 
based on supporting evidence, you will need to review the screening 
decision.  

 
If you require this document in an alternative format (such as large print, 
Braille, disk, audio file, audio cassette, Easy Read or in minority languages to 
meet the needs of those not fluent in English) please contact:  
 
Mr Declan McAllister  
NIGALA  
Centre House  
79 Chichester Street  
BELFAST  
BT1 4JE 
Tel:  028 9031 6550 
declan.mcallister@nigala.hscni.net  

mailto:declan.mcallister@nigala.hscni.net
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