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Application:	Northern	Ireland	Civil	Service

Workplace	Equality	Index

Summary

ID:	WEI22-6579741577
Last	submitted:	5	Oct	2021	04:38	PM	(BST)

Data	protection	and	privacy	statement
Completed	 	27	Aug	2021

Form	for	"Data	protection	and	privacy	statement"
This	is	my	form.

Before	starting	your	Workplace	Equality	Index
submission,	please	read	the	following	very
carefully.

It	sets	out	how	Stonewall	will	use	the
information	you	submit.
Please	note	that	we	have	updated	our	privacy	policy.	We	now	ask,	wherever	possible,	that	you	redact
personal	data	from	your	evidence.

Data	protection	and	privacy	statement

This	privacy	statement	sets	out	how	Stonewall	uses	and	protects	any	information	that	you	give

Stonewall	when	you	use	this	website.

Stonewall	is	committed	to	ensuring	that	your	privacy	is	protected.	Should	we	ask	you	to

provide	certain	information	by	which	you	can	be	identified	when	using	this	website,	then	you

can	be	assured	that	it	will	only	be	used	in	accordance	with	this	privacy	statement.

Stonewall	may	change	this	statement	from	time	to	time	by	updating	this	page.	You	should
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check	this	page	from	time	to	time	to	ensure	that	you	are	happy	with	any	changes.	This

statement	is	effective	from	15/06/2021.

Stonewell	agree	to	comply	the	with	any	applicable	legislation	relating	to	data	protection	or

privacy	of	individuals,	the	“Regulation”	(which	means	Regulation	(EU)	2016/679	of	the

European	Parliament	and	the	Council	(“General	Data	Protection	Regulation”)	and	its	national

implementing	laws,	as	well	as	any	applicable	laws	or	regulations	on	cyber	security	(“Data

Protection	Laws”).

Data	controller	and	processors

Stonewall	Equality	Ltd	acts	as	Data	Controller	for	all	data	processed	for	the	Workplace	Equality

Index,	Global	Workplace	Equality	Index,	Schools	and	College	Awards	and	CYPS	Awards.	We	use

SMApply	as	a	third-party	data	processor	for	the	purposes	of	secure	storage	and	have

appropriate	contracts	and	procurement	checks	in	place	to	ensure	they	both	comply	with	our

terms	set	as	Controller	as	well	as	all	relevant	data	protection	laws.

What	we	ask	you	to	submit

Whilst	registering	and	completing	a	submission,	we	may	ask	you	to	submit	the	following

information:

•	Names	and	job	titles	of	submitters	and	collaborators

•	Contact	information	including	email	address	of	submitters	and	collaborators

•	Information	about	your	organisation,	such	as	postcodes	and	sector

•	Information	and	files	as	supporting	evidence	for	submissions	such	as:

-	Policies

-	Communications

-	Screenshots	of	intranet	posts

-	Descriptions	of	processes	and	ways	of	working

-	Examples	of	training

-	Case	studies

-	Schools/Colleges	only:	photographs	(see	additional	information	below)

-	Schools/Colleges	only:	screenshots	of	school	procedures/systems,	e.g.	SIMS

-	Schools/Colleges	only:	minutes/agendas	from	Governing	Body	meetings
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Our	lawful	basis	for	processing	the	names,	job	titles,	and	contact	information	of	submitters

and	collaborators	is	contractual.

Please	note	that	whilst	completing	your	submission	you	may	be	asked	to	provide	pieces	of

evidence	that	reference	individuals,	such	as	personal	profiles.	Wherever	possible	you	should

redact	personal	data	from	this	evidence,	for	example	by	covering	names	and	photographs.	If

you	do	need	to	share	personal	details	(for	example	for	an	individual	award	nomination),	it	is

your	responsibility	to	ensure	you	have	the	permission	of	the	individual	to	share	this

information	with	Stonewall.	We	are	relying	on	third	party	consent	to	process	this	data,	so	it	is

imperative	that	you	receive	explicit	permission.	Schools	and	Colleges	should	never	submit

details	that	can	identify	individual	children.

What	we	do	with	the	information	you	submit

Stonewall	may	use	the	information	you	submit	for	the	following	purposes	related	to	the

Workplace	Equality	Index	and	to	further	LGBT	equality	and	inclusion	in	the	workplace:

•	Stonewall	will	use	the	information	you	submit	to	review,	score	and	rank	your	organisation	in

comparison	to	other	entrants.

•	The	information	supplied	is	confidential	between	Stonewall	and	the	applicant/organisation.

•	Any	ranks	outside	of	the	Top	100	will	remain	confidential	between	Stonewall	and	the

applicant/organisation.

•	Any	scoring	or	comments	made	on	the	submission	is	confidential	between	Stonewall	and	the

applicant/organisation,	except	for	purposes	outlined	below.

•	Aggregated	scores,	information	and	data	may	be	used	to	identify	national,	regional	and

sector	trends	and	patterns	of	work.	This	information	may	be	published	in	Stonewall	resources

or	publications.	Where	individual	organisations	or	individuals	are	named,	permission	to	do	so

will	be	sought.

•	Individual	practice,	where	deemed	good	practice	by	Stonewall,	may	be	shared	with	other

organisations	either	directly	through	Stonewall	Account	Managers,	or	within	resources

produced	by	Stonewall.	Before	any	practice	is	shared,	permission	will	be	sought	from	the

organisation	in	question.

•	Demographic	data	about	your	organisation,	for	example	number	of	employees,	will	be	used

for	internal	record	keeping,	aggregated	analysis	that	may	be	published,	and	to	improve	our

offers	and	services.
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Stonewall	may	use	the	information	you	submit	for	the	following	purposes	related	to	the	School

and	College	Champion	Awards	and	to	further	LGBT	equality	and	inclusion	in	schools	and

colleges:

•	Stonewall	will	use	the	information	you	submit	to	review	your	school	or	college	against	the

criteria	for	the	School	or	College	Award	for	which	you	are	applying.

•	The	information	supplied	is	confidential	between	Stonewall	and	the	school	or	college.

•	Any	scoring	or	comments	made	on	the	submission	are	confidential	between	Stonewall	and

the	school	or	college,	except	for	purposes	outlined	below:	

-	Individual	practice,	where	deemed	good	practice	by	Stonewall,	may	be	shared	with	other

schools	or	colleges	either	directly	by	the	Stonewall	Education	Team,	or	within	resources

produced	by	Stonewall.	Before	any	practice	is	shared,	permission	will	be	sought	from	the

school	or	college	in	question.	

-	Demographic	data	about	your	school	or	college,	for	example	whether	you	are	a	primary	or

secondary	school,	will	be	used	for	internal	record	keeping	and	to	improve	our	offers	and

services.

Stonewall	may	use	the	information	you	submit	for	the	following	purposes	related	to	the	CYPS

Award	and	to	further	LGBT	equality	and	inclusion:

•	Stonewall	will	use	the	information	you	submit	to	review,	score	and	rank	your	organisation	in

comparison	to	other	entrants

•	The	information	supplied	is	confidential	between	Stonewall	and	the	applicant/organisation.

•	Any	scoring	or	comments	made	on	the	submission	is	confidential	between	Stonewall	and	the

applicant/organisation,	except	for	purposes	outlined	below.

•	Information	and	data	may	be	used	to	identify	national	and	regional	patterns	of	work.	This

information	may	be	published	in	Stonewall	resources.	Where	individual	organisations	or

individuals	are	named,	permission	to	do	so	will	be	sought	

•	Individual	practice,	where	deemed	good	practice	by	Stonewall,	may	be	shared	with	other

organisations	either	directly	through	Stonewall	Account	Managers,	or	within	resources

produced	by	Stonewall.	Before	any	practice	is	shared,	permission	will	be	sought	from	the

organisation	in	question

•	Demographic	data	about	your	organisation	will	be	used	for	internal	record	keeping	and	to

improve	our	offers	and	services	

We	are	committed	to	ensuring	that	your	information	is	secure.	In	order	to	prevent
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unauthorised	access	or	disclosure,	we	have	put	in	place	suitable	physical,	electronic	and

managerial	procedures	to	safeguard	and	secure	the	information	we	collect	online.

Data	retention	and	access

For	the	Workplace	Equality	Index	and	Global	Workplace	Equality	Index,	we	will	endeavour	to

hold	and	provide	access	to	your	submissions	on	Stonewall	Submit	for	four	years	after	the

submission	deadline.	However,	it	is	your	responsibility	to	retain	an	internal	copy	of	your

submission.	After	4	years,	your	submission	will	be	deleted	from	our	systems.

For	Education	and	Youth	awards,	we	will	delete	your	submission	from	our	systems	once	your

result	has	been	returned	to	you.	It	is	your	responsibility	to	retain	an	internal	copy	of	your

submission.

When	individuals	change	roles	or	leave	an	organisation,	we	will	transfer	submission	access	to

verified	new	contacts	at	the	organisation.

Links	to	other	websites

Our	website	may	contain	links	to	other	websites	of	interest.	However,	once	you	have	used

these	links	to	leave	our	site,	you	should	note	that	we	do	not	have	any	control	over	that	other

website.	Therefore,	we	cannot	be	responsible	for	the	protection	and	privacy	of	any	information

which	you	provide	whilst	visiting	such	sites	and	such	sites	are	not	governed	by	this	privacy

statement.	You	should	exercise	caution	and	look	at	the	privacy	statement	applicable	to	the

website	in	question.

Controlling	your	personal	and	organisational	information

We	will	not	sell,	distribute	or	lease	your	personal	information	to	third	parties	unless	we	have

your	permission	or	are	required	by	law	to	do	so.

You	may	request	details	of	personal	information	which	we	hold	about	you	under	the	Data

Protection	Laws.	Please	visit	our	wider	Privacy	Policy	under	‘Your	Rights’	to	see	how	to	do	this.

If	you	believe	that	any	information	we	are	holding	on	you	is	incorrect	or	incomplete,	please

write	to	or	email	us	as	soon	as	possible,	at	the	above	address	or:
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•	memberships@stonewall.org.uk	for	queries	related	to	the	Workplace	Equality	Index	or	Global

Workplace	Equality	Index

•	education@stonewall.org.uk	for	queries	related	to	School	Champion	Awards	and	College

Champion	Awards

•	cyps@stonewall.org.uk	for	queries	related	to	CYPS	Champion	Awards

We	will	promptly	correct	any	information	found	to	be	incorrect.

Survey	Monkey	Apply	data	protection	and	privacy

This	site	has	been	built	and	is	managed	using	Survey	Monkey	Apply,	an	online	application

system.

You	can	find	the	Survey	Monkey	Apply	privacy	statement	here.

You	can	find	the	Survey	Monkey	Apply	security	statement	here.

Stonewall	privacy	policy

You	can	find	the	main	Stonewall	privacy	policy	here.

Please	tick	here	to	show	us	you've	read	and	understood
the	Stonewall	data	protection	and	privacy	policy.

I've	read	and	understood	the	data	protection	and	privacy	policy

About	your	organisation
Completed	 	27	Aug	2021

Form	for	"About	your	organisation"
This	is	my	form.
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Organisation	name

Please	note:	this	is	the	name	that	will	be	used	in	the	Top	100	Employers	report	and	associated	publications
if	your	organisation	receives	an	award.

Northern	Ireland	Civil	Service

Which	of	the	following	best	describes	your	sector	type?

Public

Which	sector	best	fits	your	organisation?

Government	&	Regulators

Which	part	of	the	UK	is	your	organisation	headquartered	in?

Northern	Ireland:	County	Down

What	is	the	postcode	of	your	organisation's	UK	headquarters?

BT4	3SH
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Which	of	the	following	parts	of	the	UK	does	your	organisation	have	offices,	premises	or

branches	in?

Responses	Selected:

Northern	Ireland:	County	Antrim

Northern	Ireland:	County	Armagh

Northern	Ireland:	County	Down

Northern	Ireland:	County	Fermanagh

Northern	Ireland:	County	Londonderry

Northern	Ireland:	County	Tyrone

How	many	employees	does	your	organisation	have	in	the	UK?

approx	23,000

Does	your	organisation	have	apprenticeships	in	the	UK?

Yes

How	many	apprentices	does	your	organisation	have	in	the	UK?

110

Does	your	organisation	have	volunteers	in	the	UK?

No

Section	1:	Policies	and	benefits
Completed	 	5	Oct	2021

Form	for	"Section	1:	Policies	and	benefits"
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This	is	my	form.

Section	1:	Policies	and	benefits

This	section	examines	the	policies	and	benefits	the	organisation	has	in	place	to	support	LGBT	staff.	The
questions	scrutinise	the	policy	feedback	process,	policy	content	and	provision	of	specific	support.

1.1	Does	the	organisation	have	a	process	to	ensure	all	employees	can	feedback	on	the

inclusiveness	of	relevant	policies	(for	example,	HR	policies)?

Guidance:	
•	This	should	be	open	to	all	employees	and	across	all	relevant	policies.
•	Relevant	policies	include	HR	policies,	for	example	leave	policies.
•	If	feedback	does	not	trigger	immediate	reviews,	there	must	be	regular,	periodic	policy	reviews	that
consider	the	feedback.

Yes

Describe	the	process,	how	it	is	communicated,	and	what	action	the	feedback	triggers	(max.

500	words).

Whilst	developing	new	policies,	and	reviewing	existing	ones,	the	Northern	Ireland	Civil	Service	(NICS)	has
a	formal	consultation	process	in	place	to	engage	with	stakeholder	groups	to	ensure	all	employees	can
feedback	on	the	inclusiveness	of	policies,	including	all	supporting	documentation	such	as	user	guides
and	frequently	asked	questions.

The	process	involves	both	internal	and	external	consultation.

During	the	internal	consultation,	policies	are	shared	with	the	following	stakeholders	for	review	and
comment,	and	engagement	workshops	may	also	be	arranged:	
•	NICSHR	Business	Partners	and	Teams
•	NICS	Diversity	Champions	Network
•	Departmental	Solicitors
•	Stonewall	Steering	Group
•	NICS	Staff	Networks	(LGBT	Network,	Disability	Staff	Network,	Race	and	Ethnicity	Staff	Network	and
Women’s	Network)	
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Additionally,	consultation	will	also	take	place	with	relevant	external	Stakeholder	organisations	such	as
Trade	Unions,	Stonewall,	The	Rainbow	Project	and	any	other	relevant	groups,	to	ensure	LGBT
inclusiveness	in	policies.

Draft	policies	are	shared	with	stakeholders	in	writing,	inviting	review	and	comment.	NICSHR	Policy	Leads
may	also	meet	with	stakeholders	to	“walk-through”	policies,	address	concerns	and	answer	queries.	All
feedback	is	considered	by	the	HR	Policy	Lead	and	amendments	made	when	required.

During	2020	and	2021,	NICSHR	carried	out	a	review	of	the	following	policies	to	ensure	LGBT
inclusiveness:	
•	Career	Breaks
•	Maternity	Leave
•	Paternity	Leave
•	Adoption	Leave
•	Dignity	at	Work	Policy
•	Domestic	and	Sexual	Abuse	Policy

Describe	any	previous	outcomes	of	the	process	(max.	500	words).

In	January	2021,	as	part	of	the	consultation	process	for	the	Dignity	at	Work	Policy,	the	draft	Policy	was
shared	with	the	NICS	Diversity	Champions	for	LGBT,	Race	and	Ethnicity,	Disability	and	Gender.	A	meeting
took	place	with	the	NICSHR	Policy	Lead,	the	LGBT	Diversity	Champion	and	co-Chairs	of	the	NICS	LGBT
staff	Network	to	further	discuss	the	draft	policy.	Comments	were	taken	on-board	and	reflected	in	the
policy,	including	the	impact	of	jokes	/	banter	and	a	definition	on	micro-aggressions.	Discussion
highlighted	the	relocation	of	the	Dignity	at	Work	statement	into	the	Standards	of	Conduct	policy	and	its
visibility.	The	NICSHR	Policy	Lead	provided	assurance	on	the	extent	of	communications	and	the
importance	of	the	movement	into	the	Standards	of	Conduct	Policy	to	strengthen	the	statement	on
acceptable	behaviour.	

As	a	result	of	ongoing	consultation	with	internal	and	external	stakeholders,	all	new	and	revised	NICS
policies	incorporate	gender	neutral	language	to	make	it	clear	they	are	LGBT	inclusive.	Both	the	Paternity
Leave	and	Adoption	Leave	policies	have	been	expanded	to	include	surrogacy	as	well	as	adoption	from
overseas.	The	terms	“surrogate”	and	“surrogacy”	will	be	included	in	the	metadata	for	both	those	policies
so	that	anyone	who	searches	on	the	NICS	Employee	Services	Portal	for	surrogate/surrogacy	is	directed	to
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them.	FAQs	involving	surrogacy	will	be	included	for	both	Paternity	Leave	and	Adoption	Leave	Policies.	

The	newly	revised	Maternity,	Paternity	and	Adoption	Policies	include	the	following	launch	statement
highlighting	the	importance	of	inclusiveness	and	encouraging	employees	to	feedback	on	policies:

“The	Northern	Ireland	Civil	Service	(NICS)	remains	committed	to	being	a	supportive	and	progressive
employer,	offering	staff	family	friendly	policies	that	also	meet	business	needs.

To	that	end	the	NICS	has	published	updated	versions	of	the	three	core	policies	which	deal	with	the
management	of	staff	‘parental	leave’	entitlements.

The	existing	Maternity,	Paternity	and	Adoption	Leave	policies	recognised	that	becoming	a	new	parent	can
be	a	joyful,	but	also	sometimes	a	challenging	time.	Consequently,	the	NICS	facilitated	more	support	and
time	away	from	work	to	enable	our	staff	to	care	for	and	bond	with	their	children,	whilst	still	providing	the
opportunity	to	continue	to	develop	in	work	and	to	further	progress	their	careers.

These	policies	have	been	brought	up	to	date	to	reflect	the	changes	in	our	own	families	and	society	as	a
whole.	Each	policy	now	recognises	that	family	roles	are	not	gender	specific.	These	new	revised	policies
now	ensure	that	all	our	staff	have	equal	access	to	the	entitlements	that	the	NICS	has	to	offer	to	support
them,	in	their	new	parental	role,	regardless	of	their	sexual	orientation,	gender	identity	or	their	chosen
path	to	parenthood.

Trade	Union	Side	has	been	consulted	on	the	terms	of	the	revised	policies

The	above	and	all	other	NICS	policies	and	supporting	information	can	be	found	on	the	Employee	Services
Portal.	If	you	should	wish	to	provide	any	feedback,	regarding	any	of	our	policies,	please	e-mail	DoF	HR
Policy	Enquiries	to	let	us	know	your	views.”
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1.2	Does	the	organisation	have	a	policy	(or	policies)	that	includes	the	following?	Tick	all	that

apply.

Guidance:	
•	The	policy	(or	policies)	should	clearly	state	that	the	organisation	will	not	tolerate	discrimination,	bullying
or	harassment	against	employees	on	the	grounds	of	sexual	orientation	or	gender	identity	and/or	trans
identity.	
•	These	may	be	listed	along	with	other	protected	characteristics.

Responses	Selected:

A.	Explicit	ban	on	discrimination,	bullying	and	harassment	based	on	sexual	orientation	(bronze	award
requirement)

B.	Explicit	ban	on	discrimination,	bullying	and	harassment	based	on	gender	identity	and	gender
expression	(bronze	award	requirement)

C.	An	example	of	biphobic	bullying	or	harassment

D.	An	example	of	homophobic	bullying	or	harassment

E.	An	example	of	transphobic	bullying	or	harassment

F.	Clear	information	about	how	to	report	an	incident	and	how	complaints	are	handled

Upload	the	selected	policies	with	the	relevant	sections	highlighted.

Section	1	Q1.2	Dignity	at	Work	Policy.pdf

Filename:	Section	1	Q1.2	Dignity	at	Work	Policy.pdf	Size:	91.6	kB
Section	1	Q1.2	6.04	Grievance	Policy.pdf

Filename:	Section	1	Q1.2	6.04	Grievance	Policy.pdf	Size:	199.4	kB
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Provide	a	brief	description	of	the	policy/policies	you	have	uploaded	(max.	200	words).

Dignity	at	Work	Policy
The	NICS	is	committed	to	equality	of	opportunity	and	to	creating	and	sustaining	an	inclusive	and
harmonious	working	environment	where	everyone	is	treated	with	respect	and	dignity,	free	from	any	form
of	unacceptable	behaviour,	and	one	in	which	our	people	can	give	of	their	best.

This	policy	outlines	the	positive	behaviours	we	expect	of	all	colleagues	to	ensure	an	inclusive	culture
which	is	intolerant	of	any	behaviour	that	results	in	any	colleagues	feeling	excluded,	bullied	or	treated
unfavourably	because	of	who	they	are.	We	all	have	a	responsibility	to	create	and	sustain	a	working
environment	in	which	staff	are	treated	with	respect	and	dignity.

Grievance	Policy	
The	NICS	Grievance	Policy	aims	to	promote	good	employee	relations	and	deliver	fair	and	equal	treatment
of	all	employees.	It	details	the	process	to	be	followed	by	employees	who	wish	to	raise	a	work-related
grievance	and	how	the	NICS	will	take	prompt	and	effective	action	to	resolve	the	grievance,	as	far	as	is
reasonably	practicable.	The	policy	follows	the	guidelines	laid	down	in	the	Labour	Relations	Agency	Code
of	Practice	on	disciplinary	and	grievance	procedures	which	took	effect	on	3rd	April	2011.	

1.3	Where	the	organisation	has	the	following	family	and	leave	policies,	do	they	use	gender-

neutral	language	and	explicitly	state	that	they	are	applicable	regardless	of	gender?	Tick	all

that	apply.

Guidance:	
•	The	policies	should	explicitly	state	that	they	apply	regardless	of	the	employee	or	the	employee's
partner’s	gender.	
•	The	policies	should	avoid	gendered	language	and	pronouns,	for	example,	by	using	the	term	‘partner’
instead	of	‘husband’	or	‘wife’.

Responses	Selected:

A.	Adoption	Policy

C.	Maternity	Policy

D.	Paternity	Policy
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Upload	the	selected	policies.

Section	1	Q1.3(A)	Adoption	Leave.pdf

Filename:	Section	1	Q1.3(A)	Adoption	Leave.pdf	Size:	692.8	kB
Section	1	Q1.3(C)	-	Maternity	Leave.pdf

Filename:	Section	1	Q1.3(C)	-	Maternity	Leave.pdf	Size:	739.8	kB
Section	1	Q1.3	(D)	-	Paternity	Leave.pdf

Filename:	Section	1	Q1.3	(D)	-	Paternity	Leave.pdf	Size:	834.7	kB

Provide	a	brief	description	of	the	policy/policies	you	have	uploaded	(max.	200	words).

The	following	NICS	family	and	leave	policies	use	gender	neutral	language	and	explicitly	state	that	they
are	applicable	regardless	of	gender:

Adoption	Leave	–	This	Policy	contains	the	arrangements	for	adoption	leave	and	pay,	which	apply	where
an	adopter	is	newly	matched	with	a	child	by	an	approved	adoption	agency	and	the	child	is	placed	for
adoption.

Maternity	Leave	–	This	Policy	sets	out	statutory	and	contractual	rights	regarding	maternity	leave
arrangements.

Paternity	Leave	-	The	policy	outlines	arrangements	for	paternity	leave	and	pay.
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1.4	Does	the	organisation	have	a	trans	inclusion	policy	that	covers	the	following?

Guidance:	
•	This	policy	should	contain	information	about	the	inclusion	of	all	trans	employees,	regardless	of	whether
they	are	currently	transitioning.	
•	C	–	guidance	must	make	clear	that	all	trans	employees	can	use	the	facilities	(e.g.	toilets,	changing
rooms)	they	feel	most	comfortable	using	and	should	explain	your	commitment	to	introducing	gender-
neutral	facilities,	if	not	already	widely	available.	
•	D	–	guidance	on	dress	code	should	be	offered	regardless	of	whether	you	have	a	uniform	or	dress	code
policy.	This	should	make	clear	that	all	employees,	including	trans	and	non-binary	employees,	are
encouraged	to	wear	the	uniform	or	dress	that	they	feel	most	comfortable	in.	If	you	provide	a	uniform,	this
should	include	provision	for	gender	fluid	employees	to	have	multiple	uniforms.

Responses	Selected:

A.	A	clear	commitment	to	supporting	all	trans	people,	including	those	with	non-binary	identities

B.	Information	on	language,	terminology	and	trans	identities,	including	non-binary	identities

C.	Guidance	on	facilities	for	trans	employees,	including	non-binary	employees

E.	A	clear	commitment	to	confidentiality	and	data	protection	for	trans	staff

Upload	the	selected	policies.

Section	1	Q	1.4	Transitioning	at	Work	Trans	Equality	Policy	Guide.pdf

Filename:	Section	1	Q	1.4	Transitioning	at	Work	Trans	Equality	Policy	Guide.pdf	Size:	371.4	kB

Provide	a	brief	description	of	the	policy/policies	you	have	uploaded	(max.	200	words).

Transitioning	at	Work	Trans	Equality	Policy	Guide
This	Policy	provides	guidance	on	assisting	and	supporting	colleagues	who	are	transitioning	while	working
in	the	NICS.	

It	provides	a	suggested	framework	to	enable	managers	to	structure	their	discussions	with	a	colleague
who	is	transitioning.	This	framework	can	be	used	as	a	template	to	agree	the	key	actions	and	steps	in	a
Memorandum	of	Understanding	that	line	managers	and	Departments	should	follow,	when	supporting	a
colleague	through	their	transition.
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1.5	Does	the	organisation	have	a	policy	(or	policies)	to	support	employees	who	are

transitioning	that	covers	the	following?	Tick	all	that	apply.

Guidance:	
•	This	could	be	contained	within	a	trans	inclusion	policy,	could	be	supportive	guidance	to	a	trans	inclusion
policy,	or	could	be	in	a	stand-alone	transitioning	at	work	policy.	
•	This	should	be	explicitly	non-binary	inclusive.	
•	A	and	C	–	these	should	include	a	commitment	that	the	employee	will	be	allowed	the	time	off	that	they
need	for	transition-related	treatments	or	appointments	and	that	any	leave	will	be	recorded	separately	to
sick	leave.

Responses	Selected:

A.	Work	related	guidance	for	an	employee	who	is	transitioning	(bronze	award	requirement)

B.	Work	related	guidance	on	the	process	for	an	employee	to	change	their	name	and	gender	marker	on
workplace	systems

C.	Work	related	guidance	around	data	protection	and	confidentiality

D.	Work	related	guidance	for	managers	on	how	to	support	an	employee	who	is	transitioning	(bronze
award	requirement)

E.	Work-related	guidance	for	employees	on	how	to	support	a	colleague	who	is	transitioning

Upload	the	selected	policies.

Section	1	Q1.5	Transitioning	at	Work	Trans	Equality	Policy	Guide.pdf

Filename:	Section	1	Q1.5	Transitioning	at	Work	Trans	Equality	Policy	Guide.pdf	Size:	374.4	kB
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Provide	a	brief	description	of	the	policy/policies	you	have	uploaded	(max.	200	words).

Transitioning	at	Work	Trans	Equality	Policy	Guide
This	Policy	provides	guidance	on	assisting	and	supporting	colleagues	who	are	transitioning	while	working
in	the	NICS.	

It	provides	a	suggested	framework	to	enable	managers	to	structure	their	discussions	with	a	colleague
who	is	transitioning.	This	framework	can	be	used	as	a	template	to	agree	the	key	actions	and	steps	in	a
Memorandum	of	Understanding	that	line	managers	and	Departments	should	follow,	when	supporting	a
colleague	through	their	transition.

1.6	Does	the	organisation	have	a	formal	commitment	to	introduce	gender-neutral	facilities	in

all	its	buildings?

Guidance:	
•	If	gender-neutral	facilities	are	not	already	available	in	all	buildings,	this	should	be	a	formal	commitment
to	introduce	gender-neutral	facilities	in	any	new	builds	or	to	gender-neutral	facilities	being	a	requirement	of
any	new	leases.	
•	This	should	be	a	commitment	that’s	signed	off	by	senior	leaders	and	published	internally.	
•	Provision	of	gender-neutral	facilities	should	be	in	addition	to	accessible	facilities.

No

1.7	Does	your	organisation	provide	healthcare	insurance	to	your	UK	employees?

Your	answer	will	direct	you	to	the	correct	question	for	1.7.

No
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1.7	In	the	last	three	years,	has	the	organisation	scrutinised	and	developed	the	LGBT	inclusivity

of	its	mental	health	support	provision?

Guidance:	
•	Provision	could	include	your	employee	assistance	programme,	affiliated	counselling	services	or	internal
mental	health	first	aiders.	
•	Scrutiny	should	be	specific,	such	as	asking	about	a	provider’s	LGBT-specific	training	for	frontline
employees.	
•	This	should	include	at	least	one	action	you’ve	taken	in	the	last	three	years.

Yes
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Describe	how	you	scrutinised	the	provision	and	what	the	actions	were.	Please	provide	specific

dates	or	time	periods	within	the	last	three	years	(max.	300	words).

The	NICS	provides	a	range	of	mental	health	support	measures	which	are	inclusive	to	all	staff.	The	Welfare
Support	Service	offers	help	and	guidance	to	anyone	affected	by	personal	or	work-related	problems	and
sign-posts	staff	to	sources	of	practical	and	emotional	support.	The	Employee	Assistance	Programme
offers	confidential	counselling	sessions	to	staff	who	are	experiencing	difficulties.
The	NICS	has	also	made	a	commitment	to	promote	mental	wellbeing	by	signing	up	to	the	Equality
Commission	for	NI	Mental	Health	Charter	in	2018,	committing	to:	creating	an	open	and	inclusive
workplace	culture	which	displays	respect	for	those	with	mental	ill	health;	promoting	equality	of
opportunity	and	challenge	discrimination	in	the	workplace;	promoting	equality	of	opportunity	in
recruitment	and	selection	for	those	with	mental	ill	health;	identifying	and	providing	sources	of
information	and	support	regarding	mental	ill	health;	adapting	Every	Customer	Counts	recommendations
–	working	towards	taking	positive	steps	to	make	services	accessible	to	people	with	mental	ill	health

Recognising	that	the	LGBT	community	faced	challenges	as	a	result	of	lockdown,	the	NICS	teamed	up	with
The	Rainbow	Project	to	provide	information	and	guidance	on	staying	safe	at	home,	seeking	help	and
support	and	connecting	with	your	community.
In	March	2021,	the	NICS	worked	with	Stonewall	to	provide	a	digital	workshop	on	“LGBT	Mental	Health:
Supporting	your	colleagues”.
The	NICS	LGBT	Staff	Network	is	inclusive	for	all	and	through	publication	of	articles	on	all	NICS
Departmental	intranet	sites	and	on	the	LGBT	website,	the	Network	cover	a	range	of	issues	supporting
LGBT	colleagues,	including	signposting	to	relevant	external	organisations	for	additional	help	and	support.
In	August	2021,	the	Network	published	an	article	on	LGBT+	Mental	Health,	which	provided	information
on	how	to	help	and	signposted	to	external	support	organisations.	It	also	advertised	forthcoming	health
and	wellbeing	events	including	a	mental	health	awareness	seminar.

The	following	question	is	for	information	gathering	purposes	only	and	is	not	scored.
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1.8	Has	the	organisation	reviewed	other	policies	to	ensure	they	are	LGBT	inclusive?

Guidance:	
•	This	might	include	menopause	or	andropause	policies.	
•	This	might	also	include	domestic	abuse	policies.

Yes

Upload	the	selected	policies.

Section	1	Q1.8	Domestic	and	Sexual	Abuse	Policy	and	Guidance.pdf

Filename:	Section	1	Q1.8	Domestic	and	Sexual	Abuse	Policy	and	Guidance.pdf	Size:	141.3	kB

Provide	a	brief	description	of	the	policy/policies	you	have	uploaded	(max.	200	words).

Domestic	and	Sexual	Abuse	Policy	
The	NICS	is	committed	to	raising	awareness	and	offering	practical	and	other	support	to	staff	by	having	a
Policy	and	Guidance	in	place	to	assist	those	who	may	be	or	have	been	affected	by	domestic	or	sexual
abuse,	regardless	of	where	the	abuse	takes	place.	

This	Policy	provides	a	suggested	framework	to	assist	staff	affected	by	domestic	and	sexual	abuse	and	to
enable	managers	to	structure	any	discussions	with	a	member	of	staff	who	discloses	this.	The	document
can	be	used	as	a	template	to	support	the	provision	of	practical	guidance	and	to	signpost	a	member	of
staff	to	available	help	through	resources	and	organisations	(both	internal	and	external).

The	following	question	is	for	information	gathering	purposes	only	and	is	not	scored.
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1.9	Are	the	organisation's	compassionate	and/or	special	leave	policies	inclusive	of	loved

ones/chosen	families/close	support	networks	and	supporting	someone	through	transition?

Guidance:	
•	Chosen	families	are	people	who	an	employee	considers	to	be	family,	but	who	have	no	legal	or	biological
connection	to	them.	
•	Chosen	families,	loved	ones	and	close	support	networks	can	be	particularly	significant	to	those	who	are
estranged	from	their	families,	an	issue	that	disproportionately	affects	LGBT	people.	
•	Policies	should	be	clear	that	employees	are	entitled	to	the	same	leave	when	it	relates	to	their	loved
ones/chosen	family/close	support	networks	as	when	it	relates	to	their	biological	or	legal	family	members.	
•	Special	leave	policies	should	explicitly	include	provision	to	support	someone	through	transition,	for
example	accompanying	them	to	medical	appointments.

No

Section	2:	The	employee	lifecycle
Completed	 	5	Oct	2021

Form	for	"Section	2:	The	employee	lifecycle"
This	is	my	form.

Section	2:	The	employee	lifecycle

This	section	examines	the	employee	lifecycle	within	the	organisation,	starting	with	recruitment	practices
and	finishing	with	exit	processes.	The	questions	scrutinise	how	the	organisation	engages	and	supports
employees	throughout	their	journey	in	the	workplace.
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2.1	When	advertising	for	external	appointments,	how	does	the	organisation	attract	LGBT

talent?	Tick	all	that	apply.

Guidance:	
•	These	actions	should	not	be	limited	to	HR	or	Diversity	&	Inclusion	related	roles.	
•	A	–	this	can	include	taking	recruitment	materials	to	Pride	events	and	should	have	taken	place	in	the	last
year.	
•	B	–	evidence	should	include	screenshots	of	a	job	pack	or	job	page	from	the	last	year.	
•	C	–	this	can	be	a	link	to	a	webpage.

Responses	Selected:

A.	Advertising	on	or	recruiting	from	LGBT	or	diversity	websites,	fairs	and	events

B.	Include	a	statement	around	valuing	diversity,	explicitly	inclusive	of	LGBT	people	in	job	packs	and
pages	(bronze	award	requirement)

C.	Include	information	about	your	LGBT	employee	network	group	or	LGBT	inclusion	activities	in	all	job
packs	and	pages

Upload	evidence	for	the	selected	options.

Section	2	Q2.1	b	and	c	EO2	CIB.pdf

Filename:	Section	2	Q2.1	b	and	c	EO2	CIB.pdf	Size:	360.8	kB
Section	2	Q2.1	HOCS	and	EO	Competitions	on	Proud	Employers.pdf

Filename:	Section	2	Q2.1	HOCS	and	EO	Competitions	on	Proud	Employers.pdf	Size:	137.8	kB
Section	2	Q2.1	ODAS	Recruitment	presentation	-	Aug	2021.pdf

Filename:	Section	2	Q2.1	ODAS	Recruitment	presentation	-	Aug	2021.pdf	Size:	4.1	MB
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Describe	the	evidence	uploaded	(max.	200	words).

When	advertising	for	external	appointments,	the	NICS	attracts	LGBT	talent	by	advertising	large	volume
and	high-profile	recruitment	competitions	such	as	Executive	Officer	and	Head	of	the	Civil	Service	roles	on
the	Stonewall	Proud	Employers	website.	The	NICS	also	issues	recruitment	flyers	to	the	Rainbow	Project,	a
large	LGBT	organisation	here	and	undertakes	outreach	sessions,	to	disability	and	minority	ethnic	sectors;
targeted	outreach	to	universities	also	includes	information	on	the	NICS’s	commitment	to	LGBT	inclusivity
and	the	LGBT	staff	Network.

NICS	candidate	information	booklets,	produced	for	all	NICS	vacancies,	include	a	statement	on	valuing
diversity,	explicitly	inclusive	of	LGBT	people,	as	well	as	information	on	the	NICS	LGBT	Staff	Network.

The	NICS	recruitment	website	also	includes	a	Diversity	and	Inclusion	section	which	outlines	our
commitment	to	equality,	diversity	and	inclusion	and	creating	a	workplace	where	we	feel	valued,
respected	and	included,	irrespective	of	gender,	including	gender	reassignment	and	sexual	orientation.

2.2	Does	the	organisation	provide	guidance	or	training	for	all	employees	with	recruitment

responsibilities	on	how	to	carry	out	inclusive	recruitment?

Guidance:	
•	This	should	be	specific	to	recruitment	and	include	LGBT	content.	
•	This	should	be	provided	to	all	employees	involved	in	recruitment,	not	just	HR	teams.	
•	Best	practice	would	be	a	checklist	of	inclusive	practices	that	recruiters	complete	when	they	carry	out	a
recruitment	round.	This	might	include,	for	example,	sharing	their	pronouns	at	the	start	of	an	interview,	if
they	feel	comfortable	doing	so.

Yes

Upload	evidence	of	guidance	or	training.

Recruitment	and	Selection	Training.pdf

Filename:	Recruitment	and	Selection	Training.pdf	Size:	2.1	MB

Describe	the	format	of	the	guidance	and	the	content	you	have	uploaded	(max.	500	words).
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The	NICS	has	a	strong	and	clear	commitment	to	equality,	diversity	and	inclusion.	It	is	our	policy	that	all
eligible	persons	shall	have	equal	opportunity	for	employment	and	advancement	in	the	NICS	on	the	basis
of	their	ability,	qualifications	and	aptitude	for	the	work.	Everyone	has	a	right	to	equality	of	opportunity
and	to	a	good	and	harmonious	working	environment	and	atmosphere	where	they	are	treated	with	dignity
and	respect.

NICS	recruitment	and	selection	procedures	adhere	to	the	full	range	of	Northern	Ireland	fair	employment
legislation	and	the	Civil	Service	Commissioners	for	Northern	Ireland	Recruitment	Code.

Mandatory	Recruitment	and	Selection	training,	delivered	by	NICSHR	Learning	and	Development	Unit,	is
provided	to	all	NICS	staff	with	recruitment	responsibilities.	Training	content	covers	the	requirement	to
comply	with	Northern	Ireland	legislation	and	relevant	NICS	policies	to	ensure	best	recruitment	practice
and	that	appointments	are	made	on	merit	in	fair	and	open	competition.	

The	training	provides	staff	with	an	overview	of	relevant	policies,	legislation	and	information	on	diversity
&	inclusion	responsibilities	such	as	treating	“all	colleagues	equally,	regardless	of	their	gender,	gender
history	or	gender	identity,	marital	or	civil	partnership	status	including	same	sex	couples,	sexual
orientation,	religious	beliefs	and/or	political	opinion,	race/ethnic	origin,	disability,	dependent	status,	age
or	trade	union	membership.”	

Information	is	also	included	on	LGBT	diversity	and	inclusion	initiatives	implemented	by	the	NICS	such	as:	
•	LGBT	Employment	Survey
•	Development	of	NICS	LGBT	Staff	Network
•	NICS	participation	at	PRIDE
•	Membership	of	Stonewall	Diversity	Champions	Network
•	Submission	to	Stonewall	Workplace	Equality	Index
•	Development	and	implementation	of	Trans	Equality	Policy	and	Transitioning	at	Work	Guide

Recruitment	and	selection	training	is	delivered	via	a	blended	approach	of	pre-reading,	recently	upgraded
to	e-Learning,	followed	by	face-to-face	training	and	supplemented	with	a	range	of	online	resources.	Staff
are	not	permitted	to	participate	as	interview	panel	members	until	they	have	completed	this	training.	

All	NICS	staff	are	also	required	to	complete	mandatory	e-Learning	training	on	Unconscious	Bias.	This
training	is	designed	to	help	recognise	unconscious	bias	during	interactions	with	colleagues	and
understand	its	impact	on	decisions.	This	training	also	provides	tools	and	techniques	to	help	minimise	the
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effects	of	unconscious	bias	in	the	workplace.

2.3	What	information	does	the	organisation	supply	to	all	new	employees	(external

appointments)	when	being	inducted	into	the	organisation?	Tick	all	that	apply.

Guidance:	
•	Content	for	all	options	can	be	supplied	in	person,	online	(through	a	video	or	post),	or	on	paper.	
•	A	–	the	message	should	explicitly	refer	to	LGBT	inclusion,	including	bi,	non-binary	and	trans	inclusion.	
•	C	–	relevant	policies	are	those	covered	in	Section	1.

Responses	Selected:

A.	Explicit	message	on	the	organisation’s	commitment	to	LGBT	inclusion	(bronze	award	requirement)

B.	Information	on	the	LGBT	employee	network	or	allies	programme/initiative

C.	Information	on	relevant	policies	and	the	organisation’s	commitment	to	ensuring	they	are	LGBT
inclusive

Upload	evidence	for	the	selected	options.

Online	Induction	(Diversity	and	Inclusion	section).pdf

Filename:	Online	Induction	(Diversity	and	Inclusion	section).pdf	Size:	784.5	kB

Briefly	describe	the	induction	process	and	at	what	point	the	new	starter	receives	the	above

information	(max.	500	words).

The	NICS	recognises	that	successful	induction	is	essential	for	both	the	new	colleague	and	for	the
organisation.	

All	new	employees	to	any	job,	position	or	working	environment	within	the	NICS	will	undertake	a
structured,	systematic	and	clearly	defined	induction	programme,	appropriate	to	the	needs	of	both	the
newcomer	and	the	NICS,	beginning	on	the	day	they	join	or	take	up	any	new	post	within	it.	

The	NICS	induction	programme	incorporates	various	elements	including:
1.	Corporate	online	induction	which	outlines	the	structure	of	the	NICS,	as	well	as	corporate	policies	such
as	Standards	of	Conduct,	including	Dignity	at	Work,	and	the	Equality,	Diversity	and	Inclusion	Policy.
Within	this	package	there	is	a	specific	section	on	Equal	Opportunities	and	Conduct	which	underlines	the
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rights	of	the	employee	and	equality	obligations	contained	within	Section	75	of	the	NI	Act	1998,	which
explicitly	refers	to	gender	and	sexual	orientation.
2.	Online	Departmental	induction	which	highlights	work	of	the	Department
3.	Local	branch	induction	covering	the	work	of	the	team	and	business	area

The	NICS	induction	checklist	for	employees	and	line	managers	states	that	NICS	Policies	including	Dignity
at	Work	and	Equal	Opportunities	guidance	(Equality,	Diversity	and	Inclusion	Policy)	should	be	covered
within	one	week	of	start	date.

The	Equality,	Diversity	and	Inclusion	Policy	Statement	sets	out	the	strong	and	clear	commitment	the
NICS	has	to	equality,	diversity	and	inclusion	and	to	creating	a	“harmonious	workplace	where	we	feel
valued,	respected	and	included,	irrespective	of	gender,	including	gender	reassignment,	marital	or	civil
partnership	status,	race/ethnic	origin,	religious	belief	or	political	opinion,	disability,	having	or	not	having
dependants,	sexual	orientation	and	age.”

The	Dignity	at	Work	chapter	of	the	NICS	Standards	of	Conduct	Policy	outlines	the	positive	behaviours	we
expect	of	all	our	people	to	ensure	an	inclusive	culture	that	is	intolerant	of	any	behaviour	that	results	in
colleagues	feeling	excluded,	bullied	or	treated	unfavourably	because	of	who	they	are.	We	all	have	a
responsibility	to	create	and	sustain	a	working	environment	in	which	staff	are	treated	with	respect	and
dignity.

All	corporate	induction	information	is	available	to	all	NICS	employees	online	through	LInKS,	the	NICS
Learning	Management	System.	In	addition	to	all	new	employees,	the	induction	information	is	also
available	for	existing	staff	being	promoted	and/or	who	are	new	to	the	line	manager	role.

Line	managers	are	key	to	the	induction	process	and	have	a	responsibility	to	ensure	that	the	induction
programme	is	completed	in	full	and	that	new	employees	are	aware	of	all	NICS	Policies	as	set	out	in
induction.	Line	managers	are	provided	with	guidance	on	managing	the	induction	process	to	help	them
develop	a	programme	that	best	suits	the	needs	of	the	individual.
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2.4	Does	the	organisation	enable	non-binary	employees	to	have	their	identities	recognised	on

all	employee-facing	workplace	systems?

Guidance:	
•	Examples	include	the	option	to	choose	a	gender	marker	other	than	male	or	female	and	being	able	to	use
gender-neutral	titles,	such	as	Mx.	
•	Alternatively,	you	could	consider	removing	gender	markers	and	titles	from	your	systems	altogether.	
•	You	will	receive	more	marks	if	at	least	one	example	is	specific	to	gender	fluid	people,	for	example	the
ability	to	have	multiple	passcards	with	different	forms	of	gender	expression.

No
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2.5	Does	the	organisation	provide	all-employee	training	on	compliance	with	its	discrimination,

bullying	and	harassment	policies,	including	the	following:

Guidance:	
•	The	training	should	reach	as	many	employees	as	possible	across	your	organisation.	
•	Training	content	should	explicitly	mention	LGBT	people	and	cover	lesbian,	gay,	bi	and	trans	in	the
context	of	each	option	selected.	
•	Examples	of	content	you	could	upload	are	case	studies,	e-learning	screenshots	or	PowerPoint
presentations.	
•	Training	can	be	provided	in-person	or	digitally.

A.	Organisational	policy	and	legislation	(bronze
award	requirement)

76-100%

B.	Examples	of	biphobic,	homophobic	and
transphobic	discrimination,	bullying	and
harassment

76-100%

C.	Examples	of	discrimination,	bullying	and
harassment	on	the	basis	of	multiple	identities

76-100%

D.	How	to	challenge	biphobic,	homophobic	and
transphobic	discrimination,	bullying	and
harassment

76-100%

E.	How	to	report	biphobic,	homophobic	and
transphobic	discrimination,	bullying	and
harassment

76-100%

F.	A	clear	route	for	feeding	back	on	the	inclusion	or
representation	of	employees’	identities	in	the
training

None



29	/	100

Describe	how	you	estimate	completion	rates	(max.	500	words).

NICS	completion	rates	are	provided	by	LInKs,	the	NICS	Learning	Management	system.	All	e-learning
packages	accessed	through	LInKs	are	SCORM	compliant.	SCORM	compliance	allows	NICS	Learning	and
Development	Unit	to	track	progress	on	when	a	training	package	has	been	started	and	completed.

NICS	Learning	and	Development	Unit	also	monitors	completion	rates	for	all	classroom,	webinar	and	e-
learning	courses,	including	online	induction,	Unconscious	Bias	and	mandatory	Recruitment	and	Selection
Training.	This	information	is	provided	to	NICS	Departments	through	monthly	board	reports,	and	line
managers	are	also	informed	of	mandatory	training	rates.

The	NICS	Learning	and	Development	Unit	provides	information	to	departments	which	includes	statistics
on	all	courses	completed	(financial	year	to	date)	for	classroom,	webinar	and	e-learning	packages,
including	percentages	of	staff	who	have	completed	mandatory	training.	

In	addition,	the	NICS	Learning	and	Development	Unit	provides	further	information	(ad-hoc	reports)	to
departments	on	request.

Describe	the	format	of	the	training	and	the	content	you	have	uploaded	(max.	500	words).

All	NICS	employees	are	provided	with	training	on	compliance	with	its	discrimination,	bullying	and
harassment	policies.

The	NICS	induction	programme	incorporates	various	elements	including	an	e-Learning	induction	course
which	outlines	corporate	policies	such	as	the	NICS	Standards	of	Conduct	Policy,	including	Dignity	at
Work,	and	the	Equality,	Diversity	and	Inclusion	Policy.	

The	Dignity	at	Work	chapter	of	the	Standards	of	Conduct	Policy	sets	out	NICS	commitment	to	equality	of
opportunity	and	to	creating	and	sustaining	an	inclusive	and	harmonious	working	environment	and
atmosphere	where	everyone	is	treated	with	respect	and	dignity,	free	from	any	form	of	unacceptable
behaviour.	It	outlines	the	positive	behaviours	we	expect	of	all	colleagues	to	ensure	an	inclusive	culture
which	is	intolerant	of	any	behaviour	that	results	in	anyone	feeling	excluded,	bullied	or	treated
unfavourably	because	of	who	they	are.	All	NICS	employees	have	a	responsibility	to	create	and	sustain	a
working	environment	in	which	staff	are	treated	with	respect	and	dignity	and	where	diversity	is	valued.	
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Highlighted	within	this	Policy	are	unacceptable	behaviours	such	as	harassment,	bullying,	victimisation
and	discrimination.	Examples	of	such	behaviour	include:	
•	Sexually	derogatory	or	stereotyped	remarks	or	statements	which	amount	to	homophobia,	biphobia,
transphobia,	queerphobia	or	intersexphobia;	
•	Jokes	or	remarks	that	are	related	to	age,	or	that	have	a	lewd,	sectarian,	racist	or	disability	content,	or
which	contain	innuendo	or	mockery	associated	with	a	person’s	gender	or	sexuality;
•	Microaggression,	whether	intentional	or	unintentional,	is	a	subtle	but	no	less	impactful	form	of
prejudice	against	others.	Microaggressions	are	brief	and	commonplace	verbal,	behavioural	or
environmental	displays	of	bias	towards	people	often	because	of	their	race,	gender,	age,	sexual
orientation	or	any	other	protected	characteristic.	They	are	delivered	in	an	often	fleeting	and	discreet
way,	causing	emotional	harm	to	people	and	are	too	often	dismissed	as	‘banter	‘or	‘just	a	bit	of	fun’;
•	Unwanted,	intrusive	questioning	of	a	person	about	their	marital	status,	sexual	interests	or	orientation,
gender	or	gender	expression	or	identity,	age,	religious	belief,	political	opinion,	race	or	ethnic	origin;
•	Refusal	to	acknowledge	a	trans	or	non-binary	person’s	affirmed	gender,	or	identity	including	deliberate
misgendering	or	refusal	to	use	their	correct	name;
•	Expressing	the	view	that	non-binary	genders	are	invalid	and	do	not	exist.

Guidance	is	also	available	on	sources	of	support	to	deal	with	unacceptable	behaviours,	how	to	challenge
unacceptable	behaviour	and	how	to	make	a	complaint.

Line	managers	are	key	to	the	induction	process	and	have	a	responsibility	to	ensure	that	the	induction
programme	is	completed	in	full	and	that	new	employees	are	aware	of	all	NICS	policies.	Line	managers
are	provided	with	guidance	on	managing	the	induction	process	to	help	them	develop	a	programme	that
best	suits	the	needs	of	the	individual.

The	NICS	induction	checklist	for	employees	and	line	managers	states	that	NICS	Policies	such	as	Dignity
at	Work	and	Equal	Opportunities	guidance	(Equality,	Diversity	and	Inclusion	Policy)	should	be	covered
within	one	week	of	start	date.
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Upload	evidence	for	selected	options.

Dignity	at	Work	Policy.pdf

Filename:	Dignity	at	Work	Policy.pdf	Size:	91.6	kB
Equality	Diversity	and	Inclusion	Policy.pdf

Filename:	Equality	Diversity	and	Inclusion	Policy.pdf	Size:	378.3	kB
Guidance	on	Managing	Induction.pdf

Filename:	Guidance	on	Managing	Induction.pdf	Size:	893.0	kB
Induction	Programme	Checklist.pdf

Filename:	Induction	Programme	Checklist.pdf	Size:	241.3	kB
Online	Induction	(Diversity	and	Inclusion	section).pdf

Filename:	Online	Induction	(Diversity	and	Inclusion	section).pdf	Size:	784.5	kB
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2.6	In	the	past	year,	which	of	the	following	messages	have	appeared	in	internal

communications	to	all	employees?	Tick	all	that	apply.

Guidance:	
•	Communications	uploaded	should	have	been	sent	or	made	available	to	all	employees	(or	as	many	as
geographically	possible	through	the	specific	communication	method).	In	your	uploaded	evidence,	make
clear	who/how	many	employees	the	communication	reached.	
•	Evidence	could	include	emails	and	screenshots	of	intranet	posts.	
•	A	–	communications	can	focus	on	specific	awareness	days/events,	such	as	LGBT	History	Month,	Pride
and/or	IDAHOBIT	(International	Day	Against	Homophobia,	Biphobia	and	Transphobia).	
•	B	–	communications	can	focus	on	specific	awareness	days/events,	such	as	Bi	Visibility	Day	and/or	Pan
Visibility	Day.	
•	C	–	communications	can	focus	on	specific	awareness	days/events,	such	as	Trans	Day	of	Visibility,	Trans
Day	of	Remembrance	and/or	Trans	Pride.	
•	D	–	communications	can	focus	on	specific	awareness	days/events,	such	as	Non-Binary	People’s	Day.	
•	A,	B,	C	and	D	–	you	are	required	to	meet	at	least	one	of	these	criteria	to	receive	a	bronze	award.

Responses	Selected:

A.	Information	about	LGBT	identities	and	experiences	(bronze	award	requirement)

B.	Information	about	bi	identities	and	experiences	(bronze	award	requirement)

C.	Information	about	trans	identities	and	experiences	(bronze	award	requirement)

E.	Information	about	the	LGBT	Employee	Network	Group	and/or	allies	activity

G.	Information	about	the	importance	of	pronouns	and	pronoun	introductions
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Upload	evidence	for	selected	options.

2.6	A	2	February	2021	LGBT	History	Month	Retrieving	our	past	in	NI	.png

Filename:	2.6	A	2	February	2021	LGBT	History	Month	Retrieving	our	past	in	NI	.png	Size:	2.6	MB
2.6	B	23	September	2021	Bi	Identities	.png

Filename:	2.6	B	23	September	2021	Bi	Identities	.png	Size:	1.7	MB
2.6	C	16	November	2020	Transgender	Awareness	Week	and	TDOR	.png

Filename:	2.6	C	16	November	2020	Transgender	Awareness	Week	and	TDOR	.png	Size:	1.8	MB
2.6	E	22	July	2021	Spotlight	on	the	LGBT	Network	.png

Filename:	2.6	E	22	July	2021	Spotlight	on	the	LGBT	Network	.png	Size:	2.0	MB
2.6G	LGBT	Lets	Get	Better	Together	language	guide.pdf

Filename:	2.6G	LGBT	Lets	Get	Better	Together	language	guide.pdf	Size:	4.2	MB

Provide	date	for	option	A:

2	Feb	2021

Provide	date	for	option	B:

23	Sep	2021

Provide	date	for	option	C:

16	Nov	2020

Provide	date	for	option	E:

22	Jul	2021
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Provide	date	for	option	G:

5	Aug	2021

2.7	Does	the	organisation	proactively	recognise	contributions	to	LGBT	inclusion	activity	during

employee	performance	appraisals?

Guidance:
•	The	onus	should	be	on	the	employer/manager	to	make	clear	that	contributions	to	LGBT	inclusion	(such	as
network	group	activity)	align	with	organisational	values	and	count	towards	diversity	and	inclusion
objectives.	
•	This	should	be	systematic	and	applied	to	all	performance	appraisals,	not	just	those	of	the	network	leads.	
•	Recognition	doesn't	have	to	be	financial.

No

2.8	Does	the	organisation	identify	and	act	on	any	LGBT	inclusion	issues	raised	at	exit

interviews	or	on	exit	surveys?

Guidance:	
•	This	can	be	part	of	a	wider	question	about	diversity	and	inclusion	at	the	organisation.	
•	Answers	should	detail	how	all	employees	are	given	opportunities	to	raise	any	issues	relating	to
discrimination	(homophobia,	biphobia	and/or	transphobia)	they	may	have	experienced	or	become	aware	of
in	the	organisation.	
•	There	should	be	a	clear	process	by	which	issues	are	referred	and	acted	on	by	the	organisation.

No

The	following	question	is	for	information	gathering	purposes	only	and	is	not	scored.
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2.9	Does	the	organisation	have	a	mental	health	or	wellbeing	strategy	that	explicitly	addresses

the	needs	of	LGBT	people?

Guidance:	
•	This	should	address	the	specific	needs	of	lesbian,	gay,	bi	and	trans	people.

No

The	following	question	is	for	information	gathering	purposes	only	and	is	not	scored.

2.10	When	advertising	for	its	apprenticeships,	does	the	organisation	run	initiatives	to

specifically	attract	LGBT	job	seekers?

Guidance:	
•	Please	only	answer	this	question	if	the	organisations	has	apprenticeships	in	the	UK	
•	This	might	include	LGBT-specific	content	in	recruitment	materials	or	advertising	at	LGBT-specific	events.

Yes

Describe	the	initiatives	(max.	500	words).

When	advertising	for	apprenticeships,	the	NICS	attracts	LGBT	talent	by	sharing	recruitment	flyers	to	the
Rainbow	Project,	a	large	LGBT	organisation	in	Northern	Ireland.

All	NICS	candidate	information	booklets,	produced	for	all	vacancies,	include	a	statement	on	valuing
diversity,	explicitly	inclusive	of	LGBT	people,	as	well	as	information	on	the	NICS	LGBT	Staff	Network.

The	NICS	recruitment	website	also	includes	a	Diversity	and	Inclusion	section	that	outlines	our
commitment	to	equality,	diversity	and	inclusion	and	creating	a	workplace	where	we	feel	valued,
respected	and	included,	irrespective	of	gender,	including	gender	reassignment	and	sexual	orientation.

Section	3:	LGBT	employee	network	group
Completed	 	5	Oct	2021

Form	for	"Section	3:	LGBT	employee	network	group"
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This	is	my	form.

Section	3:	LGBT	employee	network	group

This	section	examines	the	work	of	your	LGBT	employee	network	group.	The	questions	scrutinise	the
support	the	group	is	given	by	the	organisation,	its	commitment	to	inclusivity,	and	the	activities	it	carries
out.

3.1	Does	the	organisation	have	an	LGBT	employee	network	group	for	LGBT	employees?	Select

one	option.

Guidance:	
•	A	–	this	option	scores	maximum	marks	for	this	question.	
•	B	and	C	–	these	options	score	lower	marks	for	this	question.	
•	A,	B	and	C	–	you	are	required	to	meet	one	of	these	criteria	to	receive	a	bronze	award.

A.	Yes,	with	a	defined	role	and	terms	of	reference	(bronze	award	requirement)

Upload	the	group's	terms	of	reference.

Section	3Q	3.1	A	NICS	LGBT	Staff	Network	Terms	of	Reference.PNG

Filename:	Section	3Q	3.1	A	NICS	LGBT	Staff	Network	Terms	of	Reference.PNG	Size:	2.4	MB
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3.2	In	the	past	year,	has	the	organisation	supported	the	work	of	the	LGBT	employee	network

group	in	the	following	ways?	Tick	all	that	apply.

Guidance:	
•	C	–	time	should	be	formally	agreed.	
•	D	–	this	should	develop	practical	skills	relevant	to	the	role	of	the	network	group,	for	example	peer
support,	mentoring	or	conflict	resolution.	
•	E	–	these	can	be	general	or	LGBT-specific	programmes	and	should	be	communicated	to	members
through	the	employee	network	group.

Responses	Selected:

A.	Provided	a	network	group	budget

B.	Provided	a	formal	senior	champion

C.	Allowed	time	for	committee	members	to	carry	out	network	group	activity

D.	Facilitated	network	members’	participation	in	skills	training

E.	Facilitated	network	members’	participation	in	leadership	or	professional	development	programmes

F.	Facilitated	network	members’	participation	in	external	LGBT-specific	seminars	and	conferences

Describe	the	support	provided	and	how	it	is	communicated	to	the	network	(max.	200	words

per	option).

A	-	Provided	a	network	group	budget	
The	NICS	continues	to	provide	a	yearly	budget	to	the	LGBT	Staff	Network.	Following	a	meeting	between
the	Network	and	the	Diversity	and	Inclusion	Team	to	discuss	budget	requirements	for	the	forthcoming
year,	a	budget	is	transferred	from	NICSHR’s	Diversity	and	Inclusion	Team	into	the	NICS	LGBT	Diversity
Champion’s	cost	centre.	The	Network	Treasurer,	in	conjunction	with	the	committee,	assists	in	the
preparation	of	the	Network’s	annual	business	plan	and	the	appropriate	business	cases	required	to	fund
the	Network’s	activities.

The	Network	prepares	an	annual	business	plan	to	set	objectives	for	what	it	intends	to	achieve	over	the
forthcoming	year.	As	a	budget	to	support	the	Network	is	provided	by	NICSHR,	the	business	plan
replicates	the	NICS	financial	year	cycle	and	runs	from	1	April	to	31	March.	The	Network	also	prepares	an
Annual	Report	and	Accounts	which,	along	with	the	business	plan,	is	approved	by	membership	at	the
AGM.



38	/	100

B	–	Provided	a	formal	senior	champion	
Gareth	Johnston,	NICS	LGBT	Diversity	Champion,	is	a	member	of	the	Senior	Civil	Service	and	sits	on	the
NICS	Diversity	Champions	Network	(DCN).	DCN	is	co-chaired	by	joint	NICS	Diversity	Champions	and
senior	civil	servants	Jill	Minne,	Strategic	HR	Director,	and	Peter	May,	Permanent	Secretary	for	the
Department	of	Justice.	It	is	also	attended	by	a	Departmental	Diversity	Champion,	at	Senior	Civil	Service
level,	from	each	of	the	nine	NICS	departments.

Through	his	membership	of	DCN,	Gareth	Johnston	plays	a	key	role	in	developing	the	annual	Diversity
Action	Plan	which	sets	out	key	activities	to	be	undertaken	across	the	NICS	to	improve	diversity	and
inclusion	across	key	themes,	including	LGBT,	cross-cutting	priorities	and	departmental	priorities.	

Gareth	Johnston	is	also	a	member	of	the	NICS	LGBT	Staff	Network	and	uses	his	membership	of	DCN	to
provide	a	formal	link	between	the	NICS	and	LGBT	Staff,	to	highlight	the	work	of	the	Network,	and	LGBT
issues	raised	through	the	Network,	to	senior	colleagues	at	DCN.	

As	a	member	of	the	Senior	Civil	Service,	Gareth	Johnston	is	a	visible	LGBT	leader	who	continually
champions	LGBT	inclusion	measures	across	the	NICS	and	at	a	strategic	level,	including	membership	of
Stonewall	Diversity	Champions	Network	and	submission	to	Workplace	Equality	Index.	

C	-	Allowed	time	for	committee	members	to	carry	out	network	group	activity
Joint	NICS	Diversity	Champions,	Jill	Minne,	Strategic	HR	Director,	and	Peter	May,	Permanent	Secretary	for
the	Department	of	Justice,	wrote	to	Departmental	Diversity	Champions	to	emphasise	the	importance	of
giving	colleagues	who	volunteer	to	participate	in	networks	support	and	encouragement	in	the	important
work	they	are	doing	to	help	the	NICS	achieve	cultural	change.	This	includes	allowing	sufficient	time	and
capacity	to	attend	meetings	and	events	organised	by	the	network.	This	letter	highlighted	that	this
requires	a	sustained	effort	over	a	considerable	period	of	time.	Departmental	Diversity	Champions	were
asked	share	this	with	Heads	of	Division	with	their	Department.

D	-	Facilitated	network	members’	participation	in	skills	training
Since	signing	up	to	the	Stonewall	Diversity	Champions	Network,	NICSHR	has	issued	all	Stonewall	seminar
invitations	to	the	LGBT	Staff	Network	and	has	requested	that	at	least	one	colleague	from	the	Network
attends.

Network	members	also	attended	training	through	a	series	of	digital	workshops	delivered	by	Stonewall	on
Introduction	to	Allyship,	LGBT+	Mental	Health:	Supporting	Colleagues	and	Championing	LGBT	Inclusion
as	a	Senior	Leader.	LGBT	Staff	Network	members	also	attended	the	annual	Sexual	Health	Seminar	which
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this	year	focused	on	Sexual	and	Domestic	Violence	and	included	a	range	of	speakers	from	the	PSNI,
Nexus	(24	hour	sexual	and	domestic	abuse	helpline),	The	Rowan	Centre	(sexual	assault	centre)	and
Victim	Support	NI.

E.	Facilitated	network	members’	participation	in	leadership	or	professional	development	programmes	
Through	the	annual	budget	to	the	NICS	LGBT	Staff	Network,	the	NICS	has	provided	financial	support	to
enable	two	members	of	the	Network	to	participate	in	Stonewall’s	Leadership	programme.	This	will
provide	a	unique	opportunity	for	LGBT	Network	colleagues	to	explore	what	it	means	to	be	an	authentic
leader,	and	reflect	on	the	relationship	between	their	LGBT	identity	and	their	leadership	performance	in
the	workplace.	

F.	Facilitated	network	members’	participation	in	LGBT-specific	seminars	and	conferences	
Since	signing	up	to	the	Stonewall	Diversity	Champions	Network,	NICSHR	has	issued	all	Stonewall	seminar
invitations	to	the	LGBT	Staff	Network	and	has	requested	that	at	least	one	colleague	from	the	Network
attends.	Most	recently,	for	example,	a	member	of	the	LGBT	staff	network	attended	the	Stonewall
Northern	Ireland	Roundtable	held	on	15th	September	2021.	

Gareth	Johnston,	NICS	LGBT	Diversity	Champion,	and	the	co-chairs	of	the	LGBT	Staff	Network	have	also
participated	in	LGBT-specific	seminars	and	training	events	organised	by	“Working	with	Pride”	Belfast.	

3.3	In	the	past	year,	which	of	the	following	activities	has	the	LGBT	employee	network	group

undertaken	to	improve	its	inclusivity?	Tick	all	that	apply.

Guidance:	
•	C	–	this	should	reference	specific	marginalised	or	underrepresented	groups	(for	example,	trans	people	or
LGBT	people	of	colour).	
•	D	–	this	could	be	a	physical	or	digital	space,	for	example	a	meet-up	for	LGBT	people	of	faith	or	a	closed	bi
digital	group	on	your	intranet.

Responses	Selected:

B.	Implemented	a	formal	mechanism	to	ensure	trans	issues	are	engaged	with	(for	example,	trans	reps)

C.	Promoted	itself	as	being	open	to	all	and	inclusive	of	marginalised	and	underrepresented	LGBT	groups
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Describe	the	activities	you	have	undertaken	(max.	200	words	per	option).

B.	Implemented	a	formal	mechanism	to	ensure	bi	and	trans	issues	are	engaged	with	(for	example,	bi	or
trans	reps)
The	NICS	LGBT	Network	has	established	a	sub-group	to	look	at	Bi	and	Trans	issues	and	representation.
Meetings	will	commence	in	October	2021.

C.	Promoted	itself	as	being	open	to	all	and	inclusive	of	marginalised	and	underrepresented	LGBT	groups
All	communications	issued	by	the	NICS	LGBT	Staff	Network	encourage	membership	from	all	across	the
NICS	and	their	intranet	site	highlights	the	need	for	diverse	voices	of	all	LGBT	staff	and	allies.	

The	Network	mission	statement	states	it	is	“inclusive	for	all	and	is	here	to	support	LGBT	staff,	their	family
members	and	allies”.	Membership	is	open	to	any	NICS	employee,	retired	employee,	temporary	employee
or	agency	worker	within	the	NICS	who	identifies	as	LGBT,	as	well	as	LGBT	allies.

On	30th	November	2020	the	LGBT	Champion	met	with	the	other	NICS	diversity	leads	(Gender,	Race	&
Ethnicity	and	Disability)	to	discuss	intersectionality	and	common	issues,	including	on	this	occasion,
domestic	and	sexual	violence,	input	into	HR	policies	and	the	compilation	of	an	allies	guide.

3.4	Does	the	LGBT	employee	network	group	have	a	formal	strategy	to	ensure	it	is	inclusive	of

and	accessible	to	marginalised	or	underrepresented	LGBT	groups?

Guidance:	
•	Your	strategy	should	focus	on	the	inclusion	of	at	least	three	specific	marginalised	or	underrepresented
LGBT	groups.	This	might	include	(but	is	not	limited	to):	
-	BAME	LGBT	people	/	LGBT	People	of	Colour	
-	Bi	people	
-	LGBT	carers	
-	LGBT	people	of	faith	
-	LGBT	parents	
-	LGBT	people	with	accessibility	needs	
-	Non-binary	people	
-	Older	LGBT	people	
-	Trans	people	
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•	Your	description	should	include	how	you	identified	which	marginalised	or	underrepresented	groups	to
focus	your	strategy	on.	This	might	include	insights	from:	
-	LGBT	network	group	membership	and	event	attendance	
-	LGBT	network	group	satisfaction	surveys	
-	Employee	satisfaction	surveys	
-	WEI	Staff	Feedback	Questionnaire	report	
-	Sectoral,	regional	or	national	research	

•	Your	description	should	include	actions	the	network	group	has	taken	so	far	and	has	committed	to	take	in
the	future.	These	might	include	(but	are	not	limited	to):	
-	Introducing	an	inclusion	rep	
-	Holding	events	within	working	hours	
-	Holding	regular	alcohol-free	social	events	
-	Holding	events	at	accessible	venues	
-	Avoiding	holding	events	at	the	same	time	as	religious	festivals/holy	days	

•	Actions	can	include,	but	must	go	beyond,	those	referenced	in	3.3

No

3.5	Which	of	the	following	support	activities	does	the	LGBT	employee	network	group

undertake?	Tick	all	that	apply.

Guidance:	
•	A	and	B	–	support	for	individuals	should	be	available	and	advertised	to	all	staff.	
•	A	–	this	could	be	on	an	individual	basis	and/or	through	a	closed	digital	group	for	LGBT	employees.	
•	C	–	this	should	relate	to	policies	that	impact	upon	employee	welfare	(for	example,	reviewing	an	updated
adoption	policy).

Responses	Selected:

A.	Provide	confidential	support	to	all	employees	on	LGBT	issues

C.	Consultation	on	improving	internal	policies	and	practices
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Describe	the	options	selected	(max.	200	words	per	option).

A.	Provide	confidential	support	to	all	employees	on	LGBT	issues
The	NICS	LGBT	employee	network	has	identities	reps	who	are	the	nominated	points	of	contact	for
employees	seeking	support	on	a	range	of	LGBT	issues.	Information	on	each	rep,	including	their	contact
details,	is	published	on	the	network’s	intranet	hub	which	is	available	to	all	NICS	employees.	

In	addition,	all	articles	published	by	the	NICS	LGBT	Staff	Network	include	links	to	relevant	confidential
support	services	available	to	employees.

The	LGBT	Network	intranet	site	includes	a	section	specifically	to	signpost	colleagues	to	guidance	on
topics	such	as	“Am	I	Gay”	and	“Coming	Out”.	It	also	includes	information	on,	and	links	to,	internal	NICS
sources	of	support	such	as	NICSHR	and	NICS	Welfare	Support	Services,	as	well	as	external	organisations
such	as	Cara	Friend,	an	organisation	to	support	and	empower	LGBT	people	in	Northern	Ireland,	and	The
Rainbow	Project	which	works	to	improve	the	physical,	mental	and	emotional	health	and	wellbeing	of
LGBT	people	in	NI.

C.	Consultation	on	improving	internal	policies	and	practices
As	part	of	the	consultation	process	for	the	Dignity	at	Work	Policy,	the	draft	Policy	was	shared	with	the
NICS	Diversity	Champion	for	LGBT	and	with	the	LGBT	Staff	Network.	A	meeting	was	subsequently
arranged	with	the	NICSHR	Policy	Lead,	the	LGBT	Diversity	Champion	and	co-chairs	of	the	NICS	LGBT	Staff
Network	to	further	discuss	the	draft	policy.	Comments	were	taken	on-board	and	reflected	in	the	policy,
including	the	impact	of	jokes	/	banter	and	a	definition	on	micro-aggressions.	

As	a	result	of	ongoing	consultation	with	internal	and	external	stakeholders,	all	new	and	revised	NICS
policies	incorporate	gender	neutral	language	to	make	it	clear	they	are	LGBT	inclusive.	Both	the	Paternity
Leave	and	Adoption	Leave	policies	have	been	expanded	to	include	surrogacy	as	well	as	adoption	from
overseas.	The	terms	“surrogate”	and	“surrogacy”	will	be	included	in	the	metadata	for	both	those	policies
so	that	anyone	who	searches	on	the	NICS	Employee	Services	Portal	for	surrogate/surrogacy	is	directed	to
them.	FAQs	involving	surrogacy	will	be	included	for	both	Paternity	Leave	and	Adoption	Leave	Policies.
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3.6	In	the	past	year,	which	of	the	following	activities	has	the	LGBT	employee	network	group

undertaken?	Tick	all	that	apply.

Guidance:	
•	If	not	carried	out	by	the	LGBT	employee	network	group,	these	activities	can	be	carried	out	by	other	parts
of	the	organisation	(for	example,	the	diversity	and	inclusion	team).	However,	this	must	at	least	be	in
consultation	with	the	network	group.	
•	‘Awareness	raising	events’	refers	to	activities	that	serve	to	educate	or	inform	the	wider	organisation,	for
example	panel	discussions,	lunch	and	learns,	or	stalls	during	diversity	events.	
•	Events	can	be	physical	or	digital.	
•	G	–	this	could	either	be	a	specific	programme	run	by	the	network	or	alternatively	an	organisation-wide
programme	that	proactively	incorporates	LGBT	mentoring.

Responses	Selected:

A.	Social	networking	event	for	members

B.	LGBT	equality	awareness-raising	event

C.	Bi	equality	awareness-raising	event

E.	Trans	equality	awareness-raising	event

F.	Collaborated	with	other	LGBT	network	groups

G.	Mentoring	or	coaching	programme

Describe	the	activities	selected	and	when	they	occurred	(max.	200	words	per	option).	Please

provide	specific	dates	or	time	periods	within	the	last	year.

A.	Social	networking	event	for	members
On	17th	December	2020	the	NICS	LGBT	Staff	Network	held	a	virtual	Christmas	quiz	which	was	attended
by	members.

B.	LGBT	equality	awareness-raising	event
In	March	2021	the	NICS	LGBT	Staff	Network	commissioned	Stonewall	to	run	a	series	of	digital	workshops
aimed	at	building	confident	LGBT	allies	at	all	levels	within	the	NICS	and	branded	as	‘Let’s	Get	Better
Together	’.

There	were	two	workshops	focusing	on	an	‘Introduction	to	Allyship’,	and	a	workshop	on	LGBT+	Mental
Health:	Supporting	Your	Colleagues	which	were	open	to	all	NICS	staff	members.	There	was	also	a
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workshop	specifically	for	Senior	Civil	Servants	at	Grade	5	level	and	above	(Director	level)	on	the	subject
of	‘Championing	LGBT	inclusion	as	a	senior	leader’.

C.	Bi	equality	awareness-raising	event
In	September	2021	the	NICS	LGBT	Staff	Network	published	an	article	marking	Bi	Visibility	Day	to
celebrate	diverse	Bi	identities,	raise	the	voices	of	Bi	people	and	call	for	societal	change.	The	article
highlighted	how	Bi	people	can	face	a	number	of	negative	stereotypes	and	assumptions	from	both	the
heterosexual	and	lesbian	and	gay	communities	and	an	NICS	LGBT	Staff	Network	member	talked	about
her	experiences	and	explained	why	Bi	Visibility	Day	was	so	important.

E.	Trans	equality	awareness-raising	event
In	March	2021,	the	NICS	LGBT	Staff	Network	marked	International	Transgender	Day	of	Visibility	by
publishing	an	article	to	celebrate	Transgender	people’s	many	contributions	to	society	across	the	world
but	also	to	raise	awareness	of	the	discrimination	faced	by	Transgender	people.	The	article	also	included	a
link	to	“Tips	for	Allies	of	Trans	People”.

In	November	2020	the	Network	marked	Transgender	Awareness	Week	and	Transgender	Day	of
Remembrance	when	they	published	an	article	to	promote	the	visibility	of	Trans	people	and	highlighting
the	importance	of	Trans	Allies	and	how	they	can	make	a	positive	difference	to	Trans	people’s	lived
experiences.

F.	Collaborated	with	other	LGBT	network	groups
In	September	2021	the	NICS	LGBT	Staff	Network	collaborated	with	the	Police	Service	of	Northern	Ireland
(PSNI)	LGBT	Staff	Network	to	organise	two	sexual	health	awareness	events	focusing	on	Sexual	and
Domestic	Abuse.	Together,	the	Networks	secured	speakers	from	senior	management	within	the	NICS	and
PSNI	as	well	as	from	Nexus	(24	hour	sexual	and	domestic	abuse	helpline),	The	Rowan	Centre	(sexual
assault	centre)	and	Victim	Support	NI.

G.	Mentoring	or	coaching	programme
In	Summer	2021	the	NICS	supported	staff	from	the	LGBT	Staff	Network	to	develop	and	implement	a
Reverse	Mentoring	Programme	for	members	of	the	NICS	Board	and	Senior	Civil	Servants.	The	aim	of	the
programme	is	to	increase	awareness	of	LGBT	issues	within	the	Civil	Service	and	provide	an
understanding	of	challenges	faced	by	LGBT	colleagues.	Reverse	mentoring	will	enable	senior	leaders	to
foster	inclusion	and	ensure	that	all	of	their	employees	feel	safe,	respected	and	celebrated.	

The	format	of	the	Reverse	Mentoring	Programme	sees	a	member	of	staff	from	the	LGBT	community,	at	a
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more	junior	grade,	meet	with	and	‘mentor’	a	member	of	Senior	Civil	Service,	exchanging	skills,
knowledge	and	understanding	with	regard	to	their	experiences,	both	as	a	member	of	the	LGBT
community	and	as	a	member	of	staff	within	the	NICS.	

The	Head	of	the	Civil	Service	was	the	first	participant	of	the	new	LGBT	focused	reverse	mentoring
scheme,	with	a	number	of	Permanent	Secretaries,	the	most	senior	Civil	Servant	in	each	department,
having	also	signed	up	as	participants.	Plans	are	in	place	to	make	the	scheme	more	widely	available
within	the	NICS.
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Describe	at	least	two	measures	in	place	and	how	they	are	formalized	(max.	500	words).

LGBT	Staff	Network	and	the	activities	it	undertakes	and	provides,	such	as	advice,	guidance,	support,
training	resources	and	stories	of	lived	experiences	of	NICS	staff	from	within	the	LGBT	community,
reaches	NICS	employees	through	the	NICS	staff	intranet.	

The	staff	intranet	is	available	to	all	NICS	employees	across	the	length	and	breadth	of	Northern	Ireland,
including	those	working	remotely,	and	information	is	published	in	the	form	of	global	articles	which	are
shared	on	the	homepage	of	all	nine	NICS	Departments.	

In	addition,	the	NICS	LGBT	Staff	Network	has	a	microsite,	which	is	a	dedicated	section	of	the	NICS	Staff
Intranet	to	provide	LGBT	staff,	their	families,	their	allies,	and	indeed	any	member	of	NICS	staff,	with	a
wide	variety	of	articles	on	relevant	topics	and	links	to	important	sources	of	support	and	information.	The
NICS	LGBT	Staff	Network	microsite	is	available	to	all	Civil	Servants	(circa	23,000),	across	nine
departments,	located	throughout	the	whole	of	Northern	Ireland.	

Events	such	as	digital	workshops	and	social	events	are	available	virtually	to	employees	in	all	NICS
locations	across	Northern	Ireland,	whether	they	are	working	in	a	physical	presence	or	indeed	virtually.
Recent	examples	of	events	include	a	series	of	digital	workshops	delivered	by	Stonewall	on	Introduction
Allyship,	LGBT+	Mental	Health:	Supporting	Colleagues	and	Championing	LGBT	Inclusion	as	a	Senior
Leader.	The	LGBT	Staff	Network	also	arranged	a	virtual	quiz	and	the	2020	Sexual	Health	Seminar	was
delivered	virtually	also.	The	2021	Sexual	Health	Seminars	took	the	form	of	a	physical	event	and	were
also	recorded	and	placed	on	the	LGBT	Network	intranet	site	to	allow	access	for	those	who	could	not
attend	as	a	result	of	reduced	capacity	due	Covid-19	restrictions.	

Resources	which	are	available	digitally	on	the	LGBT	intranet	site	include	a	‘Let’s	Get	Better	Together”
language	guide,	articles	on	how	to	be	an	LGBT	ally	and	Tips	to	be	a	Trans	ally.

Lived	experiences	of	NICS	LGBT	employees	are	provided	by	colleagues	from	across	all	nine	NICS
departments	and	who	live	throughout	Northern	Ireland.

Section	4:	Empowering	individuals
Completed	 	5	Oct	2021

Form	for	"Section	4:	Empowering	individuals"
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Describe	at	least	two	measures	in	place	and	how	they	are	formalised	(max.	500	words).

Resources	to	empower	individuals	such	as	advice,	guidance,	support,	training	resources	and	stories	of
lived	experiences	of	NICS	staff	from	within	the	LGBT	community	are	readily	available	through	the	NICS
staff	intranet.	
The	staff	intranet	is	available	to	all	NICS	employees	across	the	length	and	breadth	of	Northern	Ireland,
including	those	working	remotely,	and	information	is	published	in	the	form	of	global	articles	which	are
shared	on	the	homepage	of	all	nine	NICS	Departments.	

In	addition,	the	NICS	LGBT	Staff	Network	has	a	microsite,	which	is	a	dedicated	section	of	the	NICS	Staff
Intranet	to	provide	LGBT	staff,	their	families,	their	allies,	and	indeed	any	member	of	NICS	staff,	with	a
wide	variety	of	articles	on	relevant	topics	and	links	to	important	sources	of	support	and	information.	The
NICS	LGBT	Staff	Network	microsite	is	available	to	all	Civil	Servants	(circa	23,000),	across	nine
departments,	located	throughout	the	whole	of	Northern	Ireland.	

Events	to	empower	individuals	such	as	digital	workshops	and	social	events	are	available	virtually	to
employees	in	all	NICS	locations	across	Northern	Ireland,	whether	they	are	working	in	a	physical
workplace	location	or	remotely.	Recent	examples	of	events	include	a	series	of	digital	workshops	delivered
by	Stonewall	in	March	2021	on	Introduction	to	Allyship,	LGBT+	Mental	Health:	Supporting	Colleagues	and
Championing	LGBT	Inclusion	as	a	Senior	Leader.	The	LGBT	Staff	Network	also	arranged	a	virtual	quiz	and
the	2020	Sexual	Health	Seminar	was	delivered	virtually	also.	The	2021	Sexual	Health	Seminars,	opened
by	Jane	Brady,	Head	of	the	Civil	Service,	was	a	in	person	event	and	was	also	recorded	and	placed	on	the
LGBT	Network	intranet	site	to	allow	access	for	those	who	could	not	attend	as	a	result	of	reduced	capacity
due	Covid-19	restrictions.	

Resources	to	empower	individuals	are	available	digitally	on	the	LGBT	intranet	site	and	include	a	‘Let’s
Get	Better	Together”	language	guide,	articles	on	how	to	be	an	LGBT	ally	and	Tips	to	be	a	Trans	ally.

Lived	experiences	of	NICS	LGBT	employees	are	provided	by	colleagues	from	across	all	nine	NICS
departments	and	who	live	throughout	Northern	Ireland.

Section	5:	Leadership
Completed	 	5	Oct	2021

Form	for	"Section	5:	Leadership"
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Please	include	specific	dates	or	time	periods.

Following	Northern	Ireland	Executive	approval,	in	summer	2020,	the	NICS	began	work	on	the
development	of	Social	Inclusion	Strategies:	Anti-Poverty,	Disability,	Gender	Equality	and	Sexual
Orientation.	

The	Sexual	Orientation	Strategy	aims	to	address	barriers	and	inequalities	in	society	faced	by	the
LGBTQI+	communities	and	to	fulfil	the	commitments	in	New	Decade,	New	Approach	and	the	Executive’s
Programme	for	Government.	The	Strategy	will	be	published	by	the	end	of	2021,	subject	to	Executive
agreement	and	is	led	by	the	Department	for	Communities	(DfC).

The	NICS	has	established	an	Expert	Panel	to	make	effective	recommendations	on	the	themes	and	key
actions	the	Strategy	should	address.	The	Panel	members	have	been	drawn	from	the	academic,	voluntary
and	community	sectors.

The	Report	included	the	recommendation	for	renaming	the	Strategy	as	the	LGBTQI+	Strategy	–	Lesbian,
Gay,	Bisexual,	Transgender,	Queer	(or	Questioning),	Intersex+	–	to	encompass	the	diversity	of	the
LGBTQI+	community	beyond	the	issue	of	sexual	orientation.

Co-design	Group:
A	co-design	group	was	established	to	support	and	advise	the	DfC	policy	team	on	the	development	and
content	of	the	Strategy,	an	action	plan	and	the	wider	stakeholder	engagement	that	is	conducted	as	the
Strategy	is	developed,	to	ensure	that	the	lived	experiences	of	people	are	appropriately	reflected	in	the
Strategy.

The	Group	is	made	up	of	key	stakeholders	who	can	represent	the	views	of	the	sector	and	help	DfC
understand	the	experience	of,	and	issues	faced	by,	people	in	the	LGBTQI+	communities.	Membership	of
the	Sexual	Orientation	Strategy	Co-Design	Group	is	as	follows	(in	no	particular	order):
•	Cara-Friend
•	Changing	Attitude	Ireland
•	Equality	Commission	NI
•	GenderJam	NI
•	HERe	NI
•	NI	Human	Rights	Commission
•	NIPSA	LGB&T	Group
•	Queerspace
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Additional	awards
Completed	-	5	Oct	2021

Form	for	"Additional	awards"
This	is	my	form.

Additional	awards	(optional)

The	following	awards	will	be	given	to	outstanding	individuals	and	network	groups	who	have	contributed
significantly	to	LGBTQ+	equality,	both	within	their	workplace	and	the	wider	community.	

The	nominations	are	longlisted	by	Stonewall’s	Workplace	team	and	then	shortlisted	and	awarded	by	an
internal	Stonewall	panel.	Award	winners	are	profiled	in	Stonewall’s	Top	100	Employers	publications.	

Individuals	and	network	groups	can	still	receive	an	award	even	if	their	organisation	doesn’t	achieve	a	Top
100	ranking	or	Gold/Silver/Bronze	Employer	award.
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DIGNITY AT WORK 

 
1 Introduction 
 
1.1 The Northern Ireland Civil Service (NICS) is committed to equality of opportunity 
and to creating and sustaining an inclusive and harmonious working environment 
and atmosphere where everyone is treated with respect and dignity, free from any 
form of unacceptable behaviour, and one in which our people can give of their best. 
 
1.2 This part of the Standards of Conduct policy outlines the positive behaviours we 
expect of all our people to ensure an inclusive culture which is intolerant of any 
behaviour that results in our people feeling excluded, bullied or treated unfavourably 
because of who they are.  We all have a responsibility to create and sustain a 
working environment in which staff are treated with respect and dignity and where 
diversity is valued. 
 

2. Behaviour 
 
2.1 The importance of acceptable behaviour 
 
2.1.1 It is important that we all hold ourselves to account for how we behave towards 
others in the workplace. In NICS those acceptable, positive behaviours include: 
 

• Affording dignity, trust and respect to everyone and ourselves. 
• Having awareness of the effect of our behaviour on others and only make 

reasonable and manageable demands. 
• Communicating honestly and openly, clearly stating what we mean and expect 

of others. 
• Providing and being receptive to honest feedback based on evidence. 
• Challenging any type of unacceptable behaviour in an appropriate way. 

 
2.1.2 Unfortunately there may be times where unacceptable behaviour occurs in the 
workplace.  There is no place for this type of behaviour in the NICS. It is harmful and 
detracts from a productive working environment and can affect someone’s health, 
confidence, morale and performance. 
 
2.2 What is unacceptable behaviour? 
 
2.2.1 This policy defines any form of conduct or behaviour as being unacceptable if: 
 

• It is unwanted or unsolicited and is unreasonable, aggressive, abusive, 
humiliating. threatening or personally offensive to the recipient: 

• Creates an intimidating, hostile, degrading or humiliating work environment 
affecting their dignity at work. 
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2.2.2 Conduct shall be regarded as having this effect only if, having regard to all the 
circumstances and in particular the complainant’s perception, it would be reasonably 
considered as having that effect. 
 
2.2.3 Unacceptable behaviour which can result in harassment, bullying, 
discrimination and victimisation may involve actions, words or physical gestures and 
can take on many forms such as face to face, written, via telephone, email or 
through social media. 
 
2.2.4 Work related events are considered under the law as a continuation of the 
workplace.   Any unacceptable behaviour which occurs at training courses or social 
events such as Christmas parties, or team social gatherings (informal and formal), 
can constitute unlawful discrimination/harassment or bullying in the same way as if it 
had occurred in the workplace. 
 
2.2.5 Unacceptable behaviour can also occur when using social media.  You are 
responsible for any information you post and how it could be perceived by others. 
 
2.3 Types of unacceptable behaviour 
 
2.3.1 Harassment 
 

Harassment is unacceptable behaviour that has the purpose or effect of (i) 
violating the person’s dignity or (ii) creating an intimidating, hostile degrading, 
humiliating or offensive environment for them. 
 
Harassment is linked to aspects of a person's protected social identity, in other 
words 
• Gender, gender expression, gender identity  
• Age 
• Disability/non-disability 
• Racial group 
• Sexual orientation  
• Religious belief 
• Political opinion 
• Whether they have/do not have dependents 
• Pregnancy or maternity status 
• Martial or civil partnership status  

 
 
2.3.2 Bullying 
 
There is no legal definition of bullying, it can be defined as persistent offensive, 
abusive, intimidating, malicious or insulting behaviour, abuse of power or unfair 
penal sanctions, which makes the recipient feel upset, threatened, humiliated or 
vulnerable, which undermines their self-confidence and which may cause them to 
suffer stress.  It may be one individual against another, such as a manager against a 
member of staff or vice versa, or by groups of people of any grade.   
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Bullying is similar to harassment in the sense that it too is offensive, hostile or 
oppressive behaviour.  The main difference is that bullying behaviour need not be 
related to the equality grounds but may be done for other reasons, such as jealousy 
or personal dislike, revenge or insecurity. 
 
Bullying can take on many forms including use of language physical assault, 
threatening behaviour and cyber bullying.  Cyber bullying, also referred to as online 
bullying can be defined as, bullying, harassment and victimisation conducted through 
electronic means for example SMS, text, apps and social media. 
 
2.3.3 What is not bullying? 
 
Legitimate, constructive, proportionate and fair feedback of an employee’s 
performance or behaviour at work is not bullying.  Isolated incidents of abruptness, 
sharpness or rudeness whilst totally unacceptable, should not be described as 
bullying.  
 
Many of these incidents are legitimate employment relations difficulties that, 
wherever possible, should be dealt with in the first instance by letting the person 
know how their behaviour has made you feel.  It is important to address such 
incidents at the earliest possible opportunity in order to avoid a repeat of such 
behaviour.  If you need help to raise the issue you can go to one of the many 
sources of support that are available to you (see Section 4 of this policy).  Only 
unacceptable behaviour, which is repeated or continues over a period of time, should 
be regarded as bullying. 
 
2.3.4 Discrimination 
 
Discrimination is unlawful and happens when someone is treated less favourably  
than others on the grounds of a protected characteristic, in other words their gender, 
gender expression, gender identity, age, disability/non-disability, racial group, sexual 
orientation, religious belief, political opinion, whether they have/have  not 
dependants, pregnancy or maternity status, martial or civil partnership status. There 
is also protection in law against detrimental treatment because of someone’s 
membership of a trade union.  Discrimination can be direct or indirect and will not be 
tolerated within the NICS. 
 
Direct discrimination occurs when people are treated less favourably because of a 
protected characteristic. 
 
Indirect discrimination occurs when a condition or requirement is applied equally to 
all but which makes it harder for one group to meet than another or which has a 
disproportionate or otherwise detrimental impact on them and cannot be justified.  
 
2.3.5 Victimisation 
 
Victimisation occurs where a person who has made a complaint or assisted a 
complainant under this policy, is treated less favourably than others as a 
consequence.  
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This policy will protect staff from victimisation where they  

• make complaints of discrimination, harassment or bullying; or  
• give evidence or information in connection with such a complaint. 

 
 
2.4 Examples of unacceptable behaviour 
 
The following list, while not exhaustive, provides guidance as to the common forms 
of unacceptable behaviour under this policy. 
 

• Unwanted physical contact, ranging from unnecessary touching or 
inappropriate gestures to serious assault; 

• Use of verbal or physical threats or abuse which are sectarian, political, or 
racial in nature; 

• Sexually derogatory or stereotyped remarks or statements which amount to 
homophobia, biphobia, transphobia, queerphobia or intersexphobia; 

• Any offensive terminology relating to disabled people; 
• Jokes or remarks that are related to age, or that have a lewd, sectarian, racist 

or disability content, or which contain innuendo or mockery associated with a 
person’s gender or sexuality; 

• Malicious “banter” which has the effect of humiliating someone, often in 
public; 

• Microaggression, whether intentional or unintentional, is a subtle but no less 
impactful form of prejudice against others. Microaggressions are brief and 
commonplace verbal, behavioural or environmental displays of bias towards 
people often because of their race, gender, age, sexual orientation or any 
other protected characteristic.  They are delivered in an often fleeting and 
discreet way, causing emotional harm to people and are too often dismissed 
as ‘banter ‘or ‘just a bit of fun’; 

• Unwanted, intrusive questioning of a person about their marital status, sexual 
interests or orientation, gender or gender expression or identity, age, religious 
belief, political opinion, race or ethnic origin; 

• Refusal to acknowledge a trans or non-binary person’s affirmed gender, or 
identity including deliberate misgendering or refusal to use their correct name; 

• Expressing the view that non-binary genders are invalid and do not exist; 
• Baiting others by intentionally saying or doing things to annoy them and 

provoke an angry, aggressive or emotional response; 
• Coercion, including suggestions that sexual favours may further a person’s 

career or that not providing them may adversely affect their career; 
• Visual display of pornographic, sexually explicit or suggestive pictures, objects 

or written material (including the use of e-mail to send such material);  
• Inappropriate use of social media; 
• Political posters, graffiti, obscene gestures, flags, bunting, emblems; 
• Wearing of distinctive clothing or sportswear which may be deemed offensive 

by others, for example, football, GAA, rugby tops; 
• Any clothing containing lewd or offensive images/slogans; 
• Singing or playing songs with inappropriate or offensive lyrics or content; 
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• Isolation and/or non-cooperation at work, exclusion from work-related social 
activities; 

• Use of implicit or explicit behaviour to control, influence or affect the career of 
another person whom they manage or over whom they exert actual or 
perceived authority; 

• Persistent and unreasonable criticism; 
• Unreasonable demands and impossible targets; 
• Refusing to make reasonable adjustments to accommodate a disabled 

person; 
• Refusing annual leave in connection with observance of religious and cultural 

events such as Islamic Festivals or Chinese New Year without reasonable 
justification. 

 
2.5 Intent and impact of unacceptable behaviour 
 
2.5.1 At times the unacceptable behaviour can be unintentional, however it is the 
impact of this behaviour on the recipient that is significant.  
 
2.5.2 Staff whose behaviour on the balance of probability constitutes harassment, 
bullying, discrimination or victimisation will be liable for disciplinary action which 
could lead to dismissal. 
 
2.5.3 It will always be assumed that complaints have been made in good faith unless 
there is evidence to the contrary.  If it becomes apparent that an accusation of 
unacceptable behaviour was deliberately false, mischievous or vexatious, and was 
not due to a misunderstanding or genuine mistake, it will be treated as a serious 
matter and may lead to disciplinary action. 
 

3. Rights, roles and responsibilities of staff and managers 
 
3.1 All Staff 
 
3.1.1 Every member of staff has the right to work in an environment free from 
unacceptable behaviours that may violate their dignity or create an intimidating, 
hostile, degrading, humiliating or offensive environment.  Should this happen, the 
NICS fully recognises your right as an employee to raise a complaint.  All complaints 
will be dealt with sensitively, seriously and as quickly as possible. 
 
3.1.2 As an employee of the NICS, you have a responsibility to familiarise yourself 
with the contents of this policy and to comply with them.  In addition, you have a 
legal requirement to comply with the relevant legislation, in other words the Fair 
Employment and Treatment (NI) Order 1998, the Sex Discrimination (NI) Order 
1976, the Employment Equality (Sexual Orientation) Regulations (NI) 2003, the 
Disability Discrimination Act 1995, the Employment Equality (Age) Regulations (NI) 
2006 and the Race Relations (NI) Order 1997. 
 
3.1.3 As an employee, you also have a role to play in helping to create and sustain a 
working environment in which individuals are treated with dignity and respect.  We 
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can all contribute to preventing unacceptable behaviour by ensuring that our 
standards of conduct do not cause offence.  We should also discourage 
unacceptable behaviour by others by making it clear that we will not tolerate it 
whether the behaviour is against ourselves, or other colleagues, and by offering 
support to colleagues where they are subjected to such behaviour.  
 
3.1.4 In summary, where unacceptable behaviour is happening, you have a duty to 
identify it, challenge it, report it. 
 
3.2 Managers 
 
3.2.1 As a manager, you have a duty to implement this policy and to make every 
effort to ensure that unacceptable behaviour does not occur.  Failure to comply can 
in certain circumstances, give rise to disciplinary proceedings.  You should set a 
good example by treating all colleagues with dignity and respect, be observant of the 
behaviours that occur within your own team and act on any alleged incidents of 
unacceptable behaviour which come to your attention by taking immediate and 
appropriate action.  
 
3.2.2 You should be familiar with this policy and the procedures for dealing with 
complaints, ensuring that all staff, and Agency workers, are made aware of them.  
 
3.2.3 You should also be aware of the different sources of help that can provide you 
and your staff with advice and guidance, see Section 4 below.  
 
3.2.4 Staff affected by unacceptable behaviour may be reluctant or nervous about 
complaining.  They may be worried about not being taken seriously, about reprisal, 
damaging their career prospects and creating a bad atmosphere in the workplace. 
You must therefore take steps to quickly address any problems in a sensitive 
manner, supporting and reassuring your staff as necessary. 
 
3.2.5 Confidentiality must be maintained at all times and the rights of all parties 
should be respected. 
 
3.2.6 Following the resolution of a complaint, whether it was dealt with informally or 
through formal channels, you will be expected to monitor the situation to ensure that 
further problems or victimisation of anyone involved does not occur. 
 
 

4. Sources of support to help you deal with unacceptable behaviour 
 
4.1 NICSHR Employee Relations  
 
4.1.1 NICSHR Employee Relations will act to ensure that this statement and 
procedures are properly implemented and that: 
 

• Details of the policy and procedures are communicated to all staff; 
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• Complaints are processed appropriately through informal and formal 
channels; 

• Adequate resources are made available to implement the policy, achieve its 
objectives and operate the procedures; 

• Designated staff are given appropriate training to enable them to perform their 
roles sensitively and effectively. 

 
 
4.2 Local Dignity at Work Advisors 
 
4.2.1 Local Dignity at Work Advisors have been appointed by departments to provide 
guidance, support and advice to you if you have been subjected to, or accused of, 
offensive behaviour.   
 
4.2.2 The role of the Local Dignity at Work Advisor is to: 

• Offer a private and confidential environment to encourage discussion of the 
alleged incident(s); 

• Discuss the courses of action open to you, without recommending a particular 
option unless the information is judged to be so serious that action is required 
irrespective of your wishes; 

• Support you through whatever action you decide to take (or to support those 
having action taken against them); 

• Informally approach the other party on your behalf if requested; 
• Monitor and provide statistical reports to NICSHR Employee Relations. This 

will not include any personal details.  
 
4.2.3 NICSHR Employee Relations hold up-to-date lists of Local Dignity at Work 
Advisors in departments that can be supplied on request.  Lists should also be 
available from departmental intranet sites. 
 
4.3 NICS Mediation Service  

4.3.1 NICS fully supports the use of mediation to assist with a quick and informal 
solution to workplace conflict.  It is especially effective when used in the early stages 
of any disagreement, before conflict escalates.  Early intervention can prevent both 
sides from becoming entrenched and if the issues are resolved early on, there is less 
chance of the working relationship breaking down irrevocably. 

4.3.2 Mediation is a confidential, informal process and is part of the Dignity at Work 
(DAW) procedures.  It is not an investigation and mediators do not judge who is right 
or wrong, nor do they apportion blame or tell people what to do.  All mediators are 
employees of the NICS who have volunteered their services and are provided with 
professional training.  

4.3.3 Information on the NICS Mediation Service can be found here 
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4.4 NICS and Departmental Diversity Champions 
 
4.4.1 NICS has developed a network of diversity champions which includes specific 
champions for race and ethnicity, LGBT, disability and gender issues. 
 
4.4.2 The role of the diversity champions is to promote equality, diversity and 
inclusion.  
 
4.4.3 Contact details can be found here 
 
 
4.5 NICS Welfare Support Service and Employee Assistance Programme 
 
4.5.1 Welfare Support Services and/or the Employee Assistance Programme (EAP) 
provider Inspire can provide emotional support for anyone involved in a complaint or 
who may be considering this action. 
 
 
4.6 Trade Union Representative 
 
4.6.1 You may wish to approach your trade union representative for guidance or 
support if you are subject to any unreasonable behaviour which you feel is impacting 
on your dignity at work.  
 
 

5. What can you do if you feel your dignity at work has been affected? 
 
5.1 Informal resolution of your issue 
 
5.1.1 Informal methods of dealing with unacceptable behaviour are often the 
quickest and most effective way of resolving the issue.  If you think that you have 
been subjected to unacceptable behaviour and you feel that you can talk to the 
individual/s about it, you should explain to them how they are making you feel and 
ask them to stop.  Sometimes individuals don’t realise the effect their behaviour is 
having on other people and this direct approach should make them stop and think.  
 
5.1.2 If this does not work, or you feel that you cannot approach the individual 
directly you should speak to your line manager and ask for help to resolve the 
matter.  If your line manager is the source of the unacceptable behaviour you may 
speak to their line manager in confidence.  
 
5.1.3 Alternatively you could speak with a Local Dignity at Work Advisor (see para 
4.2).  
 
5.1.4 Other sources of help and assistance are your Trade Union representative or 
NICSHR Employee Relations and, if the behaviour is related to your disability, 
Employers for Disability NI. 
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5.1.5 NICS Mediation Service aims to provide a quick informal route to resolving 
workplace disagreements.  Whether you feel you have been subject to unacceptable 
behaviour or you have been accused of it, you should seriously consider if mediation 
may be able to resolve the issue and prevent the matter potentially progressing to a 
formal complaint (see para 4.3).  
 
 
5.2 Formal complaint 
 
5.2.1 Where you have been unable to resolve your complaint informally, or where 
you have been advised that informal resolution is not appropriate, you may submit a 
written formal complaint in line with the arrangements in 6.04 Grievance policy (link).  
 
5.2.2 The NICSHR Employee Relations will carry out a Stage One meeting as part of 
the formal procedures and will decide whether or not your complaint should progress 
to formal investigation.  They will also determine the outcome of any formal 
complaint and monitor and review complaints to ensure that proper standards are 
being maintained and procedures are working effectively.  
 
5.2.3 Full details of the informal and formal procedures that can be used to resolve 
complaints can be found in 6.04 Grievance policy and User Guide. 
 
 

6. What can you do if you are advised that someone finds your 
behaviour unacceptable? 
 
6.1 If you are advised that someone is finding your behaviour unacceptable, you will 
probably find this accusation very stressful and upsetting.  You can speak to a Local 
Dignity at Work Advisor for advice and/or guidance.  Contact numbers can be 
obtained from NICSHR Employee Relations team.  You should treat this as a serious 
matter and do all you can to resolve the situation at an early stage.  
 
6.2 If you are approached in this context there are a number of things to consider, 
including: 
 

• Remember that if a person feels offended by your behaviour, the feelings are 
very real to them, therefore try to remain calm and objective, be open and 
receptive to the comments being made; 

 
• Reflect on your behaviour to see how it might have given rise to the complaint 

and how it might be modified; 
 

• Be mindful of “victim blaming”, where you may try to hold the offended person 
entirely or partially at fault for your behaviour towards them; 

 
• An informal meeting can be an opportunity to clarify actions or behaviour and 

the offer of an apology, for example, if your behaviour has been 
misinterpreted, often remedies the situation; 
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• The NICS Mediation Service will be able to provide you with an opportunity to 

both hear the other person’s point of view and to voice your own.  Sometimes 
these matters can be due to failure/breakdown of communication and this 
type of early, informal resolution can result in a better understanding between 
parties and an opportunity to mend working relationships.  When successful it 
also reduces the chances of a formal complaint being raised.  You should 
note that mediation is strictly confidential and that neither party will be 
permitted to use information gained during a mediation to form part of any 
formal complaint; 
 

• Do not try to convince the complainant that the complaint is invalid or to 
withdraw it as this may amount to victimisation.  
 

Please refer to Section 4 for the sources of support available to anyone involved in a 
grievance. 

 
 

7. What can you do if you witness unacceptable behaviour? 
 
7.1 We all have a role in creating and sustaining a working environment in which 
individuals are treated with dignity and respect. If you witness unacceptable 
behaviour it is therefore important that you should try to discourage it by: 
 

• making it clear that you find the behaviour unacceptable; 
• showing support to colleagues who suffer such treatment; 
• reporting the incident to your line manager or someone else in your 

management chain; 
 
7.2 Remember: identify it, challenge it, report it. 

 

8 Complaints involving individuals outside your Department  
 
8.1 Staff in another NICS Department  
 
All complaints regarding potential breaches of acceptable behaviour under this policy 
will be dealt with by NICSHR Employee Relations.  When the investigation is 
completed, the NICSHR Decision Officer handling the complaint will determine 
whether or not the complaint should be upheld and will ensure that the decision is 
quickly communicated to all parties.  Where a complaint is upheld, the report will be 
passed to a newly appointed Decision Officer who will decide if disciplinary action is 
appropriate in accordance with normal procedures. 
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8.2  Agency Workers 
 
Unacceptable behaviour complaints made by NICS staff against an agency worker 
will be forwarded to their Agency.  If an agency worker wishes to raise a complaint 
against a NICS staff member they should do so through their agency as their direct 
employer.  The Agency will contact NICS Resourcing who will forward the complaint 
to NICS Employee Relations to deal with. 
 

9 Staff on secondment 
 
9.1 In all secondments (inward and outward) the secondment agreement should 
specifically state the arrangements that will apply in the event of a complaint 
involving a secondee.  It is expected that in such cases both organisations will jointly 
agree on who will take the lead in carrying out the investigation if one is required.  
 

10. Third parties 
 
10.1 All NICS staff have a right to be treated with dignity and respect within the 
workplace.  If you are subjected to unacceptable behaviour by a third party such as a 
member of the public or a contractor, you should report the incident as soon as 
possible to your Line Manager.  As the Northern Ireland Civil Service representative 
at local level, it is your manager’s responsibility to satisfy themselves that the 
complaint is well founded and take steps to ensure that the behaviour is stopped.    
 
10.2 Your manager should make the member of the public aware that their 
behaviour is unacceptable and must stop.  It should be made clear that if the 
behaviour is not stopped, they may be excluded from the office and will only be dealt 
with by telephone or correspondence, or  that contact with them may be suspended 
or terminated.  If necessary a warning letter should be sent.  Your manager should 
keep a record of the incident and the action they took to ensure the offensive 
behaviour was stopped.  This action will support any local arrangements in your 
business area for dealing with unacceptable behaviour by members of the public 
 
10.3 Where the issue is about a contractor, rather than a customer, your manager 
should liaise with Facilities Management in the first instance.  
 
10.3 It is not possible to make a formal complaint about a third party via the 
grievance procedure which is an internal complaint mechanism.  If, however, you 
have raised concerns about the unacceptable behaviour of a third party to your line 
management which have not been acted upon, you may consider invoking the 
informal/formal grievance procedure regarding any perceived failure to act.  
 

11 Statutory rights 
 
11.1 There are various legal remedies available to those who are subjected to 
unacceptable behaviour in the workplace and the procedures accompanying this 
policy do not prevent staff from exercising those rights.  Should the behaviour 
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constitute a criminal offence (for example assault) then criminal law will apply 
otherwise the civil remedies below are available.  The common law duty of care 
requires an employer to provide a safe environment. 
 
11.2 Anti-Discrimination Legislation 
 
11.2.1  Unacceptable behaviour that is based on social identity or protected 
characteristics, is covered by the following legislation: 
 

• Sex Discrimination (NI) Order 1976 as amended (gender, marital status, 
pregnancy and maternity leave, gender reassignment or being a civil partner); 

• Fair Employment and Treatment (NI) Order 1998 as amended (religious 
belief, political opinion); 

• Race Relations (NI) Order 1997 as amended (colour, race, belonging to the 
Irish Traveller community, nationality or ethnic or national origin); 

• Disability Discrimination Act 1995 (protection for disabled persons against 
discrimination on the grounds of disability); 

• Employment Equality (Sexual Orientation) Regulations (NI) 2003 (sexual 
orientation); 

• Employment Equality (Age) Regulations (NI) 2006 (age) 
 

11.3 Other Legislation 
 
11.3.1 Where the above legislation is not relevant (in other words, where the 
unwanted conduct is not related to social identity or protected characteristic) the 
following legislation may be cited: 
 

• Health & Safety at Work (NI) Order 1978 
• Protection from Harassment (NI) Order 1997. 
• Employment Rights (NI) Order 1996 (discrimination on grounds of Trade 

Union Membership); 
 
11.4 External complaints 

 
11.4.1 There are time limits within which action must be taken and if you  are 
considering this option you should consult your  legal adviser.  Other sources of 
advice include Citizens Advice, the Equality Commission and the Labour Relations 
Agency.  If the complaint involves sex, sexual orientation, disability, age or racial 
discrimination it  must be lodged with the Industrial Tribunal within three months from 
the date that the last act of discrimination occurred.  
 
11.4.2 For religious or political discrimination a complaint must be lodged with the 
Fair Employment Tribunal within three months from the date when the person first 
knew, or might reasonably have been expected that have first known, of the act of 
discrimination, or within six months from the date on which the act was done.  
 
11.4.3 Before you  lodge a complaint with the tribunal office you  should be aware 
that you will normally be expected to have raised your  complaint under the NICS 
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internal procedures and to have waited 28 days before lodging the complaint , which 
will include the consideration of conciliation. 
 

12 Data Protection Act (2018) and GDPR (General Data Protection 
Regulation)  

 
12.1 Under the Data Protection Act you have the right to request information held on 
you (subject access request) and this may, in certain circumstances, apply to 
information provided in connection with a Dignity at Work complaint. 
 
12.2 On request NICSHR Employee Relations will consider supplying information 
held about the individual making the request.  The consent of the person who 
supplied the information will be sought before any disclosure is made.  However, if 
consent to disclose information provided by one individual about another is not 
given, and it is considered necessary to comply with the request for information, 
anything that would identify the supplier of the information will be redacted (in other 
words edited for publication).  Further information is contained in 4.01 Personnel 
Records and Data Protection section of the Electronic Staff Handbook. 
 

13 Personal Liability 
 
13.1 If legal proceedings are invoked then you may be held personally liable for acts 
of unacceptable behaviour you have committed.  If you are considered to have been 
acting wilfully or negligently outside the scope of your duty or this policy, the 
Department has no legal responsibility for you.  In that case, then you will have to 
arrange your own representation and the Department will not accept responsibility 
for compensation or damages. 
 
 
 



6.04 Grievance  
 
This policy is about how NICS provide a framework for prompt and effective 
resolution of grievances, as far as reasonably practicable.  
 
• Issues that may be give rise to grievances are set out in Section 2 Scope of 
the policy. 
 
• Where this policy is not applicable is outlined in Section 3 Exemptions  
 
• The underlying principles and key elements of this policy are detailed in 
Section 4 Key Principles  
 
• How to go about taking informal action is detailed in Section 5 Informal 
Action  
 
• The formal grievance procedure is outlined in depth in Section 6 Formal 
Grievance Procedure  
 
• Guidance on meetings is set out in Section 7 Arranging and Conducting 
Meetings 
 
• The right to be accompanied at a formal grievance meeting is detailed in 
Section 8 Right to be Accompanied/Role of the Trade Union 
Representative/Work Colleague 
 
• Support and counselling arrangements are set out in Section 9 Support for 
Employees 
  
The following terms within this policy are defined in the glossary:  
 
Grievance  
 
You may also be interested in the following policies:  
 
6.01 Standards of Conduct, 6.03 Discipline, 6.06 Inefficiency Sickness 
Absence, 6.07 Inefficiency Performance, 6.09 Dignity at Work, 1.05 Career 
Opportunities and Promotion, 10.01 Performance Management, 6.12 Uniform 
Appeals Policy. 
 
This policy is version 5.0  
 
For a printable version please click the icon. Please make sure that your 
printed version is current with the one on this portal.  
 
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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6.04 GRIEVANCE 
 

1 Introduction 
 

1.1 This procedure aims to promote good employee relations and deliver 

fair and equal treatment of all employees. It details the process to be followed 

by employees who wish to raise a work-related grievance and how the 

Department will take prompt and effective action to resolve the grievance, as 

far as is reasonably practicable. This policy follows the guidelines laid down in 

the Labour Relations Agency Code of Practice on disciplinary and grievance 

procedures which took effect on 3rd April 2011. A grievance is a complaint, 

concern, or problem which a staff member has in relation to an employment-

related matter as defined under the scope of the policy in section 2 below. 

 

2. Scope of the Policy 
 

2.1 Issues that may give rise to grievances include: 

 

• Health and safety 

• New working practices 

• Organisational change 

• The implementation or application of NICS terms and conditions of 

employment 

• Work relations  

• Working environment 

 

3. Exemptions 

• 3.1 It is not appropriate to use this grievance procedure where 

dedicated complaints or appeals procedures already exist for particular 

concerns which are found in appendix 1. This list is not exhaustive. 



The grievance procedure must not be used by you if you feel that during 

another process (such as disciplinary or inefficiency performance processes) 

a decision has been unfair. You should use the appropriate means of 

addressing such issues or appealing decisions as detailed in the relevant 

policy.  

 

4  Key Principles 
 

4.1 You and your manager have a responsibility to develop effective 

working relationships where your individual needs and expectations are 

recognised and respected.  You should be able to discuss problems 

and misunderstandings openly with your manager and should therefore 

be able to settle most issues informally. 

 

4.2 Departments operate a clear and transparent framework for ensuring 

that grievances are addressed and every effort is made to reach a reasonable 

conclusion which supports future effective working relationships.  

 

The key elements of this framework are: 
 
Step 1: Every effort is made to resolve the grievance informally and each 

stage and action of the procedure is taken without unreasonable delay. 

Step 2: If you remain dissatisfied after informal consideration of your 

grievance, or do not want to try informal resolution, you may raise a formal 

grievance.  

Step 3: The Decision Officer will hold a meeting with you to discuss your 

grievance and the timing and location of meetings must be reasonable and 

agreed as far as possible. The meetings will be conducted in such a manner 

that allows parties to explain their cases in full and you will have the right to 

be accompanied by a Trade Union representative or work colleague. 

Step 4: The Decision Officer will review the case and if necessary seek further 

clarification or initiate further investigation. 



Step 5: Once the Decision Officer is content that there is enough information 

to make an informed decision, a decision will be made on the appropriate 

action and you will be informed of the outcome. 

Step 6: You may appeal if you are not satisfied with the outcome and the 

appeal will normally be heard by an officer at a more senior level than the 

officer who conducted the first meeting. 

 

4.3 It is expected that you should raise issues or concerns openly with your 

line manager and in a timely fashion. You and your line manager should make 

reasonable attempts to resolve problems/issues at this initial stage. 

  

4.4 All employees are entitled to use the Grievance Procedure. If you 

have raised a grievance, you will not be victimized for having done so.  

Equally, no-one should victimize anyone else because of a grievance 

he or she has raised or because a grievance has been raised against 

him or her.  Anyone found to be doing so may be subject to disciplinary 

action as detailed in 6.03 Discipline policy of the HR Handbook. If you 

have raised a formal grievance and have subsequently left the Civil 

Service, the Department will set out a response in writing and send it to 

you 

 

4.5 All grievances will be considered as raised in good faith even if 

judged unfounded after investigation. However, if there is evidence that 

you are making vexatious or malicious use of the grievance procedure 

your complaint will be halted, and the matter will be investigated under 

the disciplinary policy which may lead to disciplinary action against 

you.  

 

4.6 You are entitled to be accompanied by a Trade Union representative or 

work colleague at any formal meeting. However if appropriate and agreed by 

all parties, you can also be accompanied at the informal stage in the interests 

of seeking resolution without the need to go to the formal stage. 
 



4.7 Records must be kept of all stages of the formal procedure and will 
include 

 
 a copy of the written grievance; 

 
 management’s response; 

 
 any action taken with timescales; 

 
 reasons for any action taken; 

 
 whether there was an appeal and, if so, the outcome; 

 
 subsequent developments; 

 
 reasons for any delay in the process; and 

 

 records of any meetings. 

 

4.8 All matters relating to the grievance will be treated as far as is 

possible in strict confidence between all parties involved. Any breach of 

this confidence without good reason may be regarded as a disciplinary 

matter.  

 

4.9 The process will be subject to the provisions of Data Protection 

and Freedom Of Information legislation and disclosure for Industrial 

and Fair Employment Tribunals or other legal proceedings. 

 

4.10 If a grievance is taken against you, you are entitled to be informed 

about the nature of the grievance (including an opportunity to see any relevant 

documentary material if appropriate) and have an opportunity to respond. You 

also have the right to support from a Trade Union representative or a work 

colleague if the grievance is being handled through the formal procedures.  



4.11 There may be occasions where the grievance relates to 

established policy/procedure and/or organizational decisions where it is 

not within the remit of the person handling the grievance to find a 

resolution, for example if the grievance relates to a NICS-wide policy. 

In those cases, the investigation may be limited to considering if the 

relevant policy was applied properly but there may be no scope to 

change the actual policy. As part of the investigation, the investigating 

officer may write to the manager responsible for the policy/decision if 

required to determine whether the relevant policy has been 

applied/implemented correctly. 
 
4.12 Under Disability Discrimination legislation, Departments are 

obliged to make reasonable adjustments including providing assistance 

to you if you have difficulty completing or responding to a written 

statement in relation to the grievance which is connected with your 

disability.  

 

4.13 Management should do all they can to assist you fully if you have 

difficulty expressing yourself in writing, or if English is not your first 

language.  You will also be advised that you may wish to seek 

assistance from a Trade Union representative or work colleague in the 

context of such difficulty. 

 

4.14  Where you are part of a group of staff who wish to raise the same 

grievance and feel that it can be dealt with collectively, and are unable to 

resolve the grievance informally, you may opt to raise a single group 

grievance yourselves or through a recognised Trade Union. It is expected that 

the matter will be represented by one employee from the group or a trade 

union representative, who will take the matter through the procedure. Any 

decision communicated following a group grievance will apply equally to all 

staff represented if agreed by the parties. The procedure will be followed as 

for individual grievances. 

 

 



5 Informal Action 
 

5.1. It is in everyone’s interest to ensure that grievances are dealt 

with quickly, effectively and amicably.  In many circumstances this can 

best be done informally through discussion at the level at which the 

grievance arises.   

 

5.2 Mediation offers an alternative to pursuing complaints and 

disagreements between colleagues through the formal grievance procedure.  

Information about the mediation process can be obtained by contacting your 

Departmental HR. If you agree to take part in mediation, this does not prevent 

you from pursuing your grievance or complaint through a formal procedure in 

the event that mediation does not resolve the issue. Mediation relies upon the 

co-operation of all parties i.e. both the person making the complaint (or the 

one who feels aggrieved) and the person whose behaviour or conduct 

concerns them. If the person who is the subject of the complaint refuses to 

take part then mediation cannot take place. In such circumstances the person 

making the complaint can choose to pursue their concerns through the formal 

grievance procedure.  

 

5.3 It should be the aim of both staff and managers to resolve grievances 

informally rather than invoke the formal grievance procedure or escalate the 

grievance upwards.  However, if for some reason you do not wish to attempt 

to resolve a grievance informally you may invoke the formal procedure. At all 

times both staff and managers should seek to resolve any grievances at the 

lowest possible level. 

 

5.4 Where your grievance is concerned with the behaviour of a work 

colleague, colleagues or manager and is not covered under the 6.09 Dignity 

at Work policy (bullying, discrimination, harassment, unwanted, unreasonable 

and offensive conduct or victimization), you should seek to resolve the matter 

with the individual or individuals concerned.  If, due to the nature of the 



grievance, you are uncomfortable with this approach you may wish to discuss 

the matter with your line management with a view to resolving the matter.   

 

5.5  If, during the course of informal action, the officer dealing with the 

matter becomes aware of a case involving a possible breach of the law, or 

alleged unlawful discrimination or a potential disciplinary matter, they must 

discuss this with their Departmental HR. 

 

 

6 Formal Grievance Procedure 
 

6.1 If it is not possible to resolve the grievance informally or you do not 

wish to attempt informal resolution you may invoke the formal Grievance 

Procedure as outlined below.  If a manager becomes aware that you wish to 

invoke the grievance procedure, he/she must refer you to the procedure to 

ensure that there is no misunderstanding regarding the roles and the process.  

It is in the interest of all the parties that the grievance is dealt with as quickly 

as possible. It is essential therefore that anyone dealing with grievances 

follow the stipulated time limits, or in exceptional circumstances, agree any 

extensions to any revised time limit(s). 

 

6.2 STAGE 1 – Raising a Grievance 
 

1. You must set out your complaint in writing as soon as is reasonable 

after the event giving rise to the grievance. Any grievances which 

are not raised within 3 months of the event occurring, or final event 

where there is a sequence of events, will be considered out of time. 

Allowances to this time limit will be made where there are 

exceptional circumstances e.g. in cases of sickness, or where an 

attempt at informal resolution has been ongoing. 

 

2.  Your written statement of the grievance should: 

 



a. make it clear that it is a complaint under the formal grievance 

procedure; 

b. set out the reasons for the grievance; 

c. outline what action, if any, has been taken to resolve the matter; 

3. If your grievance relates to a matter within the responsibility of line 

management, it will be dealt with by your Line Manager or by the 

manager who has responsibility for the decision that has given rise 

to your grievance.  However where your grievance is about your 

immediate Line Manager, it will be dealt with by the next level of line 

management. 

 

4. If your grievance relates to a matter outside of line management’s 

responsibility, it will be directed initially to Departmental HR, who will 

appoint a decision officer to deal with the matter.   

 

5. If you have difficulty setting out the grievance in writing, either 

because you have difficulty expressing yourself or because English 

is not your first language, you may need to seek assistance. This 

should be from Management, a Trade Union representative or work 

colleague.  

 

6. Even at this stage, further attempts may be made to resolve the 

matter informally with your agreement, depending on the nature of 

your complaint and your grievance will be put on hold until this is 

fully explored. However, if you are not satisfied with the outcome, 

you may insist on the matter proceeding to a formal grievance 

meeting. 

 

7. Where your grievance is against another staff member, the person 

complained about will be informed in writing of the grievance 

against them and will be given the opportunity to respond in writing. 

The manager considering the matter may also decide to meet 



separately with the individual, in which case they will have the right 

to be accompanied.  If appropriate and both parties agree, the 

manager may arrange to meet with both in an attempt to resolve the 

matter.   

 

 

6.3 STAGE 2 – The Grievance Meeting 
 

1. You will be invited to a meeting with the Decision Officer as soon as 

it is reasonably practicable. The purpose of the meeting is to 

discuss the grievance and to say how you think it should be 

resolved (see section 7 arranging and conducting meetings). You 

have the right to be accompanied to this meeting by a Trade Union 

representative or work colleague.  

 

2. You should ensure that you attend the meeting on the date and time 

specified. If you are unable to attend because of circumstances 

outside your control, you should inform the Decision Officer as soon 

as possible. If you fail to attend without reason, or it appears you 

have made insufficient attempts to attend, a decision may be made 

in your absence (See paragraph 7.2). 

 

3. You may provide the Decision Officer with a written statement or 

other documentary evidence to be taken into account as part of the 

grievance meeting. 

 

4. Following the meeting a summary record will be prepared and 

copied to you within 5 working days of the meeting. You will be 

allowed a further 5 working days to comment on the accuracy of the 

meeting record with a view to reaching agreement if possible, but if 

not your comments will be appended.  

 

 



6.4 STAGE 3- Deciding on appropriate action 
 

1. Having heard the submission by you and, where appropriate, your 

Trade Union representative or work colleague at the meeting, the 

Decision Officer will review the grievance.  Where the Decision 

Officer is satisfied that no further investigation is required following 

the grievance meeting, the Decision Officer will decide what action, 

if any, to take. He/she is entitled to seek advice on how to proceed 

further. 

 

2. Where a grievance has highlighted issues that require further 

investigation, the Decision Officer may appoint an independent 

person to undertake a full and impartial investigation. This 

investigation must not cause unreasonable delay and the person 

raising the grievance must be informed of the revised timescale and 

the reason(s) for it. 

 

3. Once the investigation has been completed, the Decision Officer 

will notify you, and any respondent(s) of the decision in writing and 

you will be advised of the reasons for the conclusions reached. The 

conclusions reached will be based on the investigation report and 

evidence gathered during the investigation.  

 

4. If there is no further investigation required, the Decision Officer will 

write to you after the grievance meeting setting out any action that 

is to be taken and will ensure that the reasons for their decision are 

clearly explained. If the complaint was about an individual, they will 

also be informed.   A copy of the formal note of the meeting will be 

given to you and you will be informed of your right to appeal.    

 

5. If the grievance highlights any issues concerning policies, 

procedures or conduct (even if not sufficiently serious to merit 

separate disciplinary action), they will be addressed as soon as 



possible.   If an issue has been highlighted that merits disciplinary 

action, the NICS disciplinary procedures will be followed. 

 

6. Where a grievance is upheld all issues raised by the grievance will 

be dealt with as quickly as possible. 

 

 

 

6.5      STAGE 4 - The Appeal 
 

If you are unhappy with the decision about your grievance you may 

appeal. This process is found under the Uniform Appeals policy, 

6.12 of the HR handbook. 

 

7 Arranging and Conducting Meetings 
 

7.1  There may be circumstances, such as when one of the parties involved 

is on sickness absence or annual leave, when it will not be possible to 

arrange a meeting within the timescales recommended. In such an event an 

alternative date could be held during the period of sickness absence if agreed 

having consulted with your doctor or if medically approved by the 

Occupational Health Service. Any alternative dates must be arranged as soon 

as possible after the original date for the meeting and must not delay the 

process unreasonably. 

 

7.2  If for some reason not known at the time of arranging the meeting, any 

of the attendees are unable to attend, another meeting should be arranged 

within 5 working days of the original date. If you fail to attend the re-arranged 

meeting and are not able to provide a satisfactory explanation, the officer 

dealing with the matter may proceed to make a decision on the case based on 

the information available. 

 



7.3  Grievance meetings and appeal meetings will be conducted in a fair 

and impartial manner and you, or your Trade Union representative/work 

colleague, will be allowed to explain the complaint in full and how you feel it 

can be resolved. 

 

7.4  Following the meeting a summary record will be prepared and copied 

to you within 5 working days of the meeting. You will be allowed a further 5 

working days to comment on the accuracy of the meeting record with a view 

to reaching agreement if possible, but if not your comments will be appended.  

 

7.5  Where any staff member involved in the investigation makes further 

allegations against another staff member during an investigation interview this 

will be treated as a new grievance and the individual will be able to raise a 

formal grievance if they so wish. 

 

8 Right to be Accompanied/Role of the Trade Union 
Representative/Work Colleague 

 
8.1 You are entitled to be accompanied at a formal grievance 

meeting by a Trade Union representative or work colleague of your 

choice.  Although normally only a Trade Union representative or work 

colleague will be allowed to accompany you, requests to be 

accompanied by other individuals may be considered in exceptional 

circumstances, for example in the case of a reasonable adjustment 

under the DDA.  It will not be permitted for you to be accompanied by a 

legal representative.  You must notify the manager or officer dealing 

with the grievance who will be accompanying you. 

 

8.2 The Trade Union representative/work colleague may participate 

in the meeting and sum up at the end of the interview, respond on your 

behalf to any views expressed at the meeting, and offer any advice to 

and confer with you.  The Trade Union Representative / work colleague 

will not be allowed to act in any way that might obstruct the process. 

 



8.3 A Trade Union representative/work colleague who has been chosen to 

accompany you at a grievance meeting must be allowed sufficient time off to 

attend the meeting and confer with you both before and after the meeting.  

The person accompanying you at a grievance meeting has the right not to be 

victimized or disadvantaged because they have agreed to represent or 

accompany you at a grievance meeting. 

 

8.4 The decision officer should postpone the scheduled meeting if the 

Trade Union representative/work colleague you have chosen is unavailable. 

In these circumstances you have the right to choose an alternative date but 

this date and time should be within 5 days of the original scheduled meeting 

date. There may be exceptional occasions where, for unforeseen 

circumstances, it is not possible to hold a re-scheduled meeting within this 

time limit. In these cases, all parties should make every effort to hold the 

meeting at the earliest possible opportunity.  

 

9. Support for Employees 

9.1 On occasion, the parties involved in a grievance may find the situation 

stressful or difficult and may want to discuss their concerns in confidence with 

a professionally trained counsellor. Such support and counselling is available 

through the Employee Assistance Programme. This provides free, 

independent and confidential counselling support and can be accessed at 

http://www.carecallsolutions.com/ or by telephoning 0808 800 0002. Welfare 

Support Service also provide an independent and confidential service to all 

staff helping them to cope with and work through personal and work related 

issues which may affect their ability to work effectively  (02890547427). 

 

 

 
 
 
 
 



Appendix 1 
 

 Name of Policy Policy 
Owner 

Appeal/Grievance Decision officer Appeal Officer 

1. Grievance Policy 
 

HRPB Uniform Appeals 
Policy 

Either Line 
manager or DHR 

Line 
management/DHR 

2. Discipline Policy 
(industrial) 

HRPB Appeal within policy DHR 
Line manager 
(industrial) 

Next level within DHR  
Next Line manager 
(industrial) 

3. 
Inefficiency Performance- 
warning  

(industrial) 

HRPB Appeal within policy 
(not yet agreed with 
TUS) 

DHR 
Line manager 
(industrial) 

Next level within DHR 
(next line manager- 
industrial) 

4. Inefficiency Sickness HRPB Appeal within policy Line manager or 
DHR 

Next level within Line 
management or DHR 

5. Performance Management: 
- Content 
- Box marking 
 

HRPB Uniform Appeals 
Policy  
Uniform Appeals 
Policy 
(not yet agreed with 
TUS) 

countersigning 
officer 
 

Next line manager 
up. 

  



6. Probation  
 

HRPB • Performance - 
Uniform Appeals 
Policy / (not yet 
agreed with TUS) 

• Sickness - Appeal  
    within policy/  

• DHR 
 

 
 

• Line manager 
    or DHR 

• Next level within 
DHR 

 
• Next level within 
    Line management 
   or DHR  

7. Eyecare Policy HRPB Uniform Appeals 
Policy  
 

Line 
management 

Head of 
Branch/level 2 line 
manager 

8. Annual leave HRPB Uniform Appeals 
Policy  
 

Line manager Head of 
branch/level 2 line 
manager 

9. Career Break (AWP) HRPB Uniform Appeals 
Policy  
 

Head of 
branch/g7 

Head of 
branch/level 2 line 
manager 

10. 
 
 

Flexi working hours (AWP) 
 

HRPB Uniform Appeals 
Policy  
 

Head of 
branch/g7 

Next level within 
Line management 
or DHR 

11. Flexible working 
applications (AWP) 
including Job Reshaping 
(Partial Retirement) 
applications.  

HRPB 
 
SRWPB 

Uniform Appeals 
Policy  
 

Head of 
branch/g7 

Next level within 
Line management 
or DHR 

12. Parental leave  HRPB Uniform Appeals 
Policy  
 

Line manager Head of 
branch/level 2 line 
manager 

  



13. Reimbursement of 
Additional Care costs 

HRPB Grievance Policy   

14 Special leave HRPB Uniform Appeals 
Policy  
 

Line manager Head of branch/level 
2 line manager 

15. Term time working (AWP) HRPB Uniform Appeals 
Policy  
 

Head of 
branch/g7 

Next level within 
Line management 
   or DHR 

16. Assistance to Study: Adult 
Further Education 

Developme
nt Branch 

Uniform Appeals 
Policy  
 

Level 2 line 
manager 

Next level line 
management 

17. Assistance to Study: 
Essential Qualifications 

Developmen  
Branch 

Uniform Appeals 
Policy  
 

Level 2 line 
manager 

Next level line 
management 

18. Secondment – 
EU/Overseas Secondments 
– On Loan Temporary 
Transfers 
May be role for DHR here 
as it may have been DHR 
who refused release. 

Developme
nt Branch 

Uniform Appeal Level 2 Line 
Manager/DHR 

Next level Line 
Manager/Next level in 
DHR 

19. Travel and subsistence HR Policy 
&WSS 

Grievance Policy Line manager Level 2 Line Manager 

20. SCS pay award PGU Grievance Policy   
  



21(a). Eligibility(covered under not 
called for interview) Where 
there is a decision made by 
the panel based on the 
eligibility criteria outlined in 
an application form e.g. 
trawl competition 

AMB Review of decision Selection Panel Selection Panel 

21 
(b). 

Eligibility (covered under not 
called for interview) where it 
is a black and white 
decision e.g. incorrect grade 
for General Service  
competitions or did not pass 
test. 

AMB Review decision Will be 
screened by the 
body 
responsible for 
measuring the 
criteria. 

No appeal 

22. LMA score AMB Uniform Appeals 
Policy  
 

countersigning 
officer 

next line 
management up. 

23. Late applications 
 

AMB Uniform Appeals 
Policy  
 

Automatic 
decision  

Selection panel 
/Establishment 
Officer 

24. Temporary Promotion AMB Uniform Appeals 
Policy  
 

Level 2 line 
manager/panel 

Next level line 
management/DH
R 

25 Deputising AMB Uniform Appeals 
Policy  
 

Level 2 line 
manager 

Next level line 
management 

26 Lateral Transfer 
Applications 

AMB Uniform Appeals 
Policy  
 

Establishment 
officer 

Next level line 
management 



27 Removal of name from 
promotion list 
 

AMB Uniform Appeals 
Policy  
 

DHR Next level DHR 

28. Not being listed for 
promotion 
 

AMB Uniform Appeals 
Policy  
 

Selection panel Selection 
panel/Establishme
nt officer 

29. Early Retirement on Medical 
Grounds 

HRPB Appeal within policy OHS Doctor Independent 
Medical Board 

30. Internal Dispute Resolution 
(IDR)  procedures  Stage 1 
& 2 

CSP Review of decision Line Manager 
at IDR 1 

Head of Branch at 
IDR2 

31. Staff attendance at training 
events – refusal to allow 
individual to attend 

Developme
nt Branch 

Grievance Line Manager Level 2 Line 
Manager 

32. Health and safety: health 
and safety detriment, 
working conditions, working 
time directive 

 Grievance Policy Line 
management 

Level 2 line 
management 

33. Organisational Change: 
Working practices, 
restructuring, transfers, 
redeployment, redundancy 

 Grievance Policy Line 
management/D
HR 

Line 
management/DH
R 

34. Retirement: refusal to allow 
voluntary early retirement 
under Voluntary Early 
Retirement (VER) 
Schemes) 

SRWPB Uniform Appeals 
Policy  
 

To be 
determined 
within the terms 
of specific VER 
Schemes. 

To be determined 
within the terms of 
specific VER 
Schemes. 

  



35. Trade union rights 
 

HRPB Grievance Policy Line 
management/
DHR 

Line 
management/DHR 

36. Work relations: complaint 
against line 
manager/complaint against 
colleague(s)/complaint 
against work load 

HRPB Grievance Policy Line 
management/
DHR 

Line 
management/DHR 

37. Review of public 
administration code of 
practice 
 

 Grievance Policy DHR DHR 

38. Equal Pay PGU Grievance Policy DHR* DHR 
39. Bonus payments 

(Industrial) 
PGU Grievance Policy 

(In built to 
agreement) 

Line 
management 

Line management 

40. Overtime 
 

PGU Grievance Policy DHR/line 
management 
dependent on 
what area 
holds the 
budget 

DHR/line 
management 
dependent on 
budget 

41. Payment for temporary  
service in a higher grade 
 
 

PGU Grievance Policy DHR/line 
management 
dependent on 
budget 

DHR/line 
management 
dependent on 
budget 

42. Allowances 
(industrial) 

PGU Grievance Policy DHR* (line 
manager) 

DHR (Line 
manager) 

43. Starting pay on appointment PGU Grievance Policy DHR* DHR 



44. Starting pay on transfer to a 
new substantive grade 

PGU Grievance Policy DHR* DHR 

45. Annual Pay Award PGU Grievance Policy DHR*  DHR 
46. Excusal of Sickness 

Absence –  enable an 
employee to appeal DHR 
decision not to allow a 
sickness absence to be 
excused.  

HRPB Uniform appeals 
policy 

DHR* DHR (next higher 
level) 

 
* With input from CHR as required to provide policy clarification 
Abbreviations: 
HRPB – HR Policy Branch 
PGU – Pay and Grading Unit 
AMB – Appointments and Marketing Branch 
CSP – Civil Service Pensions 
Dev and RPA- Devolution and Review of Public Administration 
SRWPB – Strategic Resourcing and Workforce Planning Branch 
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3.05 Adoption Leave 
 
The policy outlines arrangements including leave and pay entitlements if you 
adopt a child on your own or with another person. 

 
If you adopt a child you have statutory rights relating to: 

 
 time off during working hours to attend adoption appointments – Section 6 

Time off work to attend adoption appointments 
 adoption leave - Section 2 Adoption leave - entitlement/requirements 
 adoption pay - Section 4 Statutory adoption pay (SAP) 
 returning to work - Section 9 Return to work 

 
If you meet specified qualifying conditions, you will be eligible for the more 
generous NICS contractual adoption pay arrangements - Section 3 Contractual 
adoption pay  
 
To take advantage of these rights, you will need to satisfy the relevant qualifying 
conditions and provide the appropriate notice. 

 
This policy should be read in conjunction with the Adoption Leave User Guide and 
FAQs. 

 
The following terms within this policy are defined in the glossary: 

 
Additional Adoption Leave, Adoption Leave, Adoption Pay Period, Average 
Weekly Earnings, Contractual Adoption Pay, Expected date of placement, Job, 
Keeping in Touch Days, Ordinary Adoption Leave, Placement, Statutory 
Adoption Pay (SAP), Unpaid Adoption Leave 

 
You may also be interested in the following policies: 
3.03 Paternity Leave, 3.04 Ordinary Parental Leave, 3.07 Annual Leave, 3.08 
Special Leave, 3.10 Alternative and Flexible Working Patterns, 3.13 Shared 
Parental Leave, 6.05 Equality, Diversity and Inclusion 

 
This policy is version 5.0 
 
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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3.05 ADOPTION LEAVE 
 
CONTENTS 

 
1 Introduction 
 - Fostering for adoption (prospective adopters) 
 - Adoption from overseas 
 - Surrogacy (parental order) cases 
2 Adoption leave – entitlement/requirements  
 - Notification and evidential requirements 
3 Contractual adoption pay  
 - Qualifying conditions 
4 Statutory adoption pay (SAP) 
 - SAP – length of adoption pay period 
5 Timing of adoption leave 
6 Time off work to attend adoption appointments 
 - Fostering for adoption (prospective adopters) 
 - Applying for time off for adoption appointments 
7 Contact during adoption leave 
8 Keeping in Touch days 
 - When KIT days may be worked 
 - Arranging to work a KIT day 
 - Payment for KIT days worked 
9 Return to work  
 - Notice to return to work early 
 - Shared parental leave 
10 Disruption of placement in the course of adoption leave 
11 Sickness absence after adoption leave 
12 Resignation during adoption leave 
 - Starting work for another employer 
13 Career break immediately following a period of adoption leave 
14 Overlapping periods of adoption leave 
  
 Information notes 
  
ANNEX A Statutory definitions/fostering for adoption arrangements 
ANNEX B Adoption from overseas 
ANNEX C Surrogacy (parental order) cases 
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3.05 ADOPTION LEAVE 
 
1. Introduction 

 
1.1 This policy contains the arrangements for adoption leave and pay, which 
apply where an adopter is newly matched with a child by an approved adoption 
agency and the child is placed for adoption. This excludes private adoptions, 
without permission from a UK authority or adoption agency and those with whom 
the child has an existing relationship such as a step-parent adopting a partner’s 
child. Only one period of leave and pay is available in respect of each placement, 
even if more than one child is adopted as part of the same arrangement.  
 
1.2 The provisions in this Section are set out according to whether they are: 

 
a. contractual, in other words arrangements which are specific to the 

Northern Ireland Civil Service (NICS); or 
 

b. statutory, in other words the result of legislation. 
 
1.3 An adopter may be an individual or one member of a couple where a couple 
adopt jointly. When a couple are adopting jointly, only one member of that couple 
can claim adoption leave. The other member of the couple, or the spouse, civil 
partner or partner (regardless of gender) of an individual who adopts, may be 
entitled to paternity leave and pay.  
 
1.4 The definition of 'partner' in relation to a child’s adopter, means a person 
(whether of a different sex or the same sex) who lives with the adopter and the child 
in an enduring family relationship but is not the adopter’s parent, grandparent, 
sibling, aunt or uncle. If applicable to your partner, full details of paternity leave and 
pay arrangements in the NICS can be found in HR policy 3.03 Paternity Leave. 
 
1.5 The statutory definitions of “adopter” and “adoption agency” in the Paternity 
and Adoption Leave Regulations (Northern Ireland) 2002 are included within the 
Information note at Annex A. The statutory definition of “adopter” as modified by 
the Paternity and Adoption Leave (Adoption from Overseas) Regulations (Northern 
Ireland) 2003 is included within the Information note at Annex B. 

 
Fostering for adoption (prospective adopters) 
 
1.6 Statutory adoption leave and contractual/statutory adoption pay may be 
available to foster parents who are also approved prospective adopters if they have 
been notified that a child is to be placed with them as part of a fostering for adoption 
arrangement, ie in the circumstances described at (b) and (d) of the statutory 
definition of “placed for adoption”. This definition is contained at Annex A along with 
other definitions to explain how terms used in this policy include and apply to those 
foster parents who are also approved prospective adopters once they have been 
notified as described above. 
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1.7 There can only be one period of statutory adoption leave, you are therefore 
not entitled to take statutory adoption leave in relation to a child in the capacity of 
their adopter if you have already taken statutory adoption leave at an earlier stage 
as a result of that child being placed, or expected to be placed, with you as part of a 
fostering for adoption arrangement, ie in the circumstances described in (b) and (d) 
of the statutory definition of “placed for adoption”  
 
1.8 Adoption leave and pay is not available to other types of foster carers. 
 
Adoption from overseas 
 
1.9 If you adopt a child from overseas you may have the right to statutory 
adoption leave and to receive contractual/statutory adoption pay if you satisfy the 
qualifying conditions.  Please see Annex B for further details including 
definitions and modifications to this policy.  Only one period of leave and pay is 
available if, as part of the same arrangement, more than one child is adopted 
from overseas. 

 
Surrogacy (parental order) cases  
 
1.10 If you and another person are having a child through a surrogacy 
arrangement you may be eligible to take statutory adoption leave and to receive 
contractual/statutory adoption pay.  Such adoption leave and pay is available to 
a single person or a person who has applied with another person for a parental 
order under section 54A or section 54 of the Human Fertilisation and Embryology 
Act 2008 (ie a surrogate parent or surrogate parents), or who intends to apply for 
such an order. Only one period of leave and pay is available if, as a result of the 
same pregnancy, more than one child is expected to be born or is born. Please 
see the Information note at Annex C for further details including definitions and 
modifications to this policy.   
 
1.11 Parents who have a child with the help of a surrogate and who do not meet 
the conditions to apply for a parental order (this will include parents who have no 
genetic link to the child), or who meet the conditions but do not intend to apply 
for parental order, are not eligible for adoption leave and pay. 
 

 
2 Adoption leave – entitlement/requirements 

 
2.1 Statutory adoption leave is made up of 26 weeks’ ordinary adoption leave, 
followed immediately by 26 weeks’ additional adoption leave.  This entitlement is 
regardless of your length of service or the number of hours you work each week.  It 
will be assumed that you are taking the full 52-week entitlement unless you give 
notice to return to work early (see paragraphs 9.2 and 9.3). 
 
2.2 You are entitled to take up to 52 weeks’ statutory adoption leave if you: 

 
a. are the child’s adopter; 
 
b. have notified the adoption agency that you agree that the child 
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should be placed with you and on the date of placement; and 
 
c. meet the notification and evidential requirements set out below. 

 
Notification and evidential requirements 

 
2.3 To take advantage of the right to statutory adoption leave you, as adopter, 
must notify  HRConnect of the following within seven days of being notified by an 
adoption agency that you have been matched with a child for the purposes of 
adoption (or, if this is not possible, as soon as reasonably practicable): 

 
a. that you intend to take adoption leave; 

 
b. when the child is expected to be placed for adoption with you; and 

 
c. when you want your adoption leave to start (no sooner than 14 days 

before the placement) – see Section 5 Timing of adoption leave. 
 
2.4 When applying for statutory adoption leave, you must provide evidence of the 
following in the form of one or more documents issued by the adoption agency that 
matched you with the child:  
 

a. the name and address of the adoption agency; 
 

b. the date on which you were notified that you had been matched 
with the child; and 

 
c. the date on which the adoption agency expects to place the child 

with you. 
 
2.5 Please refer to the Adoption Leave User Guide for how to apply. 
 
2.6 Following notification, HRConnect will respond in writing within 28 days, 
stating the date on which your additional adoption leave will end. HRConnect will 
also advise you of the date on which you are due to return to work, which is the next 
working day after the date your additional adoption leave ends. 
 
2.7 If you wish to change the start date of your adoption leave, you must advise 
HRConnect at least 28 days in advance (unless this is not reasonably practicable). 
As with paragraph 2.6 above, following notification of a change in the start date 
HRConnect will respond in writing within 28 days, stating the date on which your 
additional adoption leave will end. HRConnect will also advise you of the date on 
which you are due to return to work, which is the next working day after the date 
your additional adoption leave ends. 
 
2.8 After the placement, you must notify HRConnect of the date on which the 
child was placed. This should be done as soon as reasonably practicable after 
placement. 

 
 
3 Contractual adoption pay  
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Qualifying conditions  

 
3.1 In order to benefit from contractual adoption pay, you must, in addition to 
satisfying the notification and evidential requirements set out in Section 2 above 
and being the child’s adopter: 

 
a. state that you intend to return to work in the NICS after the adoption 

leave, and that you agree to repay any payment made during that 
period if you fail to return and complete at least one calendar month 
(“one month”) of paid service on  your return; such repayment will 
exclude any statutory adoption pay (SAP) to which you are entitled; 

 
b. be in paid service with your Department at the time your adoption 

leave begins and have rendered at least one year’s paid service 
with the NICS, which need not be continuous; 

 
c. not be employed on a temporary appointment; 

 
d. not be employed on a fixed-term appointment of less than two years; 

and 
 

e. not be employed on a fixed-term contract of two years or more, the 
unexpired period of which will not permit you to return to the Service 
after your adoption leave and complete at least one month’s 
service. 

 
If you do not satisfy the qualifying conditions above you must rely on the 
statutory adoption pay arrangements set out in Section 4. 

 
3.2 If you meet the qualifying conditions in paragraph 3.1 you will be paid full 
contractual rate of pay for the first 18 weeks of adoption leave. Where you qualify 
for both contractual adoption pay and statutory adoption pay, contractual adoption 
pay will count towards the obligation to pay statutory adoption pay. In such cases, 
the first six weeks of adoption leave will be paid at whichever is the higher of either 
90% of your average weekly earnings or your full contractual rate of pay. 

 
3.3 Following the 18 weeks’ contractual adoption pay, you must rely on the 
statutory adoption pay arrangements for the remainder of your adoption leave. 
Further information on statutory adoption pay is set out in Section 4 below. 

 
3.4 Contractual adoption pay is granted on the condition that you intend to 
return to work and that you complete at least one month’s paid service on your 
return to work (see sub-paragraph 3.1a). Where you have not satisfied this 
requirement, you will be expected to repay any salary or wages for the period of 
adoption leave (less any statutory adoption pay to which you are entitled). For the 
arrangements that apply if you take a career break after your adoption leave see 
paragraph 13.1 of this policy. 
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4 Statutory adoption pay (SAP) 
 
4.1 In order to qualify for SAP, you must, in addition to satisfying the requirements 
set out in Section 2 above:  

a. have worked continuously for the NICS for at least 26 weeks ending 
with the week in which you are notified by an approved adoption 
agency of being matched with a child for adoption;  

 
b. have average weekly earnings of not less than the lower earnings 

limit for the payment of National Insurance contributions; and 
 

c. make a declaration that you are choosing to take SAP not statutory 
paternity pay. 

 
SAP – length of adoption pay period 

 
4.2 If you satisfy the conditions in paragraph 4.1, you will be paid SAP for a 
maximum of 39 weeks. You will receive payment for the first six weeks at a rate 
of 90% of your average weekly earnings, followed by up to 33 weeks at the 
standard SAP rate (or 90% of earnings for the full 39 weeks if this is less than 
the standard SAP rate). 

 
4.3 Any additional adoption leave taken beyond the 39-week adoption pay 
period is unpaid. 

 
4.4 If you do not qualify for SAP, you should contact your adoption agency 
and/or local Social Security/Jobs & Benefits office for advice on financial support 
available to adopters. 

 
 
5 Timing of adoption leave 

 
5.1 You can choose to begin your adoption leave on: 

 
a. the date on which the child is placed with you for adoption; or 

 
b. a chosen date no more than 14 days before the date on which the 

child is expected to be placed for adoption (and no later than the 
expected date of placement). 

   
5.2 If you plan to start adoption leave at any time before the actual date of 
placement, you must be sure that the placement will be going ahead before you 
start your leave. If the placement is delayed, and you have already begun your 
adoption leave, you cannot stop your adoption leave and start it again at a later 
date. 

 
5.3 If you have chosen to begin your adoption leave on the date on which the 
child is placed with you for adoption and you are at work on that date, your 
adoption leave will commence on the day after that date. 
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6 Time off work to attend adoption appointments 

 
6.1  If you have been notified (under Article 85ZJ of the Employment Rights 
(Northern Ireland) Order 1996) by an adoption agency that a child is to be, or is 
expected to be, placed for adoption with you, you are entitled to be permitted to 
take time off work to attend adoption appointments prior to the date on which the 
adoption placement commences. 
 
6.2 If you are adopting a child jointly with another person and you have 
elected to take paid time off in connection with the adoption, you are entitled (under 
Article 85ZJ(2) of the Employment Rights (Northern Ireland) Order 1996) to paid 
time off during working hours to attend up to five adoption appointments.  The 
maximum time off during working hours to which you are entitled is six and a half 
hours on each of those occasions.  The other person with whom you are adopting 
jointly may have a statutory entitlement to be permitted unpaid time off during 
working hours to attend up to two adoption appointments.  If applicable, see Section 
11 of HR policy 3.03 Paternity Leave for details of the arrangements in the NICS. 

 
6.3 If you are adopting a child alone, you are entitled (under Article 85ZJ(1) of 
the Employment Rights (Northern Ireland) Order 1996) to paid time off during 
working hours to attend up to five adoption appointments.  The maximum time off 
during working hours to which you are entitled is six and a half hours on each of 
those occasions.  (If you are adopting a child alone, there is no statutory entitlement 
for another person to be permitted unpaid time off work to attend adoption 
appointments.) 

 
6.4 The purpose of the adoption appointment must be to enable you to have 
contact with the child or for any other purpose connected with the adoption (for 
example, to meet with the professionals involved in the care of the child).   

 
6.5 The appointment must have been arranged by, or at the request of, the 
adoption agency. The time off must be taken before the date of the child’s 
placement for adoption. 

 
Fostering for adoption (prospective adopters) 
 
6.6 Article 85ZJ may apply to employees who are expecting to have a child 
placed with them under a fostering for adoption arrangement. Article 85ZS(1) of the 
Employment Rights (Northern Ireland) Order 1996 provides the entitlement in 
Article 85ZJ may extend to you in circumstances where an authority notifies a 
person who is an approved foster parent and an approved prospective adopter that 
a child looked after by it is to be, or is expected to be, placed with that person under 
a fostering for adoption arrangement. Article 85ZS(3) makes provision for 
regulations to further detail when this entitlement arises. 
 
6.7 The Time Off to Attend Adoption Appointments (Prospective Adopters) 
Regulations (Northern Ireland) 2015 detail: 
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- the modified effect particular references within Article 85ZJ have in those 
circumstances (see paragraph 4 of Annex A for further information); and  
- the further condition to be satisfied which is that the authority is considering 
whether the person would be a suitable adoptive parent. 

 
6.8 Article 85ZS(4) clarifies where you have already exercised your entitlement 
under Article 85ZS you cannot subsequently exercise an entitlement under Article 
85ZJ. This means once the child is in a fostering for adoption placement if a (placed 
for adoption) notification as described in paragraph 6.1 above is subsequently 
received no new entitlement to paid time off arises. 

 
Applying for time off for adoption appointments 

 
6.9 You should give your line manager as much notice as possible of when you 
need the time off for the adoption appointment.  Although the time off to attend an 
adoption appointment is capped at six and a half hours on each occasion, you 
should only take the time off that you need to attend the appointment. 

 
6.10 In order to make a request for paid time off to attend an adoption 
appointment, you must submit an application for paid special leave using the form 
available on the Employee Services Portal.  

 
6.11 The following information must be included in your application: 

 
a. the date and time of the appointment; 
 
b. a statement confirming that the adoption appointment has been arranged by, 

or at the request of, the adoption agency that made the notification 
described in paragraph 6.1; and 

 
c. if you are jointly adopting a child with another person, a declaration that you 

have elected to take paid time off to attend an adoption appointment in 
accordance with Article 85ZJ(2)(b) of the Employment Rights (Northern 
Ireland) Order 1996.  

 
6.12 Your line manager may ask for proof (for example, a letter or email from the 
adoption agency) of the date and time of the appointment and that the appointment 
has been arranged by or at the request of the adoption agency which made the 
notification described in paragraph 6.1. 

 
 

7 Contact during adoption leave 
 
7.1 Your Department may make reasonable contact with you from time to time 
while you are on adoption leave in order, for example, to keep you informed of 
developments at the workplace or to discuss arrangements for your return to 
work. 
 
7.2 What constitutes “reasonable” contact will vary according to the 
circumstances. Some of you may prefer to keep such contact to a minimum, 
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while others may not mind frequent contact. Therefore, before adoption leave 
begins, you should discuss arrangements for staying in touch with your line 
manager. This should include agreement on the reasons for making contact, who 
will initiate contact, the way(s) in which contact will be made and how often, and 
the process for agreeing to work keeping in touch days (see Section 8 below). 

 
 
8 Keeping in Touch days 
 
8.1 Under the Paternity and Adoption Leave (Amendment) Regulations (Northern 
Ireland) 2006, an employee  may agree with their employer to work for up to 10 
keeping in touch (KIT) days during their adoption leave without losing SAP or 
bringing their adoption leave to an end as a result. This provision is intended to help 
to ease your return to work. KIT days differ from the reasonable contact mentioned 
in Section 7 as during KIT days you can actually carry out work for your employer. 
Working KIT days has no effect on the end date of adoption leave. 

 
8.2 For the purposes of this arrangement, “work” means any work done for your 
employer and may include training or any activity undertaken by you for the 
purposes of keeping in touch with the workplace. For example, they could be 
particularly useful in enabling you to attend a conference or attend for a team 
meeting. Any KIT days worked under this provision must be by agreement between 
you and your line manager. Your line manager has no right to demand that any 
such KIT day is worked, nor have you any right to work a KIT day. The type of work 
that you undertake on KIT days is a matter for agreement between you and your 
line manager. Only line managers at Staff Officer (SO) level or above may agree a 
request to work a KIT day. 

 
When KIT days may be worked 

 
8.3 KIT days may be worked at any stage during the adoption leave period. 
Although you may work a maximum of 10 KIT days (see paragraph 8.1), these need 
not be worked on consecutive days and working for part of a day will count as one 
of the 10 days. 

 
Arranging to work a KIT day 

 
8.4 KIT days may only be worked by agreement. If you wish to take advantage of 
working a KIT day, you must contact your line manager (at SO level or above) who 
will consider the request. 

 
8.5 If your line manager wishes to offer you the opportunity to work a KIT day 
during your adoption leave, for example, to attend a training activity, contact will be 
made with you through the agreed contact arrangements (see paragraph 7.2). As 
KIT days may only be worked by agreement, you are entitled to turn the offer down 
without suffering any consequences as a result. 

 
Payment for KIT days worked 
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8.6 The payment of contractual adoption pay or SAP is not affected by working 
any of the 10 permitted KIT days. Therefore, if you work a KIT day, you will continue 
to receive any contractual adoption pay or SAP that is due for that day. Where you 
are entitled to an additional payment (see paragraph 8.7), it will be paid as basic 
pay. Although working for part of a day will count as one of the 10 KIT days, any 
entitlement to payment will be calculated using the net hours actually worked. 

 
8.7 The total of adoption pay and any additional payment due for working a KIT 
day will not exceed your contractual daily rate of pay. In practice, this means that: 

 
a. if you work a KIT day while receiving NICS contractual adoption pay, 

you will receive no extra payment; 
 

b. if you work a KIT day while receiving only SAP*, you will receive 
payment for the net hours actually worked at your normal contractual 
rate of pay, in addition to SAP, within the overall limit of your 
contractual daily rate of pay; 

 
and 

 
c. if you work a KIT day while on unpaid adoption leave, you will 

receive your contractual rate of pay for the net hours you work. 
 
* For the purposes of calculating payment for working a KIT day, a notional daily 
rate of SAP, equivalent to one seventh of the appropriate weekly rate, will be used. 

 
Example 

 
Your contractual daily rate of pay is £66.00. You work half a KIT day for which you 
would earn £33.00. The level of additional payment (if any) to which you are entitled 
will depend on the adoption pay you are receiving for that day. 

 
If the half KIT day is worked while 

 
a. you are receiving NICS contractual adoption pay, in other words 

usually during the first 18 weeks of adoption leave, you will receive 
no extra payment, 

 
b. you are receiving SAP only, you will be paid £54.60, which is made up 

of the £33.00 that you earned plus the notional daily amount of SAP** 
(£21.60), or 

 
c. you are on unpaid adoption leave, you will be paid £33.00 as basic 

pay. 
 
** This will vary according to the rate of SAP in effect at any given time. For the 
purposes of this example, the weekly rate of SAP has been taken as £151.20 
(the rate applicable for 2020/21), making the notional daily rate £21.60). 

 
8.8 When you work a KIT day, you must complete the Keeping in Touch Form as 
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outlined in the Adoption Leave User Guide. The line manager must then send the 
completed form to HRConnect for processing. 
 
Pensions 

 
8.9 Additional adoption leave, except during the adoption pay period, is not 
reckonable for pension purposes. However, where a KIT day is worked during this 
period, that day will reckon for pension purposes. 

 
 
9 Return to work 
 
9.1 Other than in a redundancy/redeployment situation, the following applies: 

 
a. If you are returning from ordinary adoption leave, you will return to 

the same job as if you had not been away. 
 

b. If you are returning from additional adoption leave, you are entitled to 
return to the same job unless this is not reasonably practicable. If it is 
not reasonably practicable you will be offered a suitable alternative 
on terms and conditions no less favourable than your original job. 

 
Notice to return to work early 
 
9.2 If you wish to return to work earlier than the end of your additional adoption 
leave entitlement, you must give HRConnect at least eight weeks’ notice of the date 
on which you intend to return. Failure to do so will result in your return to work date 
being postponed until the eight weeks’ notice has been given, but not to a date after 
the end of your additional adoption leave period. 

 
9.3 If, after having notified HRConnect that you intend to return to work before the 
expiry of your 52-week adoption leave entitlement, you change your mind and 
decide that you want to return on an earlier date, you must give HRConnect at least 
eight  weeks’ notice of the new date. If you want to return on a later date, you must 
give HRConnect at least eight weeks’ notice ending with the date on which you are 
currently due to return. Please refer to the Adoption Leave User Guide for more 
information. 

 
Shared parental leave 

 
9.4 The Maternity and Adoption Leave (Curtailment of Statutory Rights to Leave) 
Regulations (Northern Ireland) 2015 allow eligible employees to curtail their 
statutory adoption leave to take, or enable their spouse, civil partner or partner 
(regardless of gender) to take, shared parental leave.  For further information on 
shared parental leave eligibility, see HR policy 3.13 Shared Parental Leave. 

 
 
10 Disruption of placement in the course of adoption leave 

 
10.1 Sometimes adoption leave is disrupted by circumstances or events as 
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outlined below; such “disruptions” may cause your adoption leave to end 
prematurely.  If you begin a period of adoption leave before the placement of the 
child and are subsequently told that the placement will not be made, or during 
adoption leave the child dies or is returned after being placed for adoption, your 
adoption leave will normally finish eight weeks after the end of the week in which 
the disruption took place. However, where you are taking additional adoption leave 
and the period of 26 weeks would have ended within eight weeks of the week in 
which the disruption occurs, additional adoption leave ends on the expiry of the 26-
week period. 

 
10.2 Payment of adoption pay will continue as before for eight weeks after the end 
of the week in which the disruption took place, or until your entitlement to such 
payment expires if that is sooner. 

 
10.3 You must give HRConnect eight weeks’ notice if you are returning to work 
earlier than expected because of a disruption. 

 
 
11  Sickness absence after adoption leave 

 
11.1 If you are unfit for work following adoption leave, the normal provisions for 
occupational sick pay will apply (see HR policy 3.01 Sickness Absence). 

 
 
12 Resignation during adoption leave 

 
12.1 If you have commenced adoption leave and then find that you will be unable 
to honour your undertaking to return to duty, you must inform your line manager of 
your resignation as soon as possible. 

 
Starting work for another employer 

 
12.2 If you start work for another employer during the adoption pay period (in other 
words, the period during which SAP is payable), you must advise HRConnect within 
seven days as your Department’s liability to pay SAP ceases for the remainder of 
the adoption pay period. 

 
 
13 Career break immediately following a period of adoption leave 

 
13.1 Where you apply for, and are granted, a career break immediately following a 
period of adoption leave there is no need for you to return to work for one month 
before starting your career break. However, you must take whatever annual leave 
is due to you. (This counts as paid service for the purposes of the required one 
month of service in sub-paragraph 3.1a of this policy.)  If you do not complete one 
month’s paid service between the end of your adoption leave and the start of your 
career break and you subsequently resign during the career break, or you fail to 
return to work at the end of it and complete the required period of service, you will 
be expected to repay the contractual adoption pay paid to you (less any SAP to 
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which you were entitled). 
 
 
14 Overlapping periods of adoption leave 

 
14.1 Where you satisfy the qualifying conditions for contractual adoption pay and 
you wish to start a second period of adoption leave before the first period has 
finished, or within one month of a completed period of adoption leave, you will 
only be entitled to contractual adoption pay provided you sign a new undertaking 
to repay contractual adoption pay (less any SAP paid) if you fail to return to work 
for at least one month at the end of the second period of adoption leave. NICSHR 
may waive the requirement to return to work for at least one month in order to 
retain contractual adoption pay for the first period of adoption leave. 
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ANNEX A  
 
INFORMATION NOTE - STATUTORY DEFINITIONS/FOSTERING FOR 
ADOPTION ARRANGEMENTS  
 
1. Please see main statutory definitions in paragraph 3 below. Selected 

definitions explain how terms in this policy include and apply to foster parents 
who are also approved prospective adopters when notified that a child is to be, 
or is expected to be, placed as part of a fostering for adoption arrangement.  
  

2. As regards Section 6 of the policy, paragraph 4 below details the modified 
effect particular references in Article 85ZJ of the Employment Rights (Northern 
Ireland) Order 1996 have in the circumstances when Article 857S(3) of that 
Order applies. 
 

3. For the purposes of HR policy 3.05 Adoption Leave, under regulation 2 of the 
Paternity and Adoption Leave Regulations (Northern Ireland) 2002: 

 
 “adopter”, in relation to a child, means a person who has been matched with 

the child for adoption, or, in a case where two people have been matched 
jointly, whichever of them has elected to be the child's adopter for the 
purposes of these Regulations; 
 

 “adoption agency”  has the meaning given by Article 3(3) of the Adoption 
(Northern Ireland) Order 1987 and, in relation to England and Wales, by 
section 2(1) of the Adoption and Children Act 2002 and, in relation to 
Scotland, by section 119(1) of the Adoption and Children (Scotland) Act 2007; 

 
 “placed for adoption” means –  

 
(a) placed for adoption by virtue of regulation 12 of the Adoption Agencies 

Regulations (Northern Ireland) 1989;  
 

(b) placed by an authority with a person who is an approved foster parent*  
who is also an approved prospective adopter* where the authority* -  

 
                                            

* “Approved foster parent”, “approved prospective adopter” and “authority” are defined in Article 
107AB(3) of the Employment Rights (Northern Ireland) Order 1996: 
 

 “approved foster parent” means a person approved as a foster parent by the authority 
under regulation 3 of the Foster Placement (Children) Regulations (Northern Ireland) 
1996 

 “approved prospective adopter” means a person considered by the authority by virtue of 
the Adoption Agencies Regulations (Northern Ireland) 1989 to be a person suitable to 
adopt a child  

 “authority” has the same meaning as in the Children (Northern Ireland) Order 1995 (see 
Article 2(2) and (3) of the Order)  
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i. is considering adoption for the child, or  
ii. is satisfied that adoption is in the best interests of the child,  
and is considering whether that person would be a suitable adoptive 
parent for that child;  
 

(c) placed for adoption under the Adoption and Children Act 2002 or the 
Adoption and Children (Scotland) Act 2007;  
 

(d) placed in accordance with section 22C of the Children Act 1989 with a 
local authority foster parent who is also a prospective adopter;  

 
 “prospective adopter” means a person who has been notified of being an 

approved prospective adopter or a person who has been approved as suitable 
to adopt a child and has been notified of that decision in accordance with 
regulation 30B(4) of the Adoption Agencies Regulations 2005; 
 

 “For the purposes of these Regulations- 
 

(a) a person is matched with a child for adoption when an adoption agency 
decides that that person would be a suitable adoptive parent for the child 
either individually or jointly with another person; 

 
(b) in a case where sub-paragraph (a) applies, a person is notified of having 

been matched with a child on the date that person receives notification of 
the agency’s decision, under regulation 11(2)(d) of the Adoption Agencies 
Regulations (Northern Ireland) 1989, regulation 33(3)(a) of the Adoption 
Agencies Regulations 2005, regulation 28(3) of the Adoption Agencies 
(Wales) Regulations 2005 or regulation 8(5) of the Adoption Agencies 
(Scotland) Regulations 2009; 

 
(c) a person is also matched with a child where each of the following 

conditions is met— 
 

(i) that person is an approved foster parent and an approved 
prospective adopter, and the child is, or is expected to be, placed 
by the authority with that person under Article 27(2)(a) of the 
Children (Northern Ireland) Order 1995; 

 
(ii) the authority— 

 
(aa)  is considering adoption for the child, or 
(bb)  is satisfied that adoption is in the best interests of the child; 

 
(iii) the authority is considering whether that person would be a 

suitable adoptive parent for that child; 
 

(d) in a case where sub-paragraph (c) applies, a person is notified as having 
been matched with a child on the date which that person receives 
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notification from the authority that the conditions in that sub-paragraph 
have been met; 

 
(e) a person is also matched with a child for adoption when a decision has 

been made in accordance with regulation 22A of the Care Planning, 
Placement and Case Review (England) Regulations 2010 and an adoption 
agency has identified that person with whom the child is to be placed in 
accordance with regulation 12B of the Adoption Agencies Regulations 
2005; 

 
(f) in a case where sub-paragraph (e) applies, a person is notified as having 

been matched with a child on the date on which that person receives 
notification in accordance with regulation 12B of the Adoption Agencies 
Regulations 2005 of the decision to place for adoption the child with that 
person.” 

 
 “For the purposes of these Regulations, a person elects to be a child's 

adopter, in a case where the child is matched with him and another person 
jointly, if he and that person agree, at the time at which they are matched, that 
he and not the other person will be the adopter.” 

 

Time off work to attend adoption appointments - fostering for adoption 
(prospective adopters) 

4. For the purposes of Section 6 of this policy, under the Time Off To Attend 
Adoption Appointments (Prospective Adopters) Regulations (Northern Ireland) 
2015 where Article 85ZS(3) of the Employment Rights (Northern Ireland) 
Order 1996 applies, Article 85ZJ of that Order has effect as if- 

 
 references to “adoption or placement for adoption” were references to the 

placement of the child with a person who is an approved foster parent and an 
approved prospective adopter where the authority- 
(i) is considering adoption for the child; or 
(ii) is satisfied that adoption is in the best interests of the child, 
and is considering whether that person would be a suitable adoptive parent 
for that child; 
 

 references to “placing for adoption” were references to placing with a person 
who is an approved foster parent and an approved prospective adopter where 
the authority— 
(i) is considering adoption for the child; or 
(ii) is satisfied that adoption is in the best interests of the child, 
and is considering whether that person would be a suitable adoptive parent 
for that child; 
 

 references to an “adoption agency” were references to an authority. 
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ANNEX B  

INFORMATION NOTE - ADOPTION FROM OVERSEAS 

1. The provisions of HR policy 3.05 Adoption Leave also apply to employees who 
adopt a child from overseas with the definitions and modifications described in 
this Annex B. 
 

2. For the purposes of HR policy 3.05 Adoption Leave (see regulation 2 of the 
Paternity and Adoption Leave Regulations (Northern Ireland) 2002 as modified by 
the Paternity and Adoption Leave (Adoption from Overseas) Regulations 
(Northern Ireland) 2003): 

 
 “adopter”, in relation to a child, means a person by whom the child has been 

or is to be adopted or, in a case where the child has been or is to be adopted 
by two people jointly, whichever of them has elected to take adoption leave in 
respect of the child; 
 

 “adoption from overseas” means the adoption of a child who enters 
Northern Ireland from outside the United Kingdom in connection with or for the 
purposes of adoption, which does not involve the placement of the child for 
adoption under the law of any part of the United Kingdom; 
 

 “official notification” means written notification, issued by or on behalf of the 
relevant domestic authority, that it is prepared to issue a certificate to the 
overseas authority concerned with the adoption of the child, or has issued a 
certificate and sent it to that authority, confirming, in either case, that the 
adopter is eligible to adopt and has been assessed and approved as being a 
suitable adoptive parent; 

 
 “relevant domestic authority” means 

 
a. in the case of an adopter to whom the Intercountry Adoption (Hague 

Convention) Regulations (Northern Ireland) 2003 apply, the Department of 
Health; and 

b. in any other case, the Secretary of State;” 
 

 “For the purposes of these Regulations, in a case where a child is to be 
adopted by two people jointly, a person elects to be a child's adopter, if he 
and the other person agree, at the time when the official notification is 
received, that he and not the other person will be the adopter.” 
 

Adoption leave – entitlement/requirements 
 
3. In Section 2 for paragraph 2.2 substitute: 

 
“2.2  You are entitled to take up to 52 weeks’ statutory adoption leave if you: 
 

a. are the child’s adopter; and 
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b. meet the notification and evidential requirements set out below.  
 

You are not entitled to be absent on ordinary adoption leave if you have taken 
shared parental leave in respect of the child.” 

 
Notification and evidential requirements 
 
4. In Section 2 for paragraphs 2.3 - 2.4 of the policy substitute: 
 

“2.3  To take advantage of the right to statutory adoption leave, as adopter of a 
child from overseas, you must notify HRConnect in three stages as below: 

 
a) First notification stage 

 
You must give HRConnect notice in writing of: 

 
i. the date on which you received official notification and  
ii. the date on which the child is expected to enter Northern Ireland. 

 
When you must give this notice depends on how long you have been employed 
in the NICS.   
 
If you have worked in the NICS for 26 weeks, you must notify HRConnect within 
28 days of receiving official notification. 
 
If you have not been employed in the NICS for 26 weeks, you must give 
HRConnect this notice within 28 days of completing 26 weeks’ service. 

 
b) Second notification stage 

 
At least 28 days prior to the date that you have chosen as the beginning of your 
adoption leave period, you must give HRConnect notice in writing of: 

 
i. the chosen start date of your statutory adoption leave (see paragraph 

5.1 for the options available) 
ii. a declaration that you have chosen to take statutory adoption leave 

and not statutory paternity leave (adoption)  
iii. a copy of the official notification. 

 
c) Third notification stage (after the child has entered Northern Ireland) 

 
Within 28 days of the child's entry into Northern Ireland you must: 

 
i. inform HRConnect in writing of the date of entry and  
ii. provide evidence of this date in the form of a plane ticket or copies of 

entry clearance documents.” 
 

2.4  You should note that statutory adoption leave cannot start before the date on 
which the child enters Northern Ireland. Should you become aware at any stage 
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that the child will not enter Northern Ireland, you must inform HRConnect as soon 
as is reasonably practicable.” 
 

5. In Section 2 for paragraph 2.6 of the policy substitute: 
 
“2.6 Within 28 days of receiving your notice of the date on which you intend to 
start your adoption leave (see Second notification stage above at paragraph 
2.3), HRConnect will write to you stating the date on which your additional 
adoption leave will end.  HRConnect will also advise you of the date on which you 
are due to return to work, which is the next working day after the date your 
additional adoption leave ends.”  

 
6. In Section 2 omit paragraph 2.8 as not applicable. 
 

Statutory adoption pay (SAP) 
 
7. In Section 4 for paragraph 4.1, sub-paragraph 4.1a of the policy substitute: 

 
“a. have worked continuously for the NICS for at least 26 weeks ending with the 

week official notification of the adoption was sent;” 
  

Timing of adoption leave 
 
8. In Section 5 for paragraph 5.1 of the policy substitute: 

 
“5.1 You can choose to begin your adoption leave on: 
 

a. the day on which the child enters Northern Ireland; or  
 
b. on a chosen date no later than 28 days after the child enters Northern 

Ireland.” 
 

9. In Section 5 omit paragraph 5.2 as not applicable. 
 

10. In Section 5 for paragraph 5.3 of the policy substitute: 
 

“5.3 If you have chosen to begin your adoption leave on the date on which the 
child enters Northern Ireland and you are at work on that date, your adoption 
leave will commence on the day after that date.” 
 

Time off work to attend adoption appointments 
 

11. Please note the statutory arrangements in Section 6 of the policy do not apply to 
adoptions from overseas. 

 
Return to work 
 
12. In Section 9 for paragraph 9.4 of the policy substitute: 
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“9.4  The Maternity and Adoption Leave (Curtailment of Statutory Rights to 
Leave) Regulations (Northern Ireland) 2015 allow eligible adopters of children 
who enter Northern Ireland as a result of an adoption from overseas to curtail 
their statutory adoption leave to take, or enable their spouse, civil partner or 
partner (regardless of gender) to take, shared parental leave.  For further 
information on shared parental leave eligibility, see HR policy 3.13 Shared 
Parental Leave.” 

 
Disruption in the course of adoption leave 
 
13. Section 10 of the policy, as it applies to adoptions from overseas, shall read as if 

the title is reworded as above. 
 

14. In Section 10 for paragraph 10.1 of the policy substitute: 
 
“10.1 Sometimes adoption leave is disrupted by circumstances or events as 
outlined below; such “disruptions” may cause your adoption leave to end 
prematurely.  If you begin a period of adoption leave in respect of a child and 
during adoption leave the child dies or ceases to live with you, your adoption 
leave will normally finish eight weeks after the end of the week in which the 
disruption took place. However, where you are taking additional adoption leave 
and the period of 26 weeks would have ended within eight weeks of the week in 
which the disruption occurs, additional adoption leave ends on the expiry of the 
26-week period.” 
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ANNEX C  

INFORMATION NOTE - SURROGACY (PARENTAL ORDER) CASES 

1. The provisions of HR policy 3.05 Adoption Leave also apply to parental order 
parents with the definitions and modifications described in this Annex C. 
 

2. For the purposes of HR policy 3.05 Adoption Leave (see regulation 2 of the 
Paternity and Adoption Leave Regulations (Northern Ireland) 2002 as modified by 
the Paternity, Adoption and Shared Parental Leave (Parental Order Cases) 
Regulations (Northern Ireland) 2015): 

 
 Generally, the definition of “adopter” is omitted and “Parent A” or “child’s section 

54A parental order parent” is substituted for the words a/the adopter. 
 

 “intended parent”, in relation to a child, means a person who, on the day of 
the child's birth— 

a. applies, or intends to apply during the period of 6 months beginning 
with that day— 
i. with another person for an order under section 54 of the Human 

Fertilisation and Embryology Act 2008 in respect of the child; or 
ii. as the sole applicant for an order under section 54A of that Act in 

respect of the child; and 
b. expects the court to make such an order in respect of the child 

 
 “Parent A”, in relation to a child, means the section 54 parental order parent 

who has elected to be Parent A 
 

  “parental order parent” means a person 
a. on whose application the court has made a parental order in respect of a 

child; or  
b. who is an intended parent of a child 
 

 “parental order” means an order under section 54(1) or 54A(1) of the Human 
Fertilisation and Embryology Act 2008 

  
 “parental statutory declaration" means a statutory declaration stating that the 

person making the declaration— 
(a)  has applied, or intends to apply— 

(i)  under section 54 of the Human Fertilisation and Embryology Act 2008 
with another person; or 
(ii)  under section 54A of that Act, alone,  

for a parental order under that section in respect of the child within the time 
limit for making such an application; and  
(b)  expects the court to make an order under that section on that application 
in respect of the child 
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  “section 54 parental order parent" means a person— 
a. on whose application the court has made an order under section 54 of the 

Human Fertilisation and Embryology Act 2008 in respect of a child; or 
b. who is an intended parent of a child by reference to an application or 

intended application for such an order 

 "section 54A parental order parent" means a person— 
a. on whose application the court has made an order under section 54A of 

the Human Fertilisation and Embryology Act 2008 in respect of a child; or 
b. who is an intended parent of a child by reference to an application or 

intended application for such an order 

  “A section 54 parental order parent elects to be Parent A in relation to a child 
if he agrees with the other section 54 parental order parent of the child that 
he, and not the other section 54 parental order parent, will be Parent A.” 

 
Adoption leave – entitlement/requirements 

 

3. In Section 2 for paragraph 2.2, sub-paragraph 2.2a of the policy substitute: 

“a. are one of the child's section 54 parental order parents and have 
elected to be Parent A or you are the child’s section 54A parental order 
parent; and” 
 

4. In Section 2 at paragraph 2.2 omit sub-paragraph 2.2b as not applicable. 
 
5. In Section 2 for paragraph 2.3 of the policy substitute: 

 
“2.3  In order to take advantage of the right to statutory adoption leave if you are 
the child’s parental order parent who has elected to be Parent A and take 
adoption leave or the child’s section 54A parental order parent, you must give 
HRConnect notice as below: 

 
a) First notification stage 

 
You must give HRConnect written notice of your intention to take adoption leave 
at least 15 weeks before the baby is due and this notice must specify the 
expected week of the child’s birth.  At the same time, you must also provide 
HRConnect with a “parental statutory declaration”. 

 
b) Second notification stage 

 
As soon as reasonably practicable after the child’s birth, you must notify 
HRConnect in writing of the date on which the child was born.” 

 
6. In Section 2 omit paragraph 2.4 as not applicable. 
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7. In Section 2 for paragraph 2.6 of the policy substitute: 

 
“2.6 Within 28 days of receiving your notice of your intention to take adoption 
leave, HRConnect will notify you of the date on which your additional adoption 
leave is due to end.  HRConnect will also advise you of the date on which you are 
due to return to work, which is the next working day after the date your additional 
adoption leave ends.” 

 
8. In Section 2 omit paragraph 2.8 as not applicable. 
 
Statutory adoption pay (SAP) 

9. In Section 4 for paragraph 4.1, sub-paragraph 4.1a of the policy substitute: 
 
“a.  have worked continuously for the NICS for at least 26 weeks ending with the 
15th week before the baby is due;” 

Timing of adoption leave 

10. In Section 5 for paragraph 5.1 of the policy substitute: 

“5.1 Your adoption leave will begin on the day on which the child is born or on the 
following day if you are at work on the day of the birth.” 

11. In Section 5 omit paragraphs 5.2 and 5.3 as not applicable. 

Time off to accompany to antenatal appointments 

12. Section 6 of the policy, as it applies to parental order cases, shall read as if the 
title is reworded as above. 
 

13. For Section 6 of the policy, as it applies to parental order cases, substitute the 
paragraphs below: 
 
“6.1 If you are either a parent of the expected child by virtue of section 42 or 43 of 
the Human Fertilisation and Embryology Act 2008 or a potential applicant for a 
parental order under section 54 or section 54A of that Act in respect of the 
expected child, you have the right to take unpaid time off work to accompany 
the surrogate to up to two antenatal appointments.  The antenatal appointment 
must be made on the advice of a registered medical practitioner, registered 
midwife or registered health visitor. 
 
6.2 You should give your line manager as much notice as possible of when you 
need the time off for the antenatal appointment. It is expected that normally no 
more than half a day will be needed for an antenatal appointment, however the 
time off can be for up to a maximum of six and a half hours on each occasion.   

 
6.3 In order to make a request for time off to accompany someone to an 
antenatal appointment, you should complete an application for unpaid special 
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leave, using the form available on the Employee Services Portal.  You must state 
the following in your application: 

 
a. that you have a qualifying relationship with the expected child of the 

person who is pregnant, 
b. that your purpose in taking time off is to accompany the person who is 

pregnant to an antenatal appointment, 
c. that the antenatal appointment in question has been made on the 

advice of a registered medical practitioner, registered midwife or 
registered health visitor, and 

d. the date and time of the appointment.”  
 
Return to work 
 
14. In Section 9 for paragraph 9.4 of the policy substitute: 
 

“Shared parental leave 
 
9.4  The Maternity and Adoption Leave (Curtailment of Statutory Rights to Leave) 
Regulations (Northern Ireland) 2015 (as modified by the Paternity, Adoption and 
Shared Parental Leave (Parental Order Cases) Regulations (Northern Ireland) 
2015) allow a section 54 parental order Parent A entitled to statutory adoption 
leave whose child was born through a surrogacy arrangement to curtail their 
statutory adoption leave to take, or enable the other section 54 parental order 
parent who is the spouse, civil partner or partner (regardless of gender) of Parent 
A to take, shared parental leave.  For further information on shared parental 
leave eligibility, see HR policy 3.13 Shared Parental Leave.” 
 

Disruption in the course of adoption leave 
 
15. Section 10 of the policy, as it applies to parental order cases, shall read as it the 

title is reworded as above. 
   

16. In Section 10 for paragraph 10.1 of the policy substitute: 
 
“10.1 Sometimes adoption leave is disrupted by circumstances or events as 
outlined below; such “disruptions” may cause your adoption leave to end 
prematurely.  If you begin a period of adoption leave in respect of a child and you 
did not apply for a parental order within the time limit set in section 54(3) or 
section 54A(2) as applicable of the Human Fertilisation and Embryology Act 
2008, or your application for a parental order for the child is refused, withdrawn or 
otherwise terminated without the order being granted and any time limit for an 
appeal or new application has expired,  or the child dies, your adoption leave will 
normally finish eight weeks after the end of the week in which the disruption took 
place. However, where you are taking additional adoption leave and the period of 
26 weeks would have ended within eight weeks of the week in which the 
disruption occurs, additional adoption leave ends on the expiry of the 26-week 
period.” 
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3.02 Maternity Leave  v5.0  
 
 
If you are pregnant you have statutory rights relating to: 

 
 time off to attend antenatal appointments – Section 6 Time off for antenatal care 
 maternity leave – Section 2 Maternity leave - entitlement/requirements  
 maternity pay – Section 4 Statutory maternity pay (SMP) 
 return to the same job – Section 9 Return to work 

 
If you meet specified qualifying conditions, you will be eligible for the more 
generous NICS contractual maternity pay arrangements – Section 3 Contractual 
maternity pay. 

 
To take advantage of these rights, you will need to satisfy the relevant qualifying 
conditions and provide the appropriate notice.  
 
Maternity rights apply to childbirth.  Childbirth is defined as: 
 the birth of a living child or 
 the birth of a child, whether living or not, after 24 weeks of pregnancy. 

 
This policy should be read in conjunction with the Maternity Leave User Guide and 
Maternity Leave FAQs 

 
Further guidance: 
Pregnancy and maternity leave – an aide-memoire for staff 
Pregnancy and maternity leave – an aide-memoire for managers 
 
The following terms within this policy are defined in the glossary: 

 
Average weekly earnings, Additional maternity leave, Childbirth, Compulsory 
maternity  leave, Contractual maternity pay, Expected week of childbirth (EWC), 
Job, Keeping in touch (KIT) days, Maternity allowance (MA), Maternity leave, 
Maternity allowance period, Maternity pay period, Ordinary maternity leave, 
Qualifying week, Statutory maternity pay (SMP), Unpaid maternity leave 

 
You may also be interested in the following policies: 

 
3.03 Paternity Leave, 3.04 Ordinary Parental Leave, 3.06 Public and Privilege 
Holidays, 3.07 Annual Leave,  3.08 Special Leave, 3.10 Alternative and Flexible 
Working Patterns, 6.05 Equality, Diversity and Inclusion, 3.13 Shared Parental 
Leave,  

 
This policy is version 5.0 
 
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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3.02 MATERNITY LEAVE 
 
1 Introduction 

 
1.1 The arrangements in this policy are set out according to whether they are: 

 
a. contractual, in other words, arrangements which are specific to 

the Northern Ireland Civil Service (NICS); or 
 

b. statutory, in other words, the result of legislation. 
 

1.2 The current contractual maternity arrangements, which have been in operation 
since 6 April 2003 in the NICS, were agreed with the industrial trade unions that 
formerly participated in the Central Joint Co-ordinating Council (for industrial staff), 
but  not with the Trade Union Side of the Central Whitley Council. 
 
1.3   Your spouse, civil partner or partner regardless of gender (or the baby’s 
father) may be entitled to paternity leave and pay. “Partner” means a person 
(whether of a different sex or the same sex) who lives with you and the child in 
an enduring family relationship but is not your parent, grandparent, sibling, aunt 
or uncle.  If applicable, full details of paternity leave and pay arrangements in the 
NICS can be found in HR policy 3.03 Paternity Leave. 

 
 
2 Maternity leave – entitlement/requirements 

 
2.1 If you are a pregnant employee who satisfies the requirements at 
paragraph 2.2 below, you are entitled to take 26 weeks’ ordinary 
maternity leave followed immediately by 26 weeks’ additional maternity 
leave.  This entitlement is regardless of your length of service or the 
number of hours you work each week. It will be assumed that you will 
take the full 52-week entitlement unless you give notice of an early return 
to work (see paragraphs 9.3 – 9.4). 

 
Notification and evidential requirements 

 
2.2 To take advantage of the statutory right to maternity leave above, you must: 

 
a. notify HRConnect no later than the end  of the 15th week before 

the expected week of childbirth (EWC), or as soon as reasonably 
practicable, of: 
i. the fact that you are pregnant (to be confirmed by the 

production of a Maternity Certificate, Mat B1); 
 

ii. the week your baby is expected to be born; 
 

iii. when you want your maternity leave to start (the earliest 
possible date for this is 11 weeks before the EWC); 
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and 

 
b. still be pregnant at the start of the 16th week before your EWC, 

or have given birth to a living child before that date. 
 
2.3 If you wish to apply for Maternity Leave, please refer to the Maternity 
Leave User Guide. 

 
2.4 Following notification, HRConnect will respond in writing within 28 days, 
stating the date on which your additional maternity leave will end.  HRConnect 
will also advise you of the date on which you are due to return to work, which is 
the next working day after the date your additional maternity leave ends. 

 
2.5 If you wish to change the start date of your maternity leave, you must 
notify HRConnect in writing at least 28 days in advance (unless this is not 
reasonably practicable). As with paragraph 2.4 above, following notification of a 
change in the start date HRConnect will respond in writing within 28 days, 
stating the date on which your additional maternity leave will end. HRConnect 
will also advise you of the date on which you are due to return to work, which is 
the next working day after the date your additional maternity leave ends. 

 
2.6 HRConnect will not seek confirmation of either the date of the child’s 
birth or the intended date of return from maternity leave.  However, if you 
wish to return to work before the end of your full entitlement to maternity 
leave, you must give HRConnect at least eight weeks’ notice of the date on 
which you wish to return – see Notice to return to work early.   

 
 
3 Contractual maternity pay  

 
Qualifying conditions  

 
3.1 In order to benefit from the contractual maternity pay arrangements, you 
must, in addition to satisfying the notification and evidential requirements set 
out in Section 2 above: 

 
a. state that you intend to return to work in the NICS after the birth of 

your child, and that you agree to repay any payment made during 
that period if you fail to return and complete at least one calendar 
month (“one month”) of paid service on your return; such 
repayment will exclude any statutory maternity pay (SMP) to which 
you are entitled; 

 
b. be in paid service with your Department at the time your maternity 

leave begins and have rendered at least one year’s paid service 
with the NICS, which need not be continuous; 

 
c. not be employed on a temporary appointment; 
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d. not be employed on a fixed-term appointment of less than two 

years; and 
 

e. not be employed on a fixed-term contract of two years or more, the 
unexpired period of which will not permit you to return to the Service 
after your maternity leave and complete at least one month’s service. 

 
If you do not satisfy the qualifying conditions above you must rely on the 
statutory maternity pay arrangements set out in Section 4. 

 
3.2 If you meet the qualifying conditions in paragraph 3.1, you will be paid 
full contractual rate of pay for the first 18 weeks of maternity leave.  Where 
you qualify for both contractual maternity pay and statutory maternity pay, 
contractual maternity pay will count towards the obligation to pay statutory 
maternity pay.  In such cases, the first six weeks of maternity leave will be 
paid at whichever is the higher of either 90% of your average weekly 
earnings or your full contractual rate of pay. 

 
3.3 Following the 18 weeks’ contractual maternity pay you must rely on the 
statutory maternity pay arrangements for the remainder of your maternity leave.  
Further information on statutory maternity pay is set out in Section 4 below. 

 
3.4 Contractual maternity pay is granted on the condition that you intend to 
return to work and that you complete at least one month’s paid service on 
your return to work (see sub-paragraph 3.1a).  Where you have not satisfied 
this requirement, you will be expected to repay any salary or wages for the 
period of maternity leave (less any SMP to which you are entitled).  For the 
arrangements that apply if you take a career break after your maternity leave 
see paragraph 13.1 of this policy.  

 
3.5 NICSHR have discretion to waive repayment where there are good 
reasons why you cannot return or they believe a genuine intention to return 
cannot be realised because of exceptional circumstances.  Repayment will 
always be waived if you provide medical evidence that you will be unable to 
return within the 52 weeks because your child has a disability and requires 
continuous attention at home.  Supporting medical evidence should be sent to 
HRConnect not later than 3 weeks before the end of the 52-week period. 

 
 
4 Statutory maternity pay (SMP) 
  
4.1 In order to qualify for SMP, you must, in addition to satisfying the 
requirements set out in Section 2 above: 

 
a. have worked continuously for the NICS for at least 26 weeks 

continuing into the qualifying week, in other words the 15th week 
before the EWC; and 

b. have average weekly earnings of not less than the lower earnings 
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limit for the payment of National Insurance contributions. 
 
SMP – length of maternity pay period  

 
4.2 If you satisfy the conditions in paragraph 4.1, you will be paid SMP for up 
to a maximum of 39 weeks.  You will receive payment for the first 6 weeks at a 
rate of 90% of your average weekly earnings, followed by up to 33 weeks at 
the standard SMP rate (or 90% of earnings for the full 39 weeks if this is less 
than the standard SMP rate). 
 
4.3 Any maternity leave beyond the 39-week maternity pay period is unpaid. 

 
Maternity allowance 

 
4.4 If you do not qualify for SMP, you should contact your local Social 
Security/Jobs & Benefits office as you may be eligible for maternity 
allowance.  Entitlement to maternity allowance is based on your employment 
and earnings in the 66 weeks ending with the week before the EWC.  Maternity 
allowance is a social security benefit, which you must claim directly.  If you are 
in receipt of maternity allowance, you must inform HRConnect as soon as 
possible of the amount of maternity allowance paid.  Where contractual 
maternity pay is payable, it will be subject to a deduction equivalent to the rate 
of maternity allowance you receive. 

 
Duration of maternity allowance period 

 
4.5 Maternity allowance will be payable for a maximum of 39 weeks. 

 
4.6 Any maternity leave beyond the 39-week maternity allowance period is 
unpaid. 

 
 
5 Timing of maternity leave 

 
5.1 As stated in paragraph 2.2 above, your maternity leave cannot begin 
earlier than the beginning of the 11th week before your EWC unless 
childbirth has taken place before that date. 
 
5.2 Maternity leave will normally begin on the date that you have notified to 
HRConnect. There are, however, a number of exceptions, which are set out 
below. 

 
Childbirth before your intended start date 

 
5.3 If you give birth before your maternity leave has started, your maternity 
leave will start automatically and it begins on the day after the date of 
childbirth.  In order to preserve your rights to maternity leave and pay, you 
must, as soon as reasonably practicable, notify your line manager who will 
pass this information on to HRConnect and, if you have not already done so, 
you must submit evidence of the date the child was expected. 
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Absence for a pregnancy-related reason before the intended start date 

 
5.4 If you specify that you wish to begin your maternity leave any time after the 
beginning of the 4th week before your EWC, the following restrictions apply.  If 
you are on a pregnancy-related sickness absence immediately before your 
specified date, or childbirth occurs during the period of sickness absence, the 
start of maternity leave will be brought forward to whichever is the later of: 

 
a. the day following the first day of the period of sickness absence, or 

the day following the beginning of the 4th week before the   
expected week of childbirth. 

 
5.5  If, because of the circumstances described at 5.3 and 5.4 above, your 
maternity leave commences earlier than you had intended, your additional 
maternity leave end date will also have changed from that already notified to 
you under paragraph 2.4.  HRConnect will, within 28 days of becoming aware 
that paragraph 5.3 or paragraph 5.4 is applicable, notify you of the revised date 
on which your additional maternity leave will end. HRConnect will also advise 
you of the date on which you are due to return to work, which is the next 
working day after the date your additional maternity leave ends. 
 
5.6 It will be assumed that you are taking your full maternity leave 
entitlement unless you give notice to return to work early in accordance with 
paragraphs 9.3-9.4 below. 

 
Compulsory maternity leave 

 
5.7 Regulation 8 of the Maternity and Parental Leave etc. Regulations 
(Northern Ireland) 1999 provides that an employee who is entitled to statutory 
maternity leave shall not work, or be permitted by their employer to work, 
during the two-week period commencing with the date of childbirth.  You 
should not, therefore, notify HRConnect of a return date from maternity leave 
that is within two weeks of your expected date of childbirth. 

 
 
6 Time off for antenatal care 
 
6.1 Under Article 83 of the Employment Rights (Northern Ireland) Order 1996, 
if you are pregnant and you have, on medical advice, made an appointment to 
receive antenatal care, you are entitled to be permitted time off to keep the 
appointment. Except for the first appointment, you may be asked to produce a 
certificate of pregnancy and proof that the appointment has been made. You 
will be paid for the period of absence at the normal rate of pay (including any 
shift disturbance allowance). 

 
6.2  A person with whom you, or your expected child, has a qualifying 
relationship may have a statutory entitlement to be permitted unpaid time off 
during working hours to accompany you to antenatal appointments on up to two 
occasions.  If applicable, please refer to Section 9 of HR policy 3.03 Paternity 
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Leave for details of the arrangements in the NICS.  
 
 
7 Contact during maternity leave 

 
7.1 Your Department may make reasonable contact with you from time to 
time while you are on maternity leave in order, for example, to keep you 
informed of developments at the workplace or to discuss arrangements for 
your return to work. 

 
7.2 What constitutes “reasonable” contact will vary according to the 
circumstances.  Some of you may prefer to keep such contact to a minimum, 
while others may not mind frequent contact.  Therefore, before your maternity 
leave begins, you should discuss arrangements for staying in touch with your 
line manager.  This should include agreement on the reasons for making 
contact, who will initiate contact, the way(s) in which contact will be made and 
how often, and the process for agreeing to work keeping in touch days (see 
Section 8 below). 

 
 
8 Keeping in Touch days 

 
8.1 Under the Maternity and Parental Leave etc. (Amendment) Regulations 
(Northern Ireland) 2006, an employee on maternity leave may agree with their 
employer to work for up to 10 keeping in touch (KIT) days during their maternity 
leave without losing SMP or maternity allowance, or bringing their maternity 
leave to an end as a result.  This provision is intended to help to ease your 
return to work.  KIT days differ from the reasonable contact mentioned in 
Section 7 above as during KIT days you can actually carry out work for your 
employer.  Working KIT days has no effect on the end date of your maternity 
leave. 

 
8.2 For the purposes of this arrangement, “work” means any work done for 
your employer and may include training or any activity undertaken by you for 
the purposes of keeping in touch with the workplace.  For example, they could 
be particularly useful in enabling you to attend a conference or attend for a 
team meeting. Any KIT days worked under this provision must be by 
agreement between you and your line manager.  Your line manager has no right 
to demand that any such KIT day is worked, nor have you any right to work a 
KIT day.  The type of work that you undertake on KIT days is a matter for 
agreement between you and your line manager.  Only line managers at Staff 
Officer (SO) level or above may agree a request to work a KIT day. 

 
When KIT days may be worked 

 
8.3 KIT days may be worked at any stage during the maternity leave period 
except during the two weeks of compulsory maternity leave (see paragraph 
5.7 above). Although you may work a maximum of 10 KIT days (see 
paragraph 8.1), these need not be worked on consecutive days and working 
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for part of a day will count as one of the 10 days. 
 
Arranging to work a KIT day 

 
8.4 KIT days may only be worked by agreement.  If you wish to take 
advantage of working a KIT day, you must contact your line manager (at SO 
level or above) who will consider the request. 

 
8.5 If your line manager wishes to offer you the opportunity to work a KIT day 
during your maternity leave, for example, to attend a training activity, contact 
will be made with you through the agreed contact arrangements (see 
paragraph 7.2). As KIT days may only be worked by agreement, you are 
entitled to turn the offer down without suffering any consequences as a result. 

 
Payment for KIT days worked 

 
8.6 The payment of contractual maternity pay or SMP is not affected by 
working any of the 10 permitted KIT days.  Therefore, if you work a KIT day, 
you will continue to receive any contractual maternity pay or SMP (or maternity 
allowance) that is due for that day.  Where you are entitled to an additional 
payment (see paragraph 8.7), it will be paid as basic pay. Although working for 
part of a day will count as one of the 10 KIT days, any entitlement to payment 
will be calculated using the net hours actually worked. 

 
8.7 The total of maternity pay and any additional payment due for working a 
KIT day will not exceed your contractual daily rate of pay.  In practice, this 
means that: 

 
a. if you work a KIT day while receiving NICS contractual 

maternity pay, you will receive no extra payment, 
 

b. if you work a KIT day while receiving only SMP*, you will receive 
payment for the net hours actually worked at your normal 
contractual rate of pay, in addition to SMP, within the overall 
limit of your contractual daily rate of pay, 

 
and 

 
c. if you work a KIT day while on unpaid maternity leave, you will 

receive your contractual rate of pay for the net hours you work. 
 
* For the purposes of KIT days, maternity allowance will be treated the same as 
SMP and when calculating payment for working a KIT day, a notional daily rate 
of SMP or maternity allowance, equivalent to one seventh of the appropriate 
weekly rate, will be used. 
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Example 
 
Your contractual daily rate of pay is £66.00.  You work half a KIT day for which 
you would earn £33.00.  The level of additional payment (if any) to which you are 
entitled will depend on the maternity pay you are receiving for that day. 

 
If the half KIT day is worked while 

 
a. you are receiving NICS contractual maternity pay, in other words 

usually during the first 18 weeks of maternity leave, you will 
receive no extra payment, 

 
b. you are receiving SMP only, you will be paid £54.60, which is made 

up of the £33.00 that you earned plus the notional daily amount of 
SMP** (£21.60), or 

 
c. you are on unpaid maternity leave, you will be paid £33.00 as basic 

pay. 
 
** This will vary according to the rate of SMP in effect at any given time. For the 
purposes of this example, the weekly rate of SMP has been taken as £151.20 
(the rate applicable for 2020/21), making the notional daily rate £21.60). 

 
8.8 When you work a KIT day, please refer to the Maternity Leave User Guide 
for process details, complete the appropriate form and pass it to your line 
manager (at SO level or above) for authorisation.  The line manager must then 
send the completed form to HRConnect for processing. 

 
Pensions 

 
8.9 Additional maternity leave, except during the maternity pay period, is not 
reckonable for pension purposes.  However, where a KIT day is worked during 
this period, that day will reckon for pension purposes. 

 
 
9 Return to work 

 
9.1 If you are returning to work after maternity leave, you will return to the 
same job on the same terms and conditions as if you had not been absent. 
 
9.2 If you resign because you do not intend to return to work after maternity 
leave, but later wish to return by the date on which you would otherwise have 
been due to return following your full entitlement to maternity leave because of 
a radical change in circumstances such as the child’s stillbirth, you have no 
absolute right to return but may be allowed to do so and, if at all possible, in 
accordance with paragraph 9.1.  In these circumstances, your resignation will 
be cancelled and the period of absence will be counted as maternity leave. 
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Notice to return to work early 
 
9.3 If you wish to return to work earlier than the end of your additional 
maternity leave entitlement, you must give HRConnect at least eight weeks’ 
notice of the date on which you intend to return.  Failure to do so will result in 
your return to work date being postponed until the eight weeks’ notice has been 
given, but not to a date after the end of your additional maternity leave period.  
Please refer to the Maternity Leave User Guide for details. 

 
9.4 If, after having notified HRConnect that you intend to return to work before 
the expiry of your 52-week maternity leave entitlement, you change your mind 
and decide that you want to return on an earlier date, you must give 
HRConnect at least eight weeks’ notice of the new date.  If you want to return 
on a later date, you must give HRConnect at least eight weeks’ notice ending 
with the date on which you are currently due to return.  Please refer to the 
Maternity Leave User Guide for more information. 

 
Shared parental leave 

 
9.5 The Maternity and Adoption Leave (Curtailment of Statutory Rights to 
Leave) Regulations (Northern Ireland) 2015 allow eligible employees to curtail 
their statutory maternity leave to take, or enable their spouse, civil partner or 
partner regardless of gender (or the baby’s father) to take, shared parental leave.  
For further information on shared parental leave eligibility, see HR policy 3.13 
Shared Parental Leave. 

 
 
10 Health and safety 

 
10.1 Once a line manager becomes aware that an employee is pregnant, or is 
informed that they have given birth in the last six months or are breastfeeding, 
they must arrange for a specific risk assessment of the employee’s work 
activities to be undertaken and protect the employee from having to work in 
areas that might be detrimental to their health. Where necessary, the line 
manager should seek advice and guidance from their Departmental Health and 
Safety Adviser/Officer.  
 
10.2 If you are pregnant, have given birth in the last six months or are 
breastfeeding, and feel that there is a health and safety risk from your post or 
workplace to yourself or your baby, you should bring your concerns to the 
attention of your line manager without delay. 

 
 
11 Sickness absence before or after maternity leave 

 
11.1 If you are unfit for work during pregnancy (before maternity leave begins) 
or following maternity leave, the sick pay arrangements outlined in HR policy 
3.01 Sickness Absence will apply. 
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11.2 If you are on a pregnancy-related sickness absence immediately prior to 
the notified start date of your maternity leave, the actual start date will be 
brought forward in accordance with paragraph 5.4. 

 
 
12 Resignation during maternity leave 

 
12.1 If you have commenced maternity leave and then find that you will be unable 
to honour your undertaking to return to duty, you must inform your line 
management of your resignation as soon as possible. 

 
Starting work for another employer 

 
12.2 If you start work for another employer after your child is born and during 
the maternity pay period (in other words the period during which SMP is 
payable), you must advise HRConnect within seven days as your 
Department’s liability to pay SMP ceases for the remainder of the maternity 
pay period. 

 
 
13 Career break immediately following a period of maternity 
leave 
 
13.1 Where you apply for, and are granted, a career break immediately 
following a period of maternity leave, there is no need for you to return to work 
for one month before starting your career break.  However, you must take 
whatever annual leave is due to you as well as any time off in lieu that you 
accrued for public and privilege holidays that fell during your maternity leave. 
(Both of these count as paid service for the purposes of the required one month 
of service in sub-paragraph 3.1a of this policy.)  If you do not complete one 
month’s paid service between the end of your maternity leave and the start of 
your career break and you subsequently resign during the career break, or you 
fail to return to work at the end of it and complete the required period of service, 
you will be expected to repay the contractual maternity pay paid to you (less any 
SMP to which you were entitled). 
 
 
14 Overlapping periods of maternity leave 

 
14.1 Where you satisfy the qualifying conditions for contractual maternity pay 
and you wish to start a second period of maternity leave before the first period 
has finished, or within one month of a completed period of maternity leave, 
you will only be entitled to contractual maternity pay provided you sign a new 
undertaking to repay contractual maternity pay (less any statutory maternity 
pay paid) if you fail to return to work for at least one month at the end of the 
second period of maternity leave.  NICSHR may waive the requirement to 
return to work for at least one month in order to retain contractual maternity pay 
for the first period of maternity leave. 
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3.03 Paternity Leave   

 
The policy outlines arrangements for paternity leave and pay.  
 
You may be entitled to paternity leave and pay if you are 
 
 an expectant father; or 
 the spouse, civil partner or partner, regardless of gender, of a person who is 

having a baby but not the biological father of the baby; or 
 the spouse, civil partner, or partner, regardless of gender, of a person who 

is due to adopt a child; or 
 adopting a child jointly with another person, who has elected to take 

statutory adoption leave; or 
 the second intended parent in a surrogacy (parental order) case, in other 

words, you are not the intended parent who has elected to take adoption 
leave. 

 
You may also have a right to unpaid time off work to accompany a person who 
is pregnant to antenatal appointments if they wish you to do so (Section 9 Time 
off to accompany to antenatal appointments) or, if you are adopting jointly with 
another person, to attend adoption appointments (Section 10 Time off to attend 
adoption appointments). 

 
To take advantage of these rights, you will need to satisfy the relevant qualifying 
conditions and provide the appropriate notice. 

 
This policy should be read in conjunction with the Paternity Leave User Guide 
and Paternity Leave FAQS. 

 
 
 

You may also be interested in the following policies: 

3.02 Maternity Leave, 3.04 Ordinary Parental Leave, 3.05 Adoption Leave, 
3.07 Annual Leave, 3.08 Special Leave, 3.10 Alternative Working Patterns, 
3.13 Shared Parental Leave , 6.05 Equality, Diversity and Inclusion 

 
 
This policy is version 6.0 
 
 
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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3.03 PATERNITY LEAVE 
 

1 Introduction 
 
1.1 The following paragraphs detail the Northern Ireland Civil Service (NICS) 
arrangements for paternity leave and pay (birth) and paternity leave and pay 
(adoption). 

 
The leave and pay arrangements are set out according to whether they are: 
 

a. contractual, in other words, arrangements which are specific to the 
NICS; or 

b. statutory, in other words, the result of legislation. 
 
1.2 The entitlement to two consecutive days’ paid contractual paternity leave only 
applies in circumstances where, but for your length of service at the relevant time of 
less than 26 weeks, you would otherwise meet the applicable eligibility criteria for 
statutory paternity leave. 
 
1.3 If you have corresponding entitlements to paternity leave under both the 
statutory arrangements and the contractual arrangements, you may not exercise 
these entitlements separately. Therefore, if you satisfy the eligibility criteria for 
statutory paternity leave, and choose to take one or two consecutive weeks’ leave, 
the first two days of your one or two week period of statutory leave will be paid at 
the more favourable contractual pay rate and, if you are eligible for statutory 
paternity pay, the remaining period will be at the statutory pay rate, otherwise the 
period beyond the first two paid days will be unpaid.  
 
1.4 Only a single period of paternity leave (of two days, one week or two weeks’ 
duration) is available per pregnancy or adoption arrangement.  The entitlement to 
a single period of paternity leave is not affected by: 
 

 the birth, or expected birth, of more than one child as a result of the same 
pregnancy; 

 the placement for adoption of more than one child as part of the same 
arrangement; or 

 the fact that more than one child is the subject of adoption from overseas as 
part of the same arrangement. 

 
1.5 When paternity leave rights apply to a child’s birth, this means the birth of a 
living child or the birth of a child, whether living or not, after 24 weeks of 
pregnancy. 
 
1.6 The statutory definitions of “adopter” and “adoption agency” in the Paternity 
and Adoption Leave Regulations (Northern Ireland) 2002 are included within the 
Information note at Annex A. The definition of “adopter” as modified by the 
Paternity and Adoption Leave (Adoption from Overseas) Regulations (Northern 
Ireland) 2003 is included within the Information note at Annex B. 
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1.7 Throughout this policy: 
 

 “father” means the biological father of the child; 
 “mother” means the person, regardless of gender, who gave birth to the child; 
 “partner”, in relation to a child’s mother or adopter, means a person (whether 

of a different sex or the same sex) who lives with the mother or adopter and 
the child in an enduring family relationship but is not the mother or adopter's 
parent, grandparent, sister, brother, aunt or uncle. 

 
1.8  Private adoptions, without permission from a UK authority or adoption 
agency and adoptions by those with whom the child has an existing relationship 
such as a step-parent adopting a partner’s child are excluded from this policy as 
they are from HR policy 3.05 Adoption Leave. 
 
Fostering for adoption/prospective adopters 
 
1.9  A right to paternity leave and pay may arise in a fostering for adoption 
arrangement, as a result of a person who is an approved foster parent and also an 
approved prospective adopter being notified that a child is to be placed with them 
as part of such an arrangement where you are the spouse, civil partner or partner 
of that person at the time of placement. A right to paternity leave and pay may also 
arise where a notification is received that a child is to be placed with a couple 
jointly under a fostering for adoption arrangement where you are the member of 
the couple who does not elect to take adoption leave. 
 
1.10 These circumstances are further described at (b) and (d) of the statutory 
definition of “placed for adoption”. This definition is contained in the Information 
note at Annex A along with other definitions which explain how terms used in this 
policy include and apply to fostering for adoption arrangements. 

 
1.11 If you take paternity leave when the child is initially placed under a fostering 
for adoption arrangement, you cannot make a new claim for paternity leave and 
pay once the formal adoption goes through– see sub-paragraph 6.2c. 

 
Adoption from overseas 

 
1.12 If you are the spouse, civil partner or partner, regardless of gender, of a 
person who is adopting a child from overseas you may have a right to take paternity 
leave and to receive paternity pay if you satisfy the qualifying conditions. Please 
see the Information note at Annex B for further details including definitions and 
modifications to this policy.   
 
Surrogacy (parental order) cases 
 
1.13 If you are having a child with another person through a surrogacy 
arrangement you may be entitled to take paternity leave if you are eligible for and 
intend to apply for, or have already obtained, a parental order. Please see the 
Information note at Annex C for further details including definitions and 
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modifications to this policy. 
 
1.14 Please note parents who have a child with the help of a surrogate and who do 
not meet the conditions to apply for a parental order (this will include parents who 
have no genetic link to the child), or who meet the conditions but do not intend to 
apply for parental order, are not eligible for paternity leave and pay. 

 
 
2 Contractual paternity leave and pay (birth) 

 
Eligibility, leave and pay 

 
2.1 Irrespective of the hours you work or the length of time you have served in 
the NICS, you may apply for two consecutive days’ paternity leave (birth) at 
your full contractual rate of pay for the purpose of caring for the child or 
supporting the child’s mother if: 

 
a. you are the child’s father and you have, or expect to have, 

responsibility for the child’s upbringing (or you would have satisfied 
that condition but for the fact the child was stillborn after 24 weeks of 
pregnancy or has died); or 
 

b. you are the mother’s spouse, civil partner or partner, regardless of 
gender, but not the child’s father at a. above and you have, or expect 
to have, the main responsibility (apart from the child’s mother) for the 
child’s upbringing (or you would have satisfied that condition but for 
the fact the child was stillborn after 24 weeks of pregnancy or has 
died). 

 
2.2 The leave is not restricted to the time of birth but must be taken within 56 
days of either the actual date of birth or the expected week of childbirth if the 
child is born early. 
 
2.3 If you satisfy the eligibility criteria for statutory paternity leave (birth), you 
have the option of taking a longer period of paternity leave – see Section 3 for 
details. 

 
3 Statutory paternity leave and pay (birth) 

 
Eligibility 

 
3.1 You are entitled to statutory paternity leave (birth) under the Paternity and 
Adoption Leave Regulations (Northern Ireland) 2002, for the purpose of caring for 
the child or supporting the child’s mother, if: 

 
a. you are the child’s father and you have, or expect to have, 

responsibility for the child’s upbringing (or you would have satisfied 
that condition but for the fact the child was stillborn after 24 weeks of 
pregnancy or has died); or 
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b. you are the mother’s spouse, civil partner or partner, regardless of 
gender, but not the child’s father at a. above and you have, or expect 
to have, the main responsibility (apart from the child’s mother) for the 
child’s upbringing (or you would have satisfied that condition but for 
the fact the child was stillborn after 24 weeks of pregnancy or has 
died); and 

 
 

c. you have worked continuously for the NICS for at least 26 weeks 
by the end of the 15th week before the expected week of the 
child’s birth (or you would have satisfied that condition but for the 
fact that the baby was born earlier than the 14th week before the 
week in which its birth was expected, and you would have been 
continuously employed for such a period if your employment had 
continued until that 14th week). 

 
3.2 You are not entitled to be absent on paternity leave (birth) if you have taken 
any shared parental leave in respect of the child. 
 
 
Leave entitlement 

 
3.3 If you satisfy the eligibility criteria at paragraphs 3.1 - 3.2, you are entitled 
to take either one week or two consecutive weeks’ statutory paternity leave (birth) 
within 56 days of either: 

 
a. the actual date of birth; or 
b. the expected week of birth if the child is born early. 

 
3.4 Statutory paternity leave (birth) must be taken in a block of either one or two 
weeks. Should you wish to take a shorter period of paternity leave, you have the 
option of applying for two days’ contractual paternity leave (see Section 2). 

 
3.5 Only one period of statutory paternity leave (birth) is available irrespective 
of the birth, or expected birth, of more than one child as a result of the same 
pregnancy. 

 
Pay entitlement 

 
3.6 Statutory paternity pay is paid at a weekly rate set by the Government for 
the relevant tax year or at 90% of your average weekly earnings, if this figure is 
lower than the set weekly rate. In order to qualify for statutory paternity pay you 
must have average weekly earnings of not less than the lower earnings limit for 
the payment of National Insurance contributions. The first two days of paternity 
leave will, under contractual paternity arrangements, be at your full contractual 
rate of pay (see Section 2). 

 
 
4 Notification requirements for paternity leave (birth) 
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Notification of intention to take paternity leave (birth) 
 
4.1 If you wish to take paternity leave (birth) you should notify HRConnect in 
writing no later than the 15th week before the expected week of childbirth, or as 
soon as reasonably practicable, of: 

 
a. the week the baby is expected to be born; 
b. the length of the period of leave you wish to take (ie two days, one 

week or two consecutive weeks); and 
c. when you wish your paternity leave to start (see paragraph 4.2 for 

the options).  
 
4.2 You may choose to begin your leave from the date of the child's birth 
(whether this is earlier or later than expected), from a chosen number of days or 
weeks after the date of the child's birth (whether this is earlier or later than 
expected) or from a predetermined date which is later than the first day of the 
expected week of the child’s birth. If you choose to begin your paternity leave from 
the date of the child’s birth and you are at work on this day, then paternity leave 
begins the following day. 

 
4.3 The information should be provided using the appropriate self-certified form- 
refer to the Paternity Leave User Guide for details. If you do not have access to 
the Employee Service Portal, you should contact HRConnect who will provide 
you with a copy of the relevant form. 

 
4.4 If you wish to change the start date of your paternity leave, you must 
advise HRConnect at least 28 days in advance (unless this is not reasonably 
practicable). 
 
Notification of the child’s date of birth 
 
4.5 As soon as reasonably practicable after the child’s birth you must notify 
HRConnect of the date on which the child was born. 

 
 
5 Contractual paternity leave and pay (adoption) 

 
Eligibility, leave and pay 

 
5.1 Irrespective of the hours you work or the length of time you have served in 
the NICS, you may apply for two consecutive days’ paternity leave (adoption) 
at your full contractual rate of pay for the purpose of caring for the adopted child 
or supporting the child’s adopter if: 

 
a. you have, or expect to have, the main responsibility (apart from the 

adopter) for the child’s upbringing (or you would have satisfied that 
condition but for the fact that the child’s placement with the adopter 
has ended); and 

b. you are the adopter’s  spouse, civil partner or partner, regardless of 
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gender. 
 
5.2 The leave is not restricted to the time of placement, but must be taken 
within 56 days of the actual date of placement. 
 
5.3 If you satisfy the eligibility criteria for statutory paternity leave (adoption), you 
have the option of taking a longer period of paternity leave – see Section 6 for 
details.  
 
6 Statutory paternity leave and pay (adoption) 

 
Eligibility 

 
6.1 Statutory paternity leave and pay is available in cases of adoption where the 
child is newly matched to the adopter by an approved adoption agency. You 
are entitled to statutory paternity leave (adoption) under the Paternity and 
Adoption Leave Regulations (Northern Ireland) 2002 for the purpose of caring for 
the adopted child or supporting the child’s adopter if:  

 
a. you have, or expect to have, the main responsibility (apart from the 

adopter) for the child’s upbringing (or you would have satisfied that 
condition but for the fact that the child's placement with the adopter 
has ended);  

b. you are the adopter’s spouse, civil partner or partner, regardless of 
gender; and 

c. you have worked continuously for the NICS for at least 26 weeks 
ending with the week in which the child’s adopter is notified in 
writing, by an approved adoption agency that they have been 
matched with the child for adoption. 

 
6.2 You are not entitled to be absent on paternity leave (adoption) if: 
 

a. you have taken any shared parental leave in respect of the child; 
 

b. you have already exercised a right to paid time off to attend an 
adoption appointment in respect of the same child (and are, thus, the 
adopter); or 

c. you have already taken paternity leave as a result of the same child 
being placed with a prospective adopter under a fostering for 
adoption arrangement.  

 
Leave entitlement 

 
6.3 If you satisfy the eligibility criteria in paragraphs 6.1- 6.2, you are entitled 
to take either one week or two consecutive weeks’ statutory paternity leave 
(adoption) within 56 days of the date of the child’s placement (whether this is 
earlier or later than expected). 
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6.4 Statutory paternity leave (adoption) must be taken in a block of either one 
week or two consecutive weeks. Should you wish to take a shorter period of 
paternity leave, you have the option of applying for two days’ contractual 
paternity leave (adoption) (see Section 5). 
 
6.5 Only one period of statutory paternity leave (adoption) is available on the 
occasion of each adoption, irrespective of the number of children placed for 
adoption as part of the same arrangement. 

 
Pay entitlement 

 
6.6 Statutory paternity pay is paid at a weekly rate set by the Government for 
the relevant tax year or at 90% of your average weekly earnings, if this figure is 
lower than the set weekly rate. In order to qualify for statutory paternity pay you 
must have average weekly earnings of not less than the lower earnings limit for 
the payment of National Insurance contributions. The first two days of paternity 
leave (adoption) will, under contractual paternity arrangements, be at your full 
contractual rate of pay (see Section 5). 

 
 

7 Notification requirements for paternity leave (adoption) 

 
Notification of intention to take paternity leave (adoption) 
 
7.1 If you wish to take paternity leave (adoption), you must notify HRConnect 
within seven days of the date on which the adopter  is notified by the adoption 
agency of having been matched with the child for adoption (or as soon as is 
reasonably practicable). Your notice must specify the following: 
 

a. the date on which the adopter was notified by the adoption agency 
of having been matched with the child; 

b. the date on which the child is expected to be placed with the 
adopter;  

c. the length of the period of paternity leave (adoption) you have 
chosen to take (in other words, two days, one week or two 
consecutive weeks); and 

d. the date on which you want your paternity leave (adoption) to start 
(see paragraph 7.2 for the options available). 

 
7.2 You may choose to begin your leave from the date on which the child is 
placed with the adopter, from a chosen date falling a specified number of days 
after the date on which the child is placed for adoption with the adopter or from a 
predetermined date which is later than the date on which the child is expected to 
be placed for adoption with the adopter.  If you choose to begin your paternity 
leave from the date the child is placed with the adopter and you are at work on this 
day, then paternity leave begins the following day. 
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7.3 The information should be provided using the appropriate form, information 
on which can be found in the  Paternity Leave User Guide. If you do not have 
access to Employee Self-Service, you should contact HRConnect who will 
provide you with a copy of the relevant form. 
 
7.4 If you wish to change the start date of your paternity leave (adoption), you 
must advise HRConnect at least 28 days in advance (unless this is not 
reasonably practicable). 
 
Notification of the child’s date of placement 
 
7.5 As soon as reasonably practicable after the child’s placement, you must 
notify HRConnect of the date on which the child was placed. 
 
8 Return to work 

 
8.1 You are entitled to return to the same job on the same terms and 
conditions following paternity leave. 

 
 
9 Time off to accompany to antenatal appointments 
 
9.1 Under Article 85ZE of the Employment Rights (Northern Ireland) Order 1996, 
if you have a qualifying relationship with a  person who is pregnant  or their 
expected child (see definition of “qualifying relationship” in paragraph 9.2 below), 
you are entitled to be permitted to take time off work to accompany themto an 
antenatal appointment on up to two occasions.  This time off will be unpaid and the 
antenatal appointment must be made on the advice of a registered medical 
practitioner, registered midwife or registered health visitor. 
 
9.2 You have a “qualifying relationship” with a person who is pregnant or their 
child if you are: 
 

a. the spouse, civil partner  or partner, regardless of gender, of the 
person who is pregnant, or  

b. the father of the expected child. 
 
9.3 You should give your line manager as much notice as possible of when you 
need the time off for the antenatal appointment.  It is expected that normally no 
more than half a day will be needed for an antenatal appointment, however the time 
off can be for up to a maximum of six and a half hours on each occasion. 
 
9.4 In order to make a request for time off to accompany someone to an antenatal 
appointment, you should complete an application for unpaid special leave, using 
the form available on the Employee Services Portal.   You must state the following 
in your application: 
 

a. that you have a qualifying relationship with a person who is 
pregnant or their expected child; 
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b. that your purpose in taking time off is to accompany the person who 
is pregnant to an antenatal appointment; 

c. that the antenatal appointment in question has been made on the 
advice of a registered medical practitioner, registered midwife or 
registered health visitor; and 

d. the date and time of the appointment.  
 
 
10 Time off to attend adoption appointments 
 
10.1 Under Article 85ZL of the Employment Rights (Northern Ireland) Order 1996, 
if you have been notified by an adoption agency that a child is to be, or is expected 
to be, placed for adoption with you and another person jointly, and the other 
person has elected to be the “adopter”, you are entitled to be permitted to take 
unpaid time off work to attend up to two adoption appointments prior to the date on 
which the adoption placement commences.  The maximum time off during working 
hours to which you are entitled is six and a half hours on each of those occasions.  
 
10.2 The purpose of the adoption appointment must be to enable you to have 
contact with the child or for any other purpose connected with the adoption (for 
example, to meet with the professionals involved in the care of the child).   
 
10.3 The appointment must have been arranged by, or at the request of, the 
adoption agency. The time off must be taken before the date of the child’s 
placement for adoption. 
 
10.4 You should give your line manager as much notice as possible of when you 
need the time off for the adoption appointment.  The time off to attend an adoption 
appointment is capped at six and a half hours on each occasion.  However, you 
should only take the time off that you need to attend the appointment. 
 
10.5 In order to make a request for time off to attend an adoption appointment, 
you must submit an application for unpaid special leave using the form available 
on the Employee Services Portal.    

 
10.6 The following information must be included in your application: 
 

a. the date and time of the appointment; 
 

b. a statement confirming that the adoption appointment has been 
arranged by, or at the request of, the adoption agency that made 
the notification described in paragraph 10.1; and 

 
c. a declaration that you have elected to take unpaid time off to attend 

an adoption appointment in accordance with Article 85ZL(2)(b) of 
the Employment Rights (Northern Ireland) Order 1996.  

 
10.7 Your line manager may ask for proof (for example, a letter or email from the 
adoption agency) of the date and time of the appointment and that the 
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appointment has been arranged by or at the request of the adoption agency which 
made the notification described in paragraph 10.1. 
 
Fostering for adoption/prospective adopters 
 
10.8 Article 85ZS(1) of the Employment Rights (Northern Ireland) Order 1996 
provides the entitlement in Article 85ZL may extend to you in circumstances where 
an authority notifies a person who is an approved foster parent and an approved 
prospective adopter that a child looked after by it is to be, or is expected to be, 
placed with you and another person jointly under a fostering for adoption 
arrangement. Article 85ZS(3) makes provision for regulations to further detail when 
this entitlement arises. 
 
10.09 The Time Off to Attend Adoption Appointments (Prospective Adopters) 
Regulations (Northern Ireland) 2015 detail: 
 
- the modified effect particular references within Article 85ZL have in those 
circumstances (See paragraph 4, Annex A for further information); and  
- the further condition to be satisfied which is that the authority is considering 
whether the person would be a suitable adoptive parent. 
 
10.10 Article 85ZS(4) clarifies where you have already exercised your entitlement 
under Article 85ZS you cannot subsequently exercise an entitlement under Article 
85ZL. This means once the child is in a fostering for adoption placement if a 
(placed for adoption) notification as described in paragraph 10.1 above is 
subsequently received no new entitlement to unpaid time off arises. 
 
11 Shared parental leave 
 
11.1 Shared parental leave enables eligible employees who are on maternity or 
adoption leave to end their maternity/adoption entitlements and share the untaken 
balance of maternity or adoption leave and pay as shared parental leave and pay 
with (in the case of maternity leave) the child’s father and (in the case of both 
maternity and adoption leave) their spouse, civil partner or partner, regardless of 
gender – see HR policy 3.13 Shared Parental Leave for full details. You can 
choose to take both paternity leave and shared parental leave, if you are eligible, 
but the period of paternity leave must come first.  You cannot take paternity leave 
if you have already taken a period of shared parental leave in relation to the same 
child. 
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ANNEX A 
 
INFORMATION NOTE – STATUTORY DEFINITIONS/ FOSTERING FOR 
ADOPTION ARRANGEMENTS 
 
1. Please see main statutory definitions in paragraph 3 below. Selected definitions 

explain how terms in this policy include and apply to foster parents who are also 
approved prospective adopters when notified that a child is to be, or is expected 
to be, placed with them and another person (who has elected to be the child’s 
“adopter”) jointly as part of a fostering for adoption arrangement (or when a 
person is the partner, civil partner or spouse, regardless of gender, of a person 
individually so notified). 

 
2. As regards Section 10 of the policy, paragraph 4 below details the modified effect 

particular references in Article 85ZL of the Employment Rights (Northern Ireland) 
Order 1996 have in the circumstances when Article 857S(3) of that Order applies. 

 
3. For the purposes of HR policy 3.03 Paternity Leave, under regulation 2 of the 

Paternity and Adoption Leave Regulations (Northern Ireland) 2002: 
 

 “adopter”, in relation to a child, means a person who has been matched 
with the child for adoption, or, in a case where two people have been 
matched jointly, whichever of them has elected to be the child's adopter for 
the purposes of these Regulations; 

  “adoption agency”  has the meaning given by Article 3(3) of the Adoption 
(Northern Ireland) Order 1987 and, in relation to England and Wales, by 
section 2(1) of the Adoption and Children Act 2002 and, in relation to 
Scotland, by section 119(1) of the Adoption and Children (Scotland) Act 
2007; 

 “placed for adoption” means –  
(a) placed for adoption by virtue of regulation 12 of the Adoption Agencies 

Regulations (Northern Ireland) 1989;  
(b) placed by an authority with a person who is an approved foster parent*  

who is also an approved prospective adopter* where the authority*- 
i. is considering adoption for the child, or  
ii. is satisfied that adoption is in the best interests of the child,  

                                                           

* “Approved foster parent”, “approved prospective adopter” and “authority” are defined in Article 
112BA(4) of the Employment Rights (Northern Ireland) Order 1996: 

 “approved foster parent” means a person approved as a foster parent by the authority under 
regulation 3 of the Foster Placement (Children) Regulations (Northern Ireland) 1996 

 “approved prospective adopter” means a person considered by the authority by virtue of the 
Adoption Agencies Regulations (Northern Ireland) 1989 to be a person suitable to adopt a 
child 

 “authority” has the same meaning as in the Children (Northern Ireland) Order 1995 (see 
Article 2(2) and (3) of the Order)                                                                                                                                                                                                                                    
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and is considering whether that person would be a suitable adoptive 
parent for that child;  

(c) placed for adoption under the Adoption and Children Act 2002 or the 
Adoption and Children (Scotland) Act 2007;  

(d) placed in accordance with section 22C of the Children Act 1989 with a 
local authority foster parent who is also a prospective adopter;  

  “prospective adopter” means a person who has been notified of being an 
approved prospective adopter or a person who has been approved as 
suitable to adopt a child and has been notified of that decision in 
accordance with regulation 30B(4) of the Adoption Agencies Regulations 
2005; 

  “For the purposes of these Regulations- 
 

(a) a person is matched with a child for adoption when an adoption 
agency decides that that person would be a suitable adoptive parent 
for the child either individually or jointly with another person; 

(b) in a case where sub-paragraph (a) applies, a person is notified of 
having been matched with a child on the date that person receives 
notification of the agency’s decision, under regulation 11(2)(d) of the 
Adoption Agencies Regulations (Northern Ireland) 1989, regulation 
33(3)(a) of the Adoption Agencies Regulations 2005, regulation 28(3) 
of the Adoption Agencies (Wales) Regulations 2005 or regulation 8(5) 
of the Adoption Agencies (Scotland) Regulations 2009; 

(c) A person is also matched with a child where each of the following 
conditions is met- 
(i) that person is an approved foster parent and an approved 

prospective adopter, and the child is, or is expected to be, placed 
by the authority with that person under Article 27(2)(a) of the 
Children (Northern Ireland) Order 1995; 

(ii) the authority- 
 (aa)  is considering adoption for the child, or 
(bb)  is satisfied that adoption is in the best interests of the child; 

(iii) the authority is considering whether that person would be a suitable 
adoptive parent for that child; 

(d) in a case where sub-paragraph (c) applies, a person is notified as 
having been matched with a child on the date which that person 
receives notification from the authority that the conditions in that sub-
paragraph have been met;  

(e) A person is also matched with a child for adoption when a decision 
has been made in accordance with regulation 22A of the Care 
Planning, Placement and Case Review (England) Regulations 2010 
and an adoption agency has identified that person with whom the child 
is to be placed in accordance with regulation 12B of the Adoption 
Agencies Regulations 2005;  
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(f) in a case where sub-paragraph (e) applies, a person is notified as 
having been matched with a child on the date on which that person 
receives notification in accordance with regulation 12B of the Adoption 
Agencies Regulations 2005 of the decision to place for adoption the 
child with that person.”  

 “For the purposes of these Regulations, a person elects to be a child's 
adopter, in a case where the child is matched with him and another person 
jointly, if he and that person agree, at the time at which they are matched, 
that he and not the other person will be the adopter.” 
 

Time off to attend adoption appointments - fostering for adoption/prospective 
adopters 

 
4. For the purposes of Section 10 of this policy, under the Time Off To Attend 

Adoption Appointments (Prospective Adopters) Regulations (Northern Ireland) 
2015 where Article 85ZS(3) of the Employment Rights (Northern Ireland) 
Order 1996 applies, Article 85ZL of that Order has effect as if- 

 
 references to “adoption or placement for adoption” were references to the 

placement of the child with a person who is an approved foster parent and an 
approved prospective adopter where the authority- 
(i) is considering adoption for the child; or 
(ii) is satisfied that adoption is in the best interests of the child, 
and is considering whether that person would be a suitable adoptive parent 
for that child;  

 references to “placing for adoption” were references to placing with a 
person who is an approved foster parent and an approved prospective 
adopter where the authority— 
(i) is considering adoption for the child; or 
(ii) is satisfied that adoption is in the best interests of the child, 
and is considering whether that person would be a suitable adoptive parent 
for that child; 

 references to an “adoption agency” were references to an authority. 
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ANNEX B  
 

INFORMATION NOTE – ADOPTION FROM OVERSEAS 
 
1. The provisions of HR policy 3.03 Paternity Leave also apply, with the definitions 

and modifications described in this Annex B, if you are the spouse, civil partner or 
partner, regardless of gender, of a person who is adopting a child from overseas. 
 

2. For the purposes of HR policy 3.03 Paternity Leave application to overseas 
adoptions - see regulation 2 of the Paternity and Adoption Leave Regulations 
(Northern Ireland) 2002 as modified by the Paternity and Adoption Leave 
(Adoption from Overseas) Regulations (Northern Ireland) 2003): 

 
 “adopter”, in relation to a child, means a person by whom the child has been 

or is to be adopted or, in a case where the child has been or is to be adopted 
by two people jointly, whichever of them has elected to take adoption leave in 
respect of the child;  

 “adoption from overseas” means the adoption of a child who enters 
Northern Ireland from outside the United Kingdom in connection with or for the 
purposes of adoption, which does not involve the placement of the child for 
adoption under the law of any part of the United Kingdom;  

 “official notification” means written notification, issued by or on behalf of the 
relevant domestic authority, that it is prepared to issue a certificate to the 
overseas authority concerned with the adoption of the child, or has issued a 
certificate and sent it to that authority, confirming, in either case, that the 
adopter is eligible to adopt and has been assessed and approved as being a 
suitable adoptive parent;  

 “relevant domestic authority” means 
a. in the case of an adopter to whom the Intercountry Adoption (Hague 

Convention) Regulations (Northern Ireland) 2003 apply, the 
Department of Health; Social Services and Public Safety; and 

b. in any other case, the Secretary of State 

  “For the purposes of these Regulations, in a case where a child is to be 
adopted by two people jointly, a person elects to be a child's adopter, if he 
and the other person agree, at the time when the official notification is 
received, that he and not the other person will be the adopter.”  
 

Contractual paternity leave and pay (adoption) 
 
3. In Section 5 for paragraph 5.2 substitute: 

 
“5.2 This leave must be taken within 56 days beginning with the date the child 
enters Northern Ireland.” 
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Statutory paternity leave and pay (adoption)   
 
4. In Section 6 for paragraphs 6.1 – 6.3 of the policy substitute: 

 
"6.1 Statutory paternity leave and pay is available in cases of adoption from 
overseas. You are entitled to statutory paternity leave (adoption) for the purpose 
of caring for the adopted child or supporting the child’s adopter if: 
 

a. you have, or expect to have, the main responsibility (apart from the 
adopter) for the child’s upbringing (or you would have satisfied that 
condition but for the fact that the child ceased to live with the adopter);  

b. you are the adopter’s spouse, civil partner or partner, regardless of 
gender;  

c. you have worked continuously for the NICS for at least 26 weeks either 
ending with the week in which official notification was received, or 
commencing with the week in which your employment began; and 

d. the child’s adopter has received an official notification. 
 

6.2 You are not entitled to be absent on paternity leave (adoption) if you have 
taken shared parental leave in respect of the child. 

 
Leave entitlement 

 
6.3 If you satisfy the eligibility criteria in paragraphs 6.1 - 6.2, you are entitled to 
take either one week or two consecutive weeks’ statutory paternity leave 
(adoption) within a period of 56 days beginning with the date the child enters 
Northern Ireland.” 

 
5. In Section 6 for paragraph 6.5 of the policy substitute:  
 

“6.5 Only one period of statutory paternity leave (adoption) is available on the 
occasion of each adoption, irrespective of the fact that more than one child is the 
subject of adoption from overseas as part of the same arrangement.” 

 
Notification requirements for paternity leave (adoption) 
 
6. In Section 7 for paragraphs 7.1 and 7.2 of the policy substitute: 

 
“7.1 If you are adopting a child from overseas and you intend to take paternity 
leave (adoption), you must give HRConnect written notice in three stages as 
detailed below: 

 
a. First notification stage 
 
No later than 28 days after the date on which the adopter received the official 
notification, or the date on which you complete 26 weeks' continuous service 
(whichever is later), you must give HRConnect written notice of: 
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i. the date on which the adopter received official notification; and  
ii. the date on which the child is expected to enter Northern Ireland.  

 
b. Second notification stage 
 
At least 28 days prior to the date that you have chosen as the beginning of your 
paternity leave (adoption) period, you must give HRConnect written notice of: 

 
i. the chosen start date of your paternity leave (see paragraph 7.2 for 

the options available); and  
ii. the length of the period of paternity leave (adoption) that you have 

chosen to take.  
You can give this notice at first notification stage if you know the date. Your 
paternity leave cannot start before the child has entered Northern Ireland. 
 
c. Third notification stage (after the child has entered Northern Ireland) 
 
Within 28 days of the date on which the child entered into Northern Ireland you 
must notify HRConnect in writing of the child’s date of entry.   

 
7.2 You may choose to begin your leave from the date on which the child enters 
Northern Ireland or from a predetermined date which is later than the date on which 
the child enters Northern Ireland.  If you chose to begin your paternity leave from 
the date on which the child enters Northern Ireland and you are at work on this day, 
then paternity leave begins the following day.” 

 
7. In Section 7 omit paragraph 7.5 as not applicable. 
 
Time off to attend adoption appointments 
 
8. Please note the statutory arrangements in Section 10 of the policy do not apply to 

adoptions from overseas. 
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ANNEX C  

INFORMATION NOTE - SURROGACY (PARENTAL ORDER) CASES 

 
1. The provisions of HR policy 3.03 Paternity Leave also apply to parental order 

parents with the definitions and modifications described in this Annex C.   
 
2. Only couples can apply for a parental order and the application for the order 

must be made within six months of the birth of the child. 
 
3. For the purposes of HR policy 3.03 Paternity Leave (see regulation 2 of the 

Paternity and Adoption Leave Regulations (Northern Ireland) 2002 as modified by 
the Paternity, Adoption and Shared Parental Leave (Parental Order Cases) 
Regulations (Northern Ireland) 2015): 

 
 Generally, the definition of “adopter” is omitted and “Parent A” is substituted for 

the words a/the mother/adopter. 

  “intended parent”, in relation to a child, means a person who, on the day of the 
child’s birth  
a. applies, or intends to apply during the period of 6 months beginning with 

that day, with another person for a parental order in respect of the child; 
and  

b. expects the court to make a parental order on that application in respect 
of the child 

  “Parent A”, in relation to a child, means the parental order parent who has 
elected to be Parent A 

  “parental order parent” means a person 
a. on whose application the court has made a parental order in respect of a 

child; or  
b. who is an intended parent of a child 

 “parental order” means an order under section 54(1) of the Human 
Fertilisation and Embryology Act 2008 

 “parental statutory declaration” means a statutory declaration stating that 
the person making the declaration  
a. has applied, or intends to apply, under section 54 of the Human 

Fertilisation and Embryology Act 2008 with another person for a parental 
order in respect of the child within the time limit for making such an 
application; and  

b. expects the court to make a parental order on that application in respect 
of the child.  

  “A parental order parent elects to be Parent A in relation to a child if he 
agrees with the other parental order parent of the child that he, and not the 
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other parental order parent, will be Parent A.” 
 

Statutory paternity leave and pay (birth) (as applies to parental order cases) 
 
4. In Section 3 for paragraph 3.2 of the policy substitute: 
 

“3.2  You are not entitled to be absent on paternity leave (birth) if you: 
 

a. have taken any shared parental leave in respect of the child;  
b. meet the criteria for entitlement to statutory paternity leave 

(adoption); or 
c. meet the criteria for entitlement to ordinary adoption leave.” 

 
Contractual paternity leave and pay (adoption/parental order cases) 

 
5. For Section 5 of the policy substitute: 
 

“5 Contractual paternity leave and pay (adoption/parental order 
cases) 

 
Eligibility, leave and pay 
 
5.1 Irrespective of the hours you work or the length of time you have served in 
the NICS, you may apply for two consecutive days’ paternity leave (adoption) 
at your full contractual rate of pay for the purposes of caring for the child or 
supporting Parent A if: 

 
a. you have, or expect to have, the main responsibility for the child’s 

upbringing, (apart  from the responsibility of Parent A);  
b. you are Parent A’s spouse, civil partner or partner, regardless of 

gender; and 
c. you are a parental order parent of the child. 

 
5.2  This leave must be taken within 56 days beginning with the date of the child’s 
birth. 
 
5.3 If you satisfy the eligibility criteria for statutory paternity leave (adoption), you 
have the option of taking a longer period of paternity leave – see Section 6 for 
details.” 

 
Statutory paternity leave and pay (adoption/parental order cases) 

6. In Section 6 for paragraphs 6.1 – 6.3 of the policy substitute: 

“6.1 Statutory paternity leave and pay is available to a parental order parent who 
is not the intended Parent A (where Parent A is the parental order parent who 
has elected to take adoption leave).  
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6.2    To be eligible for statutory paternity leave (adoption) for the purpose of 
caring for the child or supporting Parent A, you must: 
 

a. have, or expect to have, the main responsibility (apart from Parent A) 
for the child’s upbringing (or you would have satisfied that condition 
but for the fact that the child was stillborn after 24 weeks of 
pregnancy, or has died); 

b. be Parent A’s spouse, civil partner or partner, regardless of gender; 
c. have worked continuously for the NICS for at least 26 weeks by the 

end of the 15th week before the expected week of the child’s birth 
(or you would have satisfied that condition but for the fact that the 
baby was born earlier than the 14th week before the week in which its 
birth was expected, and you would have been continuously employed 
for such a period if your employment had continued until that 14th 
week); and 

d. be a parental order parent of the child. 
 

Leave entitlement 
 

6.3 If you satisfy the eligibility criteria at paragraphs 6.1 - 6.2, you are entitled 
to take either one week or two consecutive weeks’ statutory paternity leave 
(adoption) within 56 days of either: 

 
a. the actual date of birth; or 
b. the expected week of birth if the child is born early.” 

 

7. In Section 6 for paragraph 6.5 of the policy substitute:  
 

“6.5 Only one period of statutory paternity leave (adoption) is available 
irrespective of the birth, or expected birth, of more than one child as a result of 
the same pregnancy.” 

 
Notification requirements for paternity leave (adoption/parental order cases) 
 
8. In Section 7 for paragraphs 7.1-7.2 substitute: 

 
“7.1 If you wish to take paternity leave (adoption) you must give HRConnect 
written notice in the two stages below: 
 
a. First notification stage 

 
At least 15 weeks before the expected week of the child’s birth you must give 
HRConnect written notice of: 
 

i. the length of period of leave that you have chosen to take; 
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ii. the expected week of the child’s birth; and 
iii. when you wish your statutory paternity leave (adoption) to begin.  

 
At the same time, you must also provide HRConnect with a “parental statutory 
declaration”. 

 
b. Second notification stage (after the birth of the child) 

 
As soon as reasonably practicable after the child’s birth, you must notify 
HRConnect in writing of the date on which the child was born. 
 
7.2 You may choose to begin your leave from the date of the child's birth 
(whether this is earlier or later than expected), from a chosen number of days or 
weeks after the date of the child's birth (whether this is earlier or later than 
expected) or from a predetermined date which is later than the first day of the 
expected week of the child’s birth.  If you choose to begin your paternity leave 
from the date of the child’s birth and you are at work on this day, then paternity 
leave begins the following day.” 

 
9. In Section 7 omit paragraph 7.5 as not applicable. 
 
Time off to accompany to antenatal appointments 
 
10. In Section 9 for paragraphs 9.1 – 9.4 of the policy, as they apply to antenatal 

appointments arising in surrogacy (parental order) cases, substitute: 
 
“9.1 Under Article 85ZE of the Employment Rights (Northern Ireland) Order 1996, 
if you have a qualifying relationship with an expected child (see definition of 
“qualifying relationship” in paragraph 9.2 below) you are entitled to be permitted 
to take time off work to accompany the surrogate to up to two antenatal 
appointments.  This time off will be unpaid and the antenatal appointment must 
be made on the advice of a registered medical practitioner, registered midwife or 
registered health visitor. 
 
9.2 You have a “qualifying relationship” with an expected child if you are either a 
parent of the expected child by virtue of section 42 or 43 of the Human 
Fertilisation and Embryology Act 2008 or a potential applicant for a parental order 
in respect of the expected child under section 54 of that Act. 
 
9.3 You should give your line manager as much notice as possible of when you 
need the time off for the antenatal appointment.  It is expected that normally no 
more than half a day will be needed for an antenatal appointment, however the 
time off can be for up to a maximum of six and a half hours on each occasion. 

 
9.4 In order to make a request for time off to accompany someone to an 
antenatal appointment, you should complete an application for unpaid special 
leave, using the form available on the Employee Services Portal.   You must state 
the following in your application: 
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a. that you have a qualifying relationship with the expected child of the 
person who is pregnant; 

b. that your purpose in taking time off is to accompany the person who 
is pregnant to an antenatal appointment; 

c. that the antenatal appointment in question has been made on the 
advice of a registered medical practitioner, registered midwife or 
registered health visitor; and 

d. the date and time of the appointment.”  
 

Time off to attend adoption appointments 
 
11. Please note the statutory arrangements in Section 10 of the policy do not apply to 

surrogacy (parental order) cases. 
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6.13 Trans Equality Policy Statement 
 
Foreword  
 
This policy and guidance have been developed to support our ambition to be a 
diverse and inclusive Northern Ireland Civil Service where everyone can reach their 
full potential.   
 
The guide provides a structured approach with practical guidance for managers to 
fully support staff through their transition.   
 
You may also be interested in the following policies: 

 

6.05 Equality, Diversity and Inclusion 

6.09 Dignity at Work 
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6.13 Trans Equality Policy Statement 
 
The Northern Ireland Civil Service believes that people perform better when they can 
be themselves. 
 
Our Equality, Diversity and Inclusion Policy, Chapter 6.05 of the HR Handbook 
outlines the Northern Ireland Civil Service’s commitment to providing an inclusive 
working environment; where individuals are valued for the contribution they make to 
the organisation and where line managers, senior managers and all colleagues have 
a duty and personal responsibility for the implementation and promotion of equality, 
diversity and inclusion.   
 
The NICS People Strategy places diversity and inclusion firmly at its center and it 
includes a range of actions that will help accelerate our ambition to make the Service 
a truly inclusive workplace which reflects the society we serve. 
 
Our Dignity at Work Policy sets out our commitment to creating and sustaining an 
environment where everyone is treated with respect and dignity, free from any form 
of inappropriate behaviour, and one in which all employees can give of their best. 
 
We recognise the importance of equality, diversity and inclusion in the workplace, we 
also value and welcome the contribution made by all staff, including trans 
colleagues, and in doing so we provide inclusive policies and practical support to 
enable all staff to fulfil their potential.  
 
We recognise that for some people there is a difference between the sex they were 
assigned at birth (female/male) and their gender identity.  We will not discriminate 
against people on the grounds of their gender or gender identity, including their trans 
identity and trans history.  The following guide deals specifically with supporting trans 
colleagues and transitioning in the workplace.  We also recognise that trans is an 
umbrella term and that there are a wide range of transitioning experiences and trans 
identities, including non-binary trans people.  This diversity of people is welcomed by 
the Northern Ireland Civil Service and we will therefore support all of our trans 
colleagues.   
 
The legislative framework underpinning gender equality is a vital component in 
protecting the rights of trans people.  Progress in this area is constantly evolving and 
on occasion the pace of legislative change may not match the developments in wider 
society.  Therefore, as an employer, we will also consider, and when appropriate, 
adapt to and implement emerging best practice, to demonstrate and ensure that we 
continue to be a fully inclusive and welcoming employer, with a staff reflective of all 
people in the society we serve.   
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Transitioning At Work: Guide for Managers and Staff  
 
1. Introduction 
 
1.1. This document provides guidance on assisting and supporting colleagues who 

are transitioning while working in the NICS.  It provides a suggested framework 
to enable managers to structure their discussions with a colleague who is 
transitioning.  This framework can be used as a template to agree the key 
actions and steps in a Memorandum of Understanding that line managers and 
Departments should follow, when supporting a colleague through their 
transition. This document can not anticipate every situation that may arise nor 
does it act as a definitive guide to transitioning in the workplace and therefore 
advice on where colleagues can find additional information is provided in the 
‘Further Guidance’ paragraph. 

 
1.2. Managers should remember that each individual’s circumstances are different, 

their transition journey will be unique to them and a one size fits all approach is 
not appropriate.  Within the framework, as far as it is possible to do so, each 
Memorandum of Understanding should be developed in consultation with and 
shaped to meet the particular needs of the individual. It should be regularly 
reviewed, along with the colleague who is transitioning, to ensure that it 
continues to meet their emerging needs and, if needed, it should be added to 
and amended as and when the individual’s circumstances change. 

 
2. What is Trans & Transitioning? 
 
2.1. As defined by Stonewall, Trans is an umbrella term to describe people whose 

gender is not the same as, or does it sit comfortably with, the sex they were 
assigned at birth.  For example, a transgender man is someone who was 
assigned female at birth, but identifies and lives as a man. A transgender 
woman is someone who was assigned male at birth, but identifies and lives as 
a woman. 

 
2.2. Trans people may describe themselves using one or more of a wide variety of 

terms including (but not limited to) transgender, transsexual, gender-queer 
(GQ), gender-fluid, non-binary, gender-variant, crossdresser, genderless, 
agender, nongender, third gender, two-spirit, bi-gender, trans man, trans 
woman, trans masculine, trans feminine and neutrois.  

 
2.3. The terminology, appropriate language and pronouns used in this area are 

constantly evolving.  To assist managers and staff increase their understanding 
of acceptable language a glossary of terms is provided by Stonewall, which is 
updated on a regular basis to reflect emerging best practice. 
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2.4. Transitioning refers to the steps a trans person may undertake to enable them 
to live in the gender they identify with.  Each person’s transition may involve 
different steps, ranging from their choice of dress, their change of name, 
informing family and friends through to hormone therapy, medical treatment 
and surgical intervention.  Therefore, the actions required to manage and 
support an individual through their transition will depend on their specific needs. 

 
2.5. Transitioning or being a trans person is irrelevant to how well a person can do 

their job.   
 
3. Relevant Legislation 
 
3.1. In Northern Ireland, sex discrimination legislation provides legal protection to 

trans people from discrimination, harassment and victimisation.  The legislation 
does not require an individual to have undergone surgery or any specific 
treatment to be protected in law.  The legislation covers areas of employment 
and training and other fields – access to goods, facilities and services to the 
public and the disposal of land and premises. A summary of the relevant 
employment legislation applicable is provided at Annex A. 

 
3.2. Relevant legislation may develop or change in due course and this guidance 

may also be amended to reflect changes in legislation.  
 
4. Procurement 
 
4.1. Goods and service providers contracted by the NICS will comply with all 

applicable fair employment, equality of treatment and anti-discrimination 
legislation, and shall use their best endeavours to ensure that their employment 
policies and practices and delivery of services required for the NICS have due 
regard to the need to promote equality of treatment and opportunity.  

 
5. Gender Recognition Certificate 
 
5.1. Although not a necessary requirement in the application of this guidance, or by 

the Northern Ireland Civil Service to determine that an individual should be 
treated in their affirmed gender, a Gender Recognition Certificate (GRC) may 
be obtained by a colleague if they wish to do so and meet the criteria set by the 
Gender Recognition Act (2004).  If so, the individual assumes all the legal rights 
of their affirmed gender and is then entitled to a new birth certificate reflecting 
their affirmed gender.  

 
5.2. The Gender Recognition Act also provides additional privacy protections and 

requirements for individuals with a GRC, who are protected from disclosure of 
that fact by Section 22 of the Act.  It is generally unlawful to disclose that 
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someone has a GRC without their explicit consent or other legitimate reason to 
do so. 

 
6. Privacy & Confidentiality  
 
6.1. While trans people may be proud of their trans history and trans identity, it may 

not be the first way in which they wish to be thought of or regarded.  Like 
everyone else, trans colleagues have the right to privacy in all aspects of their 
lives.  The dignity and privacy of trans colleagues should be respected at all 
times and the individual should determine with their manager what and when 
information will be communicated to colleagues as well as to any other 
stakeholders who need to be informed.  Therefore, until an individual is ready to 
inform others, confidentiality is of paramount importance.  The information 
shared with managers should be treated as confidential sensitive personal 
data, kept in line with data protection legislation and only shared when it is 
necessary to do so during the transition process.   

 
6.2. At each stage of the transition, when more people need to be informed to 

support the individual, such as the Head of Branch, each new colleague made 
aware of the transition should be reminded of their responsibilities in terms of 
sensitivity and confidentiality and made aware that, following the transition, 
reference to the individual by their previous name or gender is a breach of 
confidentiality and potentially, could amount to an unlawful data breach.   

 
6.3. If a member of staff has changed gender before entering employment or 

changing job within the Northern Ireland Civil Service they are under no 
obligation to inform management or colleagues of this and it should also be 
remembered that it is the legal right of any trans person not to disclose this 
information and to keep their trans identity and trans history confidential should 
they wish to do so.  Such staff are not being untruthful or dishonest and are 
living their lives in the affirmed gender they identify as and want to be fully 
accepted in that way.  Revealing someone’s trans identity or trans history 
without the person’s consent to do so may constitute an offence under both 
equality and data protection legislation.  See paragraph on Gender Recognition 
Act.    

 
6.4. For those transitioning whilst in employment, there will come a time when this 

will have to be disclosed to managers, staff and others.  In fact, this may be an 
essential part of the transition process, when the individual undertakes their 
‘Real Life Experience’ in their affirmed gender role.  However, until the 
individual has decided when that time is and how much information will be 
communicated to others, confidentiality is paramount.  Careful management is 
also required in relation to the retention and disposal of all personal data 
collected to support a colleague through their transition.  
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7. Respect 
 
7.1. It is important that all colleagues respect everyone’s gender identity.  Managers 

and staff should treat trans colleagues how they want to be treated and respect 
their affirmed gender.  Similarly, names and pronouns should be followed in 
accordance with the individual’s wishes.  During and shortly following the 
transition it is possible that some managers and staff may make a genuine 
mistake when referring to or addressing a colleague.  If so, a simple apology, 
followed by the correct name or pronoun is all that is needed to correct the 
situation before moving on. 

 
7.2. Intentionally and persistently misgendering or using colleagues’ previous 

names would amount to harassment and should not be tolerated. Breaches of 
this policy will be treated in a serious manner and be dealt with under the 
Dignity at Work Policy. 

 
7.3. In addition, some colleagues may be overly interested and overstep personal 

boundaries in terms of questioning a trans colleague’s potential medical or 
surgical interventions, their relationship status, or their family’s response to their 
transition.  When supporting the colleague through the transition it may be 
necessary for managers to ask personal questions to allow for and to plan time 
off work.  However, for all others this may not be necessary and it is important 
that other staff and managers respect the personal boundaries of the trans 
colleague, as they would for any other member of staff.  

 
8. Initial Discussion 
 
8.1. It may come as a surprise or a shock when a colleague discloses that they 

intend to transition to their affirmed gender.  As previously outlined, as an 
employer, the Northern Ireland Civil Service has a legislative duty to individuals 
who are transitioning and the manager’s role is crucial in this responsibility.  It is 
important not to make assumptions at this stage.  The manager should allow 
the individual to explain their personal transition journey, accept that their plans 
may change through the transition process and prepare to be flexible in order to 
best meet the needs of the colleague.  A suggested discussion framework and 
suggested Memorandum of Understanding template is provided at Annex B. 

 
8.2. Managers and other staff should be aware that this is likely to be a very 

challenging occasion for the trans colleague, one that they have built up to and 
rehearsed over and over again in their minds.  It is the individual who is most 
affected by the change – not managers or other colleagues and informing a 
manager for the first time may be a significant step in their personal journey.  
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Therefore, the colleague should always feel in control of both the pace and the 
actions agreed throughout their transition – whatever happens next, happens at 
a pace set by the individual.  

 
9. Agreeing a Process 
 
9.1. Successfully supporting the individual through their transition will depend upon 

taking account of their specific needs in the workplace throughout the process.  
Considerate, private and confidential discussions will help identify and manage 
their particular needs.  It is therefore important for a manager to agree a 
process very soon after being informed by a colleague that they are 
transitioning.  Discussions should be conducted in private, unless the individual 
prefers to be accompanied by a trusted friend or colleague, LGBT champion, a 
TUS representative, or any other person for support, and if helpful a, 
Memorandum of Understanding may then be agreed.  

 
9.2. The use of a Memorandum is optional and intended as a support tool and a key 

activity reminder for both the individual and the manager.  Under no 
circumstances should it be imposed on an individual or shared with any others 
without the permission of the individual.  If utilised, the Memorandum should be 
kept in the strictest confidence, signed and dated by both the member of staff 
and the line manager – on the understanding that it may change as necessary 
throughout the process, as not all details may be known at the outset.  Any 
amendments should also be signed and dated as agreed.   

 
9.3. As agreed between the manager and individual, the Memorandum may be filed 

securely electronically, with access strictly controlled and visibility locked down 
only to those with permission to view.  Alternatively, it may be agreed to retain a 
hard copy only, stored securely by the individual and manager until disposal 
date.  To ensure adherence to data protection principles it is important not to 
retain personal data for longer than necessary, so the individual and manager 
may agree an appropriate retention period for the Memorandum of 
Understanding.   

 
9.4. Further information on providing support to a colleague who is transitioning is 

provided throughout this guidance, however the key elements are listed below: 
 

 the date the colleague will present in their affirmed gender; this may be 
through a phased change, or a point in time transition following treatment 

 the name the colleague will be known as and the pronouns others should 
use to address them 

 whether or not the individual may wish to temporarily or permanently 
change jobs 
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 whether there are duties within the role that should not be undertaken at 
specific times within the process 

 consideration of a workplace risk assessment following treatment or 
surgery 

 potential or anticipated time off for medical treatment, surgery or recovery 
 when and how to inform colleagues and other stakeholders 
 what risks may arise for the colleague in the workplace as a result of 

transition, for instance, in relationships with external parties or from media 
interest, and how these should be dealt with 

 
9.5. The aim of the Memorandum is to make the working environment, during a 

phased transition, or on and following the first date in their affirmed gender, as 
stress free as possible for the individual. 

 
10. Date of Transition 
 
10.1. This is dependent on the individual and their transition process.  Transitioning is 

not an overnight occurrence but a sometimes lengthy process involving a 
number of social adjustments and can involve medical treatments and surgical 
procedures depending on the colleague’s individual decisions.  However, not all 
trans people will undergo medical or surgical treatments. 

 
10.2. Whatever the specifics of each transition, there is likely be a point in time when 

the individual will present in their affirmed gender.  Some staff may wish to take 
leave for a period and return to work in their affirmed gender.  If so, this period 
will provide an opportunity to amend workplace records, HR details, IT systems 
and security pass information.  This time may also be an opportunity for staff 
and other stakeholders to be informed of the change and receive additional 
equality training if necessary. 

 
10.3. If no break is taken, all of the above arrangements should be made in advance 

of the transition and implemented on a date agreed with the individual. 
 

10.4. Whether a break from work is taken or not, advance planning and thoughtful 
management is required on the first day the individual attends work in their 
affirmed gender, the details of which should be discussed in advance with the 
member of staff.  Managers will need to ensure the individual is not ignored or 
excluded, or inundated with enquiries and intrusive attention.  Some colleagues 
may be happy to take the initiative when greeting others in their affirmed 
gender, while others may be reluctant to do so.  It may be helpful for individuals 
to be accompanied by a trusted friend or colleague, LGBT champion, a TUS 
representative, or any other person for moral support at this time.   
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10.5. However much planning and preparation is put into this date, it is not always 
possible to anticipate every eventuality and the reactions of the individual and 
of other colleagues.  Managers should monitor progress throughout the day.  It 
is also likely that ongoing support will be necessary following transition, as both 
the individual and others adjust to the change and planning for longer term 
actions should also be considered. 

 
11. Informing Colleagues and Stakeholders 
 
11.1. It is important that agreement is made with the individual on when it will be 

appropriate to inform colleagues of their transition and consideration given as to 
who will do this.  The individual may wish to inform colleagues themselves, or 
prefer that this is done by someone else in the organisation, such as a line 
manager or Head of Branch.  As well as the wishes of the individual, 
consideration will also need to be given to the size and structure of the 
workplace.  Face to face communication may be appropriate in smaller team 
environments, or for immediate colleagues, whereas email may be preferable in 
larger organisations, or for those colleagues and stakeholders not directly in 
contact with the individual.   

 
11.2. It is also important to take into account what colleagues the individual wants to 

inform and needs to inform to facilitate the necessary changes.  Some 
individuals may only want to inform colleagues that they work with directly.   
Some individuals may wish to be present while other colleagues are informed 
and may even be happy to answer questions from their colleagues – as long as 
questions are appropriate, non-intrusive and respectful.  Others may prefer not 
to be present and to return to the workplace in the knowledge that colleagues 
have been informed of their trans identity in their absence.  This is entirely a 
personal preference for each individual and it is the individual who should 
determine the appropriate pace and method of communication.   

 
11.3. Good communication will be key to ensuring that the individual and colleagues 

are best prepared to manage and adjust to the transition successfully and that 
the individual is accepted in their affirmed gender by all, minimising any 
potential impact on service delivery.  A balance needs to struck between 
communicating at a pace the individual is comfortable with alongside the need 
for timely communication to address potential rumours and office gossip.  

 
11.4. There are a number of ways in which staff and stakeholders can be 

communicated with and a suggested list of options is provided below: 
 face to face discussions 
 a personal letter to staff from the individual 
 a full branch meeting 
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 at a specially arranged ‘event’ / training course 
 coordinated team meetings 
 by group email 

 
12. Records, Change of Identity Details 
 
12.1. The General Data Protection Regulation is clear that personal data must be 

accurate and relevant.  In relation to a person’s name and gender this means 
that we must provide an efficient means for a colleague to amend their details 
and records.   

 
12.2. Careful data management is critical to a successful transition in the workplace 

as failure to properly update, maintain, protect and dispose of records, which 
when related to a change of gender should be considered as personal sensitive 
data, could result in unwanted attention for the individual, cause them distress 
and even result in an unlawful data breach.   

 
12.3. There are many official staff records related to individuals held in various 

formats and locations – locally, centrally, by shared services and by Pensions 
Branch – and therefore there are many instances of data flow where it is 
essential that the protections and safeguards in place ensure that gender 
details are not unnecessarily revealed.  During the preparation stage of 
updating records and identity details it will be necessary to engage other 
business areas and when doing so all those informed should be made aware of 
their responsibilities in terms of the management of sensitive personal data.  
Following transition, all new records should refer to the individual only in their 
new name and affirmed gender and, wherever feasible, records predating the 
transition should be amended to show their affirmed gender and identity details.    

 
12.4. Although there are a number of NICS wide records that all colleagues share, 

staff in different Departments may have a varied range of records held about 
them.  The colleague and their line manger should compile a schedule of 
records that require amendment as part of the transition and also consider who 
should be involved in doing this.   Consideration should also be given to who 
should have access to, and to how historical records will be stored securely and 
protected to ensure confidentiality of the individual’s gender history.  For 
example, HR Connect Self Service, Active Directory and HPRM identity details 
can be changed by individual staff when they choose to do so, but changes to 
other records such as Pension details may take time to process and involve 
other colleagues and business areas.  
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12.5. Although not intended to be comprehensive, the following provides an 
indicative list of where a change of gender and identity details should be made 
or notified to the relevant business area: 
 security pass 
 name plates 
 website/office contact details 
 IT systems 
 HR Connect records 
 pension records 
 training records 
 vetting information 
 TUS membership 
 professional bodies 

 
13. Decision to Transition 
 
13.1. A decision to transition is not taken lightly.  At minimum, it is a great 

improvement to an individual’s quality of life, it can have a positive effect on 
mental health and wellbeing and, on occasion, it can even be a life-saving 
choice.  Although not always the case, the decision to transition may be as a 
result of repression and gender dysphoria.  Whatever the reason, trans 
colleagues should be supported during and after their transition.  

 
14. Absence from Work 
 
14.1. Legal protection provides that a trans colleague must not be treated less 

favourably than someone off work sick due to illness or injury.  Although not 
always, colleagues who transition may undertake a number of medical 
treatments and/or surgical interventions and as a result are required to be 
absent from work, both to undergo treatment and to recover from it.  Although 
transitioning is not a ‘sickness’ in itself, such absences should be managed as 
any other absence, such as those due to injury or illness.  

 
14.2. A phased return to work can also be accommodated, working with the staff 

member to ensure they are comfortable, both with the pace of their return, and 
other staff members cooperation. 

 
14.3. There are a number of other factors which management may consider to 

ensure that the individual’s absences from work are supported and their return 
as stress free as possible.  Such accommodations can include the temporary 
change of duties, the award of special leave and arranging adequate cover 
when the individual is absent.  It is important that the manager discusses well in 
advance what treatment will occur with the individual including how many 
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absences are likely during the transition process to enable adequate time to put 
arrangements in place and to reassure the colleague that they will be fully 
supported throughout the process.   

 
 
 
15. Performance Issues 
 
15.1. As per any other significant change in a person’s circumstances, medical 

treatment or surgical procedures, gender transition may have an impact on an 
individual’s work performance.  Side effects from medication, treatment or 
surgery may also temporarily impair the abilities of an individual and it may be 
necessary to review current, or to conduct, a workplace risk assessment 
following treatment or surgery. 

 
15.2. In such circumstances, understanding and empathetic management is required 

to help ensure that the individual is supported through any temporary 
performance issues.  It may be helpful to consider if any workplace easements 
are required, including consideration of a temporary reduction of performance 
standards, to support the individual through the process.    

 
16. Redeployment 
 
16.1. This is likely to be a challenging period for the individual which could be made 

even more difficult if the current post is known to be highly pressurised, public 
facing or of another nature which may be difficult to perform throughout the 
transition.  In addition there may physical requirements of the current role which 
may prove difficult to perform if the individual is undergoing or recovering from 
surgery or a medical procedure.   

 
16.2. In these circumstances, and in consultation with the individual, the colleague 

may be offered the opportunity to change job role during the transition, or 
permanently thereafter, if appropriate.  If so, they should not be pressurised into 
changing roles during the course of, or following, the transition.  The aim of this 
action is solely to support the trans colleague. 

 
16.3. Conversely, while some colleagues may prefer to start a new role when 

transitioning, or when in their affirmed gender, others may value the existing 
support network of current friends and colleagues, feel more comfortable with 
their knowledge and understanding of their current role and may wish to remain 
in post during and after their transition.   The manager should discuss with the 
individual if this option would be helpful in their circumstances as early as 
possible to both reassure and support the individual and to allow adequate time 
for arrangements to be put in place. 
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17. Single Sex Facilities 
 
17.1. This issue may be a cause for concern for the individual and also amongst 

other colleagues within the workplace and it is important that it is managed with 
sensitivity and understanding for all concerned, to achieve an accommodation 
that works for all those who use the facilities.   

 
17.2. Within the Civil Service estate, facilities are usually provided on the basis of 

female, male and accessible.  Transitioning or trans colleagues will generally 
want to use the facilities which best match their gender identity.   The manager 
and individual should discuss and agree the point at which the use of any single 
sex facilities in the affirmed gender will begin.  The legal position is clear that, 
whenever a person begins to live permanently in their affirmed gender, they 
should be permitted to use the facilities allocated to that gender.      

 
17.3. Managers are expected to support the trans colleague’s rights on this issue and 

may do so by dealing with unreasonable behaviour through communication, 
discussion, education and adherence to the NICS diversity and inclusion 
values.      

 
17.4. To meet the needs of all staff management may consider if all facilities have to 

be gender specific, as it may be possible, with the support and agreement of 
the local management and premises team, that some facilities are allocated as 
‘gender neutral’, ‘toilets for everyone’ or ‘accessible to all’.  However, whether 
this is possible or not, trans people should be able to use the facilities allocated 
to their affirmed gender. 

 
17.5. Some posts may also require the use of showers/changing facilities and the 

legal position regarding changing facilities is as that for toilet facilities.   
 
18. Pensions 
 
18.1. Generally, changing gender will not impact on an individual’s pension rights as 

the normal pension age will be determined by whether they are on Classic, 
Classic Plus, Premium, Nuvos, Alpha or Partnership pension.  For those staff 
on Classic, Classic Plus and Premium schemes this is usually at age 60, for 
Nuvos this is usually at age 65 and for Alpha it is the same as the state pension 
age.  

 
18.2. Similarly, unless there are any subsequent relevant changes to circumstances, 

such as divorce or separation, there will be no changes to death benefits 
payable to dependants as a result of gender transition alone. 
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18.3. HRConnect are responsible for informing Civil Service Pensions about any 
changes to the personal data of staff, which they do on a monthly basis.  
Therefore, any changes made on HRConnect self-service by individuals 
regarding name and gender will be securely forwarded to Pensions soon 
afterwards.   

 
18.4. For those staff born after 5 April 1955 a change of gender will not affect their 

state pension age.  However, those staff born earlier than this date should 
contact HM Revenue & Customs for advice. 

 
19. Training / Diversity Awareness 
 
19.1. All NICS staff and managers are regularly made aware of their Equality, 

Diversity and Inclusion responsibilities through a series of generic training 
interventions delivered by CAL and by corporate communications.  However, it 
may be necessary to arrange additional bespoke training when a colleague is 
transitioning and managers should be led by their own observations and the 
individual’s wishes on whether additional training is necessary or not. 

 
19.2. There are a number of considerations in relation to the development and 

delivery of training: who would it be necessary to deliver training to; what would 
the training include; and, who would deliver the training.  The individual may 
wish to be involved in either the preparation of the training content or in the 
delivery of the training itself (sharing their experience), but in no way should the 
trans colleague be coerced if they are not comfortable doing so. 

 
19.3. If bespoke training is necessary the NICSHR Diversity and Inclusion Branch 

should be approached in confidence by management to discuss how they could 
assist with additional training needs. 

 
19.4. The timing of any training should be carefully planned so as not to compromise 

any ongoing confidentiality issues. 
 
20. Public Interest 
 
20.1. A trans colleague should never be removed from a public facing role on the 

basis of their trans identity and this should only ever happen if it is in 
accordance with the wishes of the individual and/or to support them either on a 
temporary basis during their transition, or permanently thereafter. 

 
20.2. In all aspects of their lives, trans colleagues live with the potential of 

transphobic attacks on a daily basis.  In public facing workplace roles, 
managers should also be aware of a risk from members of the public towards a 
trans colleague, or of members of the public refusing to deal with a trans 
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person.  Should such events occur, they should be managed in the same way 
as any other request to deliberately discriminate against a member of staff and 
the request should therefore be refused.  Any inappropriate or discriminatory 
behaviour from a member of the public, or anyone else, will be deemed 
unacceptable conduct by the Northern Ireland Civil Service.   

 
21. Media Interest 
 
21.1. Strict confidentiality should be maintained in response to any interest from 

media.  All such enquiries should be addressed centrally by the Departmental 
Communications Team and consideration should be given by Communication 
Teams to developing an agreed response to include the Northern Ireland Civil 
Service’s status as an equal opportunities employer with no specific or personal 
information provided to media.   

 
22. Review 
 
22.1. It is not possible to outline everything that may need to be considered by 

managers as each trans colleague’s transition will be unique to them and 
issues may arise which are not accounted for in this guidance.  Additionally this 
area is constantly evolving and as such this guidance will be regularly 
reviewed.    

 
23. Further Guidance 
 
23.1. If you have any queries related to this guidance, or would like to discuss an 

issue not included above or covered by other HR policies, please contact NICS 
HR Diversity and Inclusion Branch in confidence at 02890 251733 or on Ext. 
51733 or by email to: NICSHRDiversity@finance-ni.gov.uk. 

 
23.2. In addition to the support available within the NICS, there are a range of 

organisations based in NI which help and support trans people, including, 
Focus: The Identity Trust, GenderJam, SAIL NI, The Rainbow Project and 
TransgenderNI. 



  ANNEX A 
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Relevant Legislation 
 

Please note: This section references specific legislation and, although the 
terminology is now considered outdated, the language used below reflects that of the 
legislation.  More up to date and inclusive terminology has been used elsewhere 
throughout this document.    
 

Sex Discrimination (Northern Ireland) Order 1976  
as amended by: 
 

 Sex Discrimination (Gender Reassignment Regulations) (Northern Ireland) 
1999  

 

The Sex Discrimination Gender Reassignment Regulations (Northern Ireland) 
1999 extended the Sex Discrimination (Northern Ireland) Order 1976 to make it 
unlawful to discriminate on grounds of gender reassignment in employment and 
training. It is unlawful to treat a person less favourably on the grounds that she or he 
intends to undergo gender reassignment, or is undergoing gender reassignment, or 
has at some time in the past undergone gender reassignment. The regulations cover 
direct discrimination, victimisation and harassment in employment or training on the 
grounds of gender reassignment. 
 

 Sex Discrimination (Amendment of Legislation) Regulations 2008  
 

The Sex Discrimination (Amendment of Legislation) Regulations 2008 amended 
the Sex Discrimination (Northern Ireland) Order 1976. It introduced protection for 
individuals in Northern Ireland from direct discrimination on grounds of gender 
reassignment in the provision of goods, facilities, services or premises. 
 

 Gender Recognition Act 2004 
 

The Gender Recognition Act 2004 allows trans people who are able to satisfy the 
Act’s evidential requirements to apply to a Gender Recognition Panel to seek full 
legal recognition. If a Gender Recognition Certificate is issued, and the person’s birth 
was registered in the UK, they will be able to obtain a new birth certificate which 
does not disclose the fact that they have changed gender. 
 

 Sex Discrimination Order 1976 (Amendment) Regulations (Northern Ireland) 
2016 

 

The Sex Discrimination Order 1976 (Amendment) Regulations (Northern Ireland) 
2016 extended the scope of protection in the Sex Discrimination (Northern Ireland) 
Order 1976 to make indirect discrimination unlawful. This occurs where an employer 
applies a provision, criterion or practice which is discriminatory in relation to gender 
reassignment and which cannot be justified.  
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Transitioning at Work 
Suggested Memorandum of Understanding Framework 

 
 
 
Issue  

 
To Consider 

 
What needs to be done & 
who is responsible 

 
When by 
 

1. Gender Transition    Your new name 
 Office location 
 Line manager 
 Supported by 
 Medical advisor 
 Medical advisor contact 
 Close colleagues 
 

   
      

2. Changing Records 
 

 Security pass 
 Name plates 
 Website / office contact 

details 
 IT systems 
 HR Connect records 
 Pension records 
 TUS membership 
 Professional bodies 
 

   

3. Informing Colleagues 
 

 
 

 Face to face discussions 
 A personal letter to staff 

from the individual 
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Issue  

 
To Consider 

 
What needs to be done & 
who is responsible 

 
When by 
 

 A full branch meeting 
 At a specially arranged 

‘event’ / training course 
 Coordinated team 

meetings 
 other ways 
 Answering questions 
 Reasonable requests for 

further info 
 By group email 
 

4. First day in affirmed 
gender 

 Who will provide moral 
support on this day 

 When will it be 
 Change of role required 
 Are you personally ready 
 If no, what else do you 

need to do to be ready 
 Are your colleagues ready 
 If no, what else should 

happen to make them 
ready 

 How will you travel to work 
on your first day 
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Issue  

 
To Consider 

 
What needs to be done & 
who is responsible 

 
When by 
 

5. Medical treatments and 
work absences 

 Role for OHS / Welfare 
 Risk Assessment 
 Counselling 
 Consultations  
 Hormone therapy 
 Hair removal treatment 
 Speech therapy 
 Pre surgery 
 Surgery  
 Recovery 
 Reasonable adjustments 
 Other issues 
 

 
  

 

6. Retention & disposal  How should this document 
be saved, electronic/hard 
copy 

 Who will have access to 
this document 

 Agree disposal schedule, 
how long should this 
document be kept for 
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6.13 Trans Equality Policy Statement 
 
Foreword  
 
This policy and guidance have been developed to support our ambition to be a 
diverse and inclusive Northern Ireland Civil Service where everyone can reach their 
full potential.   
 
The guide provides a structured approach with practical guidance for managers to 
fully support staff through their transition.   
 
You may also be interested in the following policies: 

 

6.05 Equality, Diversity and Inclusion 

6.09 Dignity at Work 
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6.13 Trans Equality Policy Statement 
 
The Northern Ireland Civil Service believes that people perform better when they can 
be themselves. 
 
Our Equality, Diversity and Inclusion Policy, Chapter 6.05 of the HR Handbook 
outlines the Northern Ireland Civil Service’s commitment to providing an inclusive 
working environment; where individuals are valued for the contribution they make to 
the organisation and where line managers, senior managers and all colleagues have 
a duty and personal responsibility for the implementation and promotion of equality, 
diversity and inclusion.   
 
The NICS People Strategy places diversity and inclusion firmly at its center and it 
includes a range of actions that will help accelerate our ambition to make the Service 
a truly inclusive workplace which reflects the society we serve. 
 
Our Dignity at Work Policy sets out our commitment to creating and sustaining an 
environment where everyone is treated with respect and dignity, free from any form 
of inappropriate behaviour, and one in which all employees can give of their best. 
 
We recognise the importance of equality, diversity and inclusion in the workplace, we 
also value and welcome the contribution made by all staff, including trans 
colleagues, and in doing so we provide inclusive policies and practical support to 
enable all staff to fulfil their potential.  
 
We recognise that for some people there is a difference between the sex they were 
assigned at birth (female/male) and their gender identity.  We will not discriminate 
against people on the grounds of their gender or gender identity, including their trans 
identity and trans history.  The following guide deals specifically with supporting trans 
colleagues and transitioning in the workplace.  We also recognise that trans is an 
umbrella term and that there are a wide range of transitioning experiences and trans 
identities, including non-binary trans people.  This diversity of people is welcomed by 
the Northern Ireland Civil Service and we will therefore support all of our trans 
colleagues.   
 
The legislative framework underpinning gender equality is a vital component in 
protecting the rights of trans people.  Progress in this area is constantly evolving and 
on occasion the pace of legislative change may not match the developments in wider 
society.  Therefore, as an employer, we will also consider, and when appropriate, 
adapt to and implement emerging best practice, to demonstrate and ensure that we 
continue to be a fully inclusive and welcoming employer, with a staff reflective of all 
people in the society we serve.   
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Transitioning At Work: Guide for Managers and Staff  
 
1. Introduction 
 
1.1. This document provides guidance on assisting and supporting colleagues who 

are transitioning while working in the NICS.  It provides a suggested framework 
to enable managers to structure their discussions with a colleague who is 
transitioning.  This framework can be used as a template to agree the key 
actions and steps in a Memorandum of Understanding that line managers and 
Departments should follow, when supporting a colleague through their 
transition. This document can not anticipate every situation that may arise nor 
does it act as a definitive guide to transitioning in the workplace and therefore 
advice on where colleagues can find additional information is provided in the 
‘Further Guidance’ paragraph. 

 
1.2. Managers should remember that each individual’s circumstances are different, 

their transition journey will be unique to them and a one size fits all approach is 
not appropriate.  Within the framework, as far as it is possible to do so, each 
Memorandum of Understanding should be developed in consultation with and 
shaped to meet the particular needs of the individual. It should be regularly 
reviewed, along with the colleague who is transitioning, to ensure that it 
continues to meet their emerging needs and, if needed, it should be added to 
and amended as and when the individual’s circumstances change. 

 
2. What is Trans & Transitioning? 
 
2.1. As defined by Stonewall, Trans is an umbrella term to describe people whose 

gender is not the same as, or does it sit comfortably with, the sex they were 
assigned at birth.  For example, a transgender man is someone who was 
assigned female at birth, but identifies and lives as a man. A transgender 
woman is someone who was assigned male at birth, but identifies and lives as 
a woman. 

 
2.2. Trans people may describe themselves using one or more of a wide variety of 

terms including (but not limited to) transgender, transsexual, gender-queer 
(GQ), gender-fluid, non-binary, gender-variant, crossdresser, genderless, 
agender, nongender, third gender, two-spirit, bi-gender, trans man, trans 
woman, trans masculine, trans feminine and neutrois.  

 
2.3. The terminology, appropriate language and pronouns used in this area are 

constantly evolving.  To assist managers and staff increase their understanding 
of acceptable language a glossary of terms is provided by Stonewall, which is 
updated on a regular basis to reflect emerging best practice. 
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2.4. Transitioning refers to the steps a trans person may undertake to enable them 
to live in the gender they identify with.  Each person’s transition may involve 
different steps, ranging from their choice of dress, their change of name, 
informing family and friends through to hormone therapy, medical treatment 
and surgical intervention.  Therefore, the actions required to manage and 
support an individual through their transition will depend on their specific needs. 

 
2.5. Transitioning or being a trans person is irrelevant to how well a person can do 

their job.   
 
3. Relevant Legislation 
 
3.1. In Northern Ireland, sex discrimination legislation provides legal protection to 

trans people from discrimination, harassment and victimisation.  The legislation 
does not require an individual to have undergone surgery or any specific 
treatment to be protected in law.  The legislation covers areas of employment 
and training and other fields – access to goods, facilities and services to the 
public and the disposal of land and premises. A summary of the relevant 
employment legislation applicable is provided at Annex A. 

 
3.2. Relevant legislation may develop or change in due course and this guidance 

may also be amended to reflect changes in legislation.  
 
4. Procurement 
 
4.1. Goods and service providers contracted by the NICS will comply with all 

applicable fair employment, equality of treatment and anti-discrimination 
legislation, and shall use their best endeavours to ensure that their employment 
policies and practices and delivery of services required for the NICS have due 
regard to the need to promote equality of treatment and opportunity.  

 
5. Gender Recognition Certificate 
 
5.1. Although not a necessary requirement in the application of this guidance, or by 

the Northern Ireland Civil Service to determine that an individual should be 
treated in their affirmed gender, a Gender Recognition Certificate (GRC) may 
be obtained by a colleague if they wish to do so and meet the criteria set by the 
Gender Recognition Act (2004).  If so, the individual assumes all the legal rights 
of their affirmed gender and is then entitled to a new birth certificate reflecting 
their affirmed gender.  

 
5.2. The Gender Recognition Act also provides additional privacy protections and 

requirements for individuals with a GRC, who are protected from disclosure of 
that fact by Section 22 of the Act.  It is generally unlawful to disclose that 
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someone has a GRC without their explicit consent or other legitimate reason to 
do so. 

 
6. Privacy & Confidentiality  
 
6.1. While trans people may be proud of their trans history and trans identity, it may 

not be the first way in which they wish to be thought of or regarded.  Like 
everyone else, trans colleagues have the right to privacy in all aspects of their 
lives.  The dignity and privacy of trans colleagues should be respected at all 
times and the individual should determine with their manager what and when 
information will be communicated to colleagues as well as to any other 
stakeholders who need to be informed.  Therefore, until an individual is ready to 
inform others, confidentiality is of paramount importance.  The information 
shared with managers should be treated as confidential sensitive personal 
data, kept in line with data protection legislation and only shared when it is 
necessary to do so during the transition process.   

 
6.2. At each stage of the transition, when more people need to be informed to 

support the individual, such as the Head of Branch, each new colleague made 
aware of the transition should be reminded of their responsibilities in terms of 
sensitivity and confidentiality and made aware that, following the transition, 
reference to the individual by their previous name or gender is a breach of 
confidentiality and potentially, could amount to an unlawful data breach.   

 
6.3. If a member of staff has changed gender before entering employment or 

changing job within the Northern Ireland Civil Service they are under no 
obligation to inform management or colleagues of this and it should also be 
remembered that it is the legal right of any trans person not to disclose this 
information and to keep their trans identity and trans history confidential should 
they wish to do so.  Such staff are not being untruthful or dishonest and are 
living their lives in the affirmed gender they identify as and want to be fully 
accepted in that way.  Revealing someone’s trans identity or trans history 
without the person’s consent to do so may constitute an offence under both 
equality and data protection legislation.  See paragraph on Gender Recognition 
Act.    

 
6.4. For those transitioning whilst in employment, there will come a time when this 

will have to be disclosed to managers, staff and others.  In fact, this may be an 
essential part of the transition process, when the individual undertakes their 
‘Real Life Experience’ in their affirmed gender role.  However, until the 
individual has decided when that time is and how much information will be 
communicated to others, confidentiality is paramount.  Careful management is 
also required in relation to the retention and disposal of all personal data 
collected to support a colleague through their transition.  
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7. Respect 
 
7.1. It is important that all colleagues respect everyone’s gender identity.  Managers 

and staff should treat trans colleagues how they want to be treated and respect 
their affirmed gender.  Similarly, names and pronouns should be followed in 
accordance with the individual’s wishes.  During and shortly following the 
transition it is possible that some managers and staff may make a genuine 
mistake when referring to or addressing a colleague.  If so, a simple apology, 
followed by the correct name or pronoun is all that is needed to correct the 
situation before moving on. 

 
7.2. Intentionally and persistently misgendering or using colleagues’ previous 

names would amount to harassment and should not be tolerated. Breaches of 
this policy will be treated in a serious manner and be dealt with under the 
Dignity at Work Policy. 

 
7.3. In addition, some colleagues may be overly interested and overstep personal 

boundaries in terms of questioning a trans colleague’s potential medical or 
surgical interventions, their relationship status, or their family’s response to their 
transition.  When supporting the colleague through the transition it may be 
necessary for managers to ask personal questions to allow for and to plan time 
off work.  However, for all others this may not be necessary and it is important 
that other staff and managers respect the personal boundaries of the trans 
colleague, as they would for any other member of staff.  

 
8. Initial Discussion 
 
8.1. It may come as a surprise or a shock when a colleague discloses that they 

intend to transition to their affirmed gender.  As previously outlined, as an 
employer, the Northern Ireland Civil Service has a legislative duty to individuals 
who are transitioning and the manager’s role is crucial in this responsibility.  It is 
important not to make assumptions at this stage.  The manager should allow 
the individual to explain their personal transition journey, accept that their plans 
may change through the transition process and prepare to be flexible in order to 
best meet the needs of the colleague.  A suggested discussion framework and 
suggested Memorandum of Understanding template is provided at Annex B. 

 
8.2. Managers and other staff should be aware that this is likely to be a very 

challenging occasion for the trans colleague, one that they have built up to and 
rehearsed over and over again in their minds.  It is the individual who is most 
affected by the change – not managers or other colleagues and informing a 
manager for the first time may be a significant step in their personal journey.  
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Therefore, the colleague should always feel in control of both the pace and the 
actions agreed throughout their transition – whatever happens next, happens at 
a pace set by the individual.  

 
9. Agreeing a Process 
 
9.1. Successfully supporting the individual through their transition will depend upon 

taking account of their specific needs in the workplace throughout the process.  
Considerate, private and confidential discussions will help identify and manage 
their particular needs.  It is therefore important for a manager to agree a 
process very soon after being informed by a colleague that they are 
transitioning.  Discussions should be conducted in private, unless the individual 
prefers to be accompanied by a trusted friend or colleague, LGBT champion, a 
TUS representative, or any other person for support, and if helpful a, 
Memorandum of Understanding may then be agreed.  

 
9.2. The use of a Memorandum is optional and intended as a support tool and a key 

activity reminder for both the individual and the manager.  Under no 
circumstances should it be imposed on an individual or shared with any others 
without the permission of the individual.  If utilised, the Memorandum should be 
kept in the strictest confidence, signed and dated by both the member of staff 
and the line manager – on the understanding that it may change as necessary 
throughout the process, as not all details may be known at the outset.  Any 
amendments should also be signed and dated as agreed.   

 
9.3. As agreed between the manager and individual, the Memorandum may be filed 

securely electronically, with access strictly controlled and visibility locked down 
only to those with permission to view.  Alternatively, it may be agreed to retain a 
hard copy only, stored securely by the individual and manager until disposal 
date.  To ensure adherence to data protection principles it is important not to 
retain personal data for longer than necessary, so the individual and manager 
may agree an appropriate retention period for the Memorandum of 
Understanding.   

 
9.4. Further information on providing support to a colleague who is transitioning is 

provided throughout this guidance, however the key elements are listed below: 
 

 the date the colleague will present in their affirmed gender; this may be 
through a phased change, or a point in time transition following treatment 

 the name the colleague will be known as and the pronouns others should 
use to address them 

 whether or not the individual may wish to temporarily or permanently 
change jobs 
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 whether there are duties within the role that should not be undertaken at 
specific times within the process 

 consideration of a workplace risk assessment following treatment or 
surgery 

 potential or anticipated time off for medical treatment, surgery or recovery 
 when and how to inform colleagues and other stakeholders 
 what risks may arise for the colleague in the workplace as a result of 

transition, for instance, in relationships with external parties or from media 
interest, and how these should be dealt with 

 
9.5. The aim of the Memorandum is to make the working environment, during a 

phased transition, or on and following the first date in their affirmed gender, as 
stress free as possible for the individual. 

 
10. Date of Transition 
 
10.1. This is dependent on the individual and their transition process.  Transitioning is 

not an overnight occurrence but a sometimes lengthy process involving a 
number of social adjustments and can involve medical treatments and surgical 
procedures depending on the colleague’s individual decisions.  However, not all 
trans people will undergo medical or surgical treatments. 

 
10.2. Whatever the specifics of each transition, there is likely be a point in time when 

the individual will present in their affirmed gender.  Some staff may wish to take 
leave for a period and return to work in their affirmed gender.  If so, this period 
will provide an opportunity to amend workplace records, HR details, IT systems 
and security pass information.  This time may also be an opportunity for staff 
and other stakeholders to be informed of the change and receive additional 
equality training if necessary. 

 
10.3. If no break is taken, all of the above arrangements should be made in advance 

of the transition and implemented on a date agreed with the individual. 
 

10.4. Whether a break from work is taken or not, advance planning and thoughtful 
management is required on the first day the individual attends work in their 
affirmed gender, the details of which should be discussed in advance with the 
member of staff.  Managers will need to ensure the individual is not ignored or 
excluded, or inundated with enquiries and intrusive attention.  Some colleagues 
may be happy to take the initiative when greeting others in their affirmed 
gender, while others may be reluctant to do so.  It may be helpful for individuals 
to be accompanied by a trusted friend or colleague, LGBT champion, a TUS 
representative, or any other person for moral support at this time.   
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10.5. However much planning and preparation is put into this date, it is not always 
possible to anticipate every eventuality and the reactions of the individual and 
of other colleagues.  Managers should monitor progress throughout the day.  It 
is also likely that ongoing support will be necessary following transition, as both 
the individual and others adjust to the change and planning for longer term 
actions should also be considered. 

 
11. Informing Colleagues and Stakeholders 
 
11.1. It is important that agreement is made with the individual on when it will be 

appropriate to inform colleagues of their transition and consideration given as to 
who will do this.  The individual may wish to inform colleagues themselves, or 
prefer that this is done by someone else in the organisation, such as a line 
manager or Head of Branch.  As well as the wishes of the individual, 
consideration will also need to be given to the size and structure of the 
workplace.  Face to face communication may be appropriate in smaller team 
environments, or for immediate colleagues, whereas email may be preferable in 
larger organisations, or for those colleagues and stakeholders not directly in 
contact with the individual.   

 
11.2. It is also important to take into account what colleagues the individual wants to 

inform and needs to inform to facilitate the necessary changes.  Some 
individuals may only want to inform colleagues that they work with directly.   
Some individuals may wish to be present while other colleagues are informed 
and may even be happy to answer questions from their colleagues – as long as 
questions are appropriate, non-intrusive and respectful.  Others may prefer not 
to be present and to return to the workplace in the knowledge that colleagues 
have been informed of their trans identity in their absence.  This is entirely a 
personal preference for each individual and it is the individual who should 
determine the appropriate pace and method of communication.   

 
11.3. Good communication will be key to ensuring that the individual and colleagues 

are best prepared to manage and adjust to the transition successfully and that 
the individual is accepted in their affirmed gender by all, minimising any 
potential impact on service delivery.  A balance needs to struck between 
communicating at a pace the individual is comfortable with alongside the need 
for timely communication to address potential rumours and office gossip.  

 
11.4. There are a number of ways in which staff and stakeholders can be 

communicated with and a suggested list of options is provided below: 
 face to face discussions 
 a personal letter to staff from the individual 
 a full branch meeting 



 

12 
 

 at a specially arranged ‘event’ / training course 
 coordinated team meetings 
 by group email 

 
12. Records, Change of Identity Details 
 
12.1. The General Data Protection Regulation is clear that personal data must be 

accurate and relevant.  In relation to a person’s name and gender this means 
that we must provide an efficient means for a colleague to amend their details 
and records.   

 
12.2. Careful data management is critical to a successful transition in the workplace 

as failure to properly update, maintain, protect and dispose of records, which 
when related to a change of gender should be considered as personal sensitive 
data, could result in unwanted attention for the individual, cause them distress 
and even result in an unlawful data breach.   

 
12.3. There are many official staff records related to individuals held in various 

formats and locations – locally, centrally, by shared services and by Pensions 
Branch – and therefore there are many instances of data flow where it is 
essential that the protections and safeguards in place ensure that gender 
details are not unnecessarily revealed.  During the preparation stage of 
updating records and identity details it will be necessary to engage other 
business areas and when doing so all those informed should be made aware of 
their responsibilities in terms of the management of sensitive personal data.  
Following transition, all new records should refer to the individual only in their 
new name and affirmed gender and, wherever feasible, records predating the 
transition should be amended to show their affirmed gender and identity details.    

 
12.4. Although there are a number of NICS wide records that all colleagues share, 

staff in different Departments may have a varied range of records held about 
them.  The colleague and their line manger should compile a schedule of 
records that require amendment as part of the transition and also consider who 
should be involved in doing this.   Consideration should also be given to who 
should have access to, and to how historical records will be stored securely and 
protected to ensure confidentiality of the individual’s gender history.  For 
example, HR Connect Self Service, Active Directory and HPRM identity details 
can be changed by individual staff when they choose to do so, but changes to 
other records such as Pension details may take time to process and involve 
other colleagues and business areas.  
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12.5. Although not intended to be comprehensive, the following provides an 
indicative list of where a change of gender and identity details should be made 
or notified to the relevant business area: 
 security pass 
 name plates 
 website/office contact details 
 IT systems 
 HR Connect records 
 pension records 
 training records 
 vetting information 
 TUS membership 
 professional bodies 

 
13. Decision to Transition 
 
13.1. A decision to transition is not taken lightly.  At minimum, it is a great 

improvement to an individual’s quality of life, it can have a positive effect on 
mental health and wellbeing and, on occasion, it can even be a life-saving 
choice.  Although not always the case, the decision to transition may be as a 
result of repression and gender dysphoria.  Whatever the reason, trans 
colleagues should be supported during and after their transition.  

 
14. Absence from Work 
 
14.1. Legal protection provides that a trans colleague must not be treated less 

favourably than someone off work sick due to illness or injury.  Although not 
always, colleagues who transition may undertake a number of medical 
treatments and/or surgical interventions and as a result are required to be 
absent from work, both to undergo treatment and to recover from it.  Although 
transitioning is not a ‘sickness’ in itself, such absences should be managed as 
any other absence, such as those due to injury or illness.  

 
14.2. A phased return to work can also be accommodated, working with the staff 

member to ensure they are comfortable, both with the pace of their return, and 
other staff members cooperation. 

 
14.3. There are a number of other factors which management may consider to 

ensure that the individual’s absences from work are supported and their return 
as stress free as possible.  Such accommodations can include the temporary 
change of duties, the award of special leave and arranging adequate cover 
when the individual is absent.  It is important that the manager discusses well in 
advance what treatment will occur with the individual including how many 
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absences are likely during the transition process to enable adequate time to put 
arrangements in place and to reassure the colleague that they will be fully 
supported throughout the process.   

 
 
 
15. Performance Issues 
 
15.1. As per any other significant change in a person’s circumstances, medical 

treatment or surgical procedures, gender transition may have an impact on an 
individual’s work performance.  Side effects from medication, treatment or 
surgery may also temporarily impair the abilities of an individual and it may be 
necessary to review current, or to conduct, a workplace risk assessment 
following treatment or surgery. 

 
15.2. In such circumstances, understanding and empathetic management is required 

to help ensure that the individual is supported through any temporary 
performance issues.  It may be helpful to consider if any workplace easements 
are required, including consideration of a temporary reduction of performance 
standards, to support the individual through the process.    

 
16. Redeployment 
 
16.1. This is likely to be a challenging period for the individual which could be made 

even more difficult if the current post is known to be highly pressurised, public 
facing or of another nature which may be difficult to perform throughout the 
transition.  In addition there may physical requirements of the current role which 
may prove difficult to perform if the individual is undergoing or recovering from 
surgery or a medical procedure.   

 
16.2. In these circumstances, and in consultation with the individual, the colleague 

may be offered the opportunity to change job role during the transition, or 
permanently thereafter, if appropriate.  If so, they should not be pressurised into 
changing roles during the course of, or following, the transition.  The aim of this 
action is solely to support the trans colleague. 

 
16.3. Conversely, while some colleagues may prefer to start a new role when 

transitioning, or when in their affirmed gender, others may value the existing 
support network of current friends and colleagues, feel more comfortable with 
their knowledge and understanding of their current role and may wish to remain 
in post during and after their transition.   The manager should discuss with the 
individual if this option would be helpful in their circumstances as early as 
possible to both reassure and support the individual and to allow adequate time 
for arrangements to be put in place. 



 

15 
 

 
17. Single Sex Facilities 
 
17.1. This issue may be a cause for concern for the individual and also amongst 

other colleagues within the workplace and it is important that it is managed with 
sensitivity and understanding for all concerned, to achieve an accommodation 
that works for all those who use the facilities.   

 
17.2. Within the Civil Service estate, facilities are usually provided on the basis of 

female, male and accessible.  Transitioning or trans colleagues will generally 
want to use the facilities which best match their gender identity.   The manager 
and individual should discuss and agree the point at which the use of any single 
sex facilities in the affirmed gender will begin.  The legal position is clear that, 
whenever a person begins to live permanently in their affirmed gender, they 
should be permitted to use the facilities allocated to that gender.      

 
17.3. Managers are expected to support the trans colleague’s rights on this issue and 

may do so by dealing with unreasonable behaviour through communication, 
discussion, education and adherence to the NICS diversity and inclusion 
values.      

 
17.4. To meet the needs of all staff management may consider if all facilities have to 

be gender specific, as it may be possible, with the support and agreement of 
the local management and premises team, that some facilities are allocated as 
‘gender neutral’, ‘toilets for everyone’ or ‘accessible to all’.  However, whether 
this is possible or not, trans people should be able to use the facilities allocated 
to their affirmed gender. 

 
17.5. Some posts may also require the use of showers/changing facilities and the 

legal position regarding changing facilities is as that for toilet facilities.   
 
18. Pensions 
 
18.1. Generally, changing gender will not impact on an individual’s pension rights as 

the normal pension age will be determined by whether they are on Classic, 
Classic Plus, Premium, Nuvos, Alpha or Partnership pension.  For those staff 
on Classic, Classic Plus and Premium schemes this is usually at age 60, for 
Nuvos this is usually at age 65 and for Alpha it is the same as the state pension 
age.  

 
18.2. Similarly, unless there are any subsequent relevant changes to circumstances, 

such as divorce or separation, there will be no changes to death benefits 
payable to dependants as a result of gender transition alone. 
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18.3. HRConnect are responsible for informing Civil Service Pensions about any 
changes to the personal data of staff, which they do on a monthly basis.  
Therefore, any changes made on HRConnect self-service by individuals 
regarding name and gender will be securely forwarded to Pensions soon 
afterwards.   

 
18.4. For those staff born after 5 April 1955 a change of gender will not affect their 

state pension age.  However, those staff born earlier than this date should 
contact HM Revenue & Customs for advice. 

 
19. Training / Diversity Awareness 
 
19.1. All NICS staff and managers are regularly made aware of their Equality, 

Diversity and Inclusion responsibilities through a series of generic training 
interventions delivered by CAL and by corporate communications.  However, it 
may be necessary to arrange additional bespoke training when a colleague is 
transitioning and managers should be led by their own observations and the 
individual’s wishes on whether additional training is necessary or not. 

 
19.2. There are a number of considerations in relation to the development and 

delivery of training: who would it be necessary to deliver training to; what would 
the training include; and, who would deliver the training.  The individual may 
wish to be involved in either the preparation of the training content or in the 
delivery of the training itself (sharing their experience), but in no way should the 
trans colleague be coerced if they are not comfortable doing so. 

 
19.3. If bespoke training is necessary the NICSHR Diversity and Inclusion Branch 

should be approached in confidence by management to discuss how they could 
assist with additional training needs. 

 
19.4. The timing of any training should be carefully planned so as not to compromise 

any ongoing confidentiality issues. 
 
20. Public Interest 
 
20.1. A trans colleague should never be removed from a public facing role on the 

basis of their trans identity and this should only ever happen if it is in 
accordance with the wishes of the individual and/or to support them either on a 
temporary basis during their transition, or permanently thereafter. 

 
20.2. In all aspects of their lives, trans colleagues live with the potential of 

transphobic attacks on a daily basis.  In public facing workplace roles, 
managers should also be aware of a risk from members of the public towards a 
trans colleague, or of members of the public refusing to deal with a trans 
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person.  Should such events occur, they should be managed in the same way 
as any other request to deliberately discriminate against a member of staff and 
the request should therefore be refused.  Any inappropriate or discriminatory 
behaviour from a member of the public, or anyone else, will be deemed 
unacceptable conduct by the Northern Ireland Civil Service.   

 
21. Media Interest 
 
21.1. Strict confidentiality should be maintained in response to any interest from 

media.  All such enquiries should be addressed centrally by the Departmental 
Communications Team and consideration should be given by Communication 
Teams to developing an agreed response to include the Northern Ireland Civil 
Service’s status as an equal opportunities employer with no specific or personal 
information provided to media.   

 
22. Review 
 
22.1. It is not possible to outline everything that may need to be considered by 

managers as each trans colleague’s transition will be unique to them and 
issues may arise which are not accounted for in this guidance.  Additionally this 
area is constantly evolving and as such this guidance will be regularly 
reviewed.    

 
23. Further Guidance 
 
23.1. If you have any queries related to this guidance, or would like to discuss an 

issue not included above or covered by other HR policies, please contact NICS 
HR Diversity and Inclusion Branch in confidence at 02890 251733 or on Ext. 
51733 or by email to: NICSHRDiversity@finance-ni.gov.uk. 

 
23.2. In addition to the support available within the NICS, there are a range of 

organisations based in NI which help and support trans people, including, 
Focus: The Identity Trust, GenderJam, SAIL NI, The Rainbow Project and 
TransgenderNI. 



  ANNEX A 
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Relevant Legislation 
 

Please note: This section references specific legislation and, although the 
terminology is now considered outdated, the language used below reflects that of the 
legislation.  More up to date and inclusive terminology has been used elsewhere 
throughout this document.    
 

Sex Discrimination (Northern Ireland) Order 1976  
as amended by: 
 

 Sex Discrimination (Gender Reassignment Regulations) (Northern Ireland) 
1999  

 

The Sex Discrimination Gender Reassignment Regulations (Northern Ireland) 
1999 extended the Sex Discrimination (Northern Ireland) Order 1976 to make it 
unlawful to discriminate on grounds of gender reassignment in employment and 
training. It is unlawful to treat a person less favourably on the grounds that she or he 
intends to undergo gender reassignment, or is undergoing gender reassignment, or 
has at some time in the past undergone gender reassignment. The regulations cover 
direct discrimination, victimisation and harassment in employment or training on the 
grounds of gender reassignment. 
 

 Sex Discrimination (Amendment of Legislation) Regulations 2008  
 

The Sex Discrimination (Amendment of Legislation) Regulations 2008 amended 
the Sex Discrimination (Northern Ireland) Order 1976. It introduced protection for 
individuals in Northern Ireland from direct discrimination on grounds of gender 
reassignment in the provision of goods, facilities, services or premises. 
 

 Gender Recognition Act 2004 
 

The Gender Recognition Act 2004 allows trans people who are able to satisfy the 
Act’s evidential requirements to apply to a Gender Recognition Panel to seek full 
legal recognition. If a Gender Recognition Certificate is issued, and the person’s birth 
was registered in the UK, they will be able to obtain a new birth certificate which 
does not disclose the fact that they have changed gender. 
 

 Sex Discrimination Order 1976 (Amendment) Regulations (Northern Ireland) 
2016 

 

The Sex Discrimination Order 1976 (Amendment) Regulations (Northern Ireland) 
2016 extended the scope of protection in the Sex Discrimination (Northern Ireland) 
Order 1976 to make indirect discrimination unlawful. This occurs where an employer 
applies a provision, criterion or practice which is discriminatory in relation to gender 
reassignment and which cannot be justified.  
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Transitioning at Work 
Suggested Memorandum of Understanding Framework 

 
 
 
Issue  

 
To Consider 

 
What needs to be done & 
who is responsible 

 
When by 
 

1. Gender Transition    Your new name 
 Office location 
 Line manager 
 Supported by 
 Medical advisor 
 Medical advisor contact 
 Close colleagues 
 

   
      

2. Changing Records 
 

 Security pass 
 Name plates 
 Website / office contact 

details 
 IT systems 
 HR Connect records 
 Pension records 
 TUS membership 
 Professional bodies 
 

   

3. Informing Colleagues 
 

 
 

 Face to face discussions 
 A personal letter to staff 

from the individual 
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Issue  

 
To Consider 

 
What needs to be done & 
who is responsible 

 
When by 
 

 A full branch meeting 
 At a specially arranged 

‘event’ / training course 
 Coordinated team 

meetings 
 other ways 
 Answering questions 
 Reasonable requests for 

further info 
 By group email 
 

4. First day in affirmed 
gender 

 Who will provide moral 
support on this day 

 When will it be 
 Change of role required 
 Are you personally ready 
 If no, what else do you 

need to do to be ready 
 Are your colleagues ready 
 If no, what else should 

happen to make them 
ready 

 How will you travel to work 
on your first day 
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Issue  

 
To Consider 

 
What needs to be done & 
who is responsible 

 
When by 
 

5. Medical treatments and 
work absences 

 Role for OHS / Welfare 
 Risk Assessment 
 Counselling 
 Consultations  
 Hormone therapy 
 Hair removal treatment 
 Speech therapy 
 Pre surgery 
 Surgery  
 Recovery 
 Reasonable adjustments 
 Other issues 
 

 
  

 

6. Retention & disposal  How should this document 
be saved, electronic/hard 
copy 

 Who will have access to 
this document 

 Agree disposal schedule, 
how long should this 
document be kept for 
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Domestic and Sexual Abuse Policy and Guidance 
Foreword 

This policy and guidance has been developed to support members of staff who have 
been affected by or who are at risk of abuse.  

The guide provides a structured approach with practical guidance to assist 
managers/colleagues to support any member of staff affected by abuse. 

 

You may also be interested in the following policies: 

 

3.08 - Special Leave 

6.01 - Standards of Conduct 

6.03 - Discipline Policy 

6.09 - Dignity at Work 

7.02 - Staff Welfare 
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Domestic and Sexual Abuse Policy Statement 

  

The Northern Ireland Civil Service (NICS) is committed to the principle that domestic 
abuse is wrong, and has been legislated for as criminal behaviour (new offence to 
come into operation in late February 2022) and that everyone has the right to live 
free from fear and abuse. 

In the Northern Ireland Government’s ‘Stopping Domestic and Sexual Violence and 
Abuse Strategy Year 5 Action Plan’, the NICS has committed to updating its 
workplace policy to cover both domestic and sexual abuse, to ensure that assistance 
and support is available to staff.  The NICS is also committed to attaining a 
Workplace Charter on Domestic Violence.  

As an employer, the NICS has a duty of care for the well-being of staff by creating a 
safe and supportive workplace for all. We are committed to raising awareness and 
offering practical and other support to staff by having a Policy and Guidance in place 
to assist those who may be or have been affected by abuse, regardless of where the 
abuse takes place.  We will respond sympathetically, through the provision of 
confidential mechanisms, to any member of staff who discloses that they have been 
or are affected by abuse and deal effectively with perpetrators of abuse who may be 
members of staff. 

The NICS recognises that strategies and legislation around such matters will 
continue to evolve and as an employer we will consider and, when appropriate, 
adapt our Policy and Guidance to reflect emerging best practice. We will also 
continue to work closely with the Department of Health and the Department of 
Justice as the policy leads for domestic and sexual abuse.  

 

 

 

 

 

 

 

 

 

 

 

 

 



2 
 

 

Domestic and Sexual Abuse - Guide for Staff and Managers 

 

1. Introduction 
 

1.1. Abuse can impact anyone, including NICS staff.  Abusive relationships impact 
both home and working lives. Domestic and sexual abuse is a serious problem 
in Northern Ireland. It occurs right across our society and it can have 
devastating consequences for victims and their families.  
 

1.2. This document provides a suggested framework to assist staff affected by 
domestic or sexual abuse and to enable managers to structure any discussions 
with a member of staff who discloses this.  The document can be used as a 
template to support the provision of practical guidance and to signpost a 
member of staff to available help through resources and organisations (both 
internal and external). A list of organisations offering support, whilst not 
exhaustive, can be found at ANNEX C . 

 
1.3. This document cannot anticipate every situation that may arise nor does it act 

as a definitive guide to supporting a member of staff who discloses domestic or 
sexual abuse. The document will however provide advice on available support 
and how a manager / colleague may assist a member of staff who they suspect 
or who discloses that they are affected by domestic and sexual abuse.   

 
 

2. Definitions of Domestic and Sexual Abuse  
 

2.1. The Northern Ireland Government’s Stopping Domestic and Sexual Violence 
and Abuse Strategy defines domestic violence and abuse as: 

“threatening, controlling, coercive behaviour, violence or abuse 
(psychological, virtual, physical, verbal, sexual, financial or emotional) 
inflicted on anyone (irrespective of age, ethnicity, religion, gender, 
gender identity, sexual orientation or any form of disability) by a 
current or former intimate partner or family member”. 

2.2. The Northern Ireland Government’s Stopping Domestic and Sexual Violence 
and Abuse Strategy defines sexual violence and abuse as: 

“any behaviour (physical, psychological, verbal, virtual/online) 
perceived to be of a sexual nature which is controlling, coercive, 
exploitative, harmful, or unwanted that is inflicted on anyone 
(irrespective of age, ethnicity, religion, gender, gender identity, sexual 
orientation or any form of disability)”. 

2.3. For the purpose of this policy the use of the term ‘domestic and sexual abuse’ 
encompasses all forms of abusive behaviour relevant to both domestic and 
sexual abuse, which also includes violence. 
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2.4. Domestic and sexual abuse is rarely a one off event; it is usually frequent and 
persistent. It knows no boundaries as regards age, gender, gender identity, 
race, religion, ethnicity, sexual orientation, wealth, disability, marital status, 
political opinion or geography.  
 

2.5. Whilst domestic and sexual abuse happens most often in intimate partner 
relationships, domestic abuse which often includes sexual abuse can also 
happen between parents and children, brothers and sisters, family members 
and grandparents, and same sex or teenage relationships. It can also include 
abuse inflicted on, or witnessed by children and young people and this can 
have a long-term life changing impact.  

 
2.6. Domestic and sexual abuse is generally recognised as a pattern of behaviour 

which is characterised by the exercise of coercive control and the misuse of 
power by one person over another. It is usually frequent and persistent and is 
used to harm, ‘punish’ or frighten the victim. Women still make up the largest 
proportion of domestic and sexual abuse victims but men are also victims with 
around 30% of domestic abuse and crimes against men. Domestic and sexual 
abuse can also occur in all relationships including Lesbian, Gay. Bisexual, 
Transgender, Queer or Questioning, and Intersex (LGBTQi). 

 
2.7. It is not limited to physical and sexual abuse.  There is also, in many cases, 

emotional abuse which can include the undermining of self-confidence; 
controlling behaviour such as isolation from friends, family and support 
networks; financial abuse by controlling access to money, personal items, 
transportation and the telephone; threats; and stalking. 
 

2.8. A table providing examples of the types of behaviours associated with domestic 
and sexual abuse of a physical, emotional, sexual and financial nature is 
attached at ANNEX A. 
 

 
3. Relevant Legislation 
 
3.1. Under the Health and Safety at Work (NI) Order 1978, the NICS has a duty of 

care to ensure, as far as reasonably practicable, the health and safety at work 
of its employees. 

 
3.2. The Management of Health and Safety at Work Regulations (NI) 2006 requires 

the NICS to assess the risks of domestic and sexual abuse to employees and 
make arrangements for their health and safety by effective planning, 
organisation and control.  

 
3.3. Section 75 of the Northern Ireland Act 1998 requires designated public 

authorities, in carrying out their functions, to have due regard to the need to 
promote equality of opportunity and good relations. 

 
3.4. The NICS is aware of its responsibility under the Human Rights Act 1998 and in 

particular: 
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• Article 2 – the right to life. 
 

• Article 3 – the right not to be tortured or inhumanely or degradingly treated 
or punished. 
 

• Article 4 – the right not to be required to perform forced labour. 
 

• Article 5 – the right to liberty and security of person. 
 

• Article 8 – the right to respect for one’s private and family life, home and 
correspondence. 

 
3.5. In addition to the above legal requirements, the NICS have an ethical and moral 

duty to protect and support staff affected by domestic or sexual abuse. For staff 
affected by domestic or sexual abuse, the workplace must be a place of safety, 
help and support. 

 
3.6. Relevant legislation may develop or change in due course and this document 

may also be amended to reflect changes in legislation as necessary. 
 

Statistical Data 
 
Current statistical data on Domestic Abuse in Northern Ireland can be found on 
the NI Website. 

 

4. Impact of Domestic and Sexual Abuse in the workplace 

4.1   There are very few, if any, workplaces in Northern Ireland untouched by the 
issue of domestic and sexual abuse. 

 
4.2 Home and work issues cannot always be separated and domestic and sexual 

abuse can impact greatly on the working life of someone who is being abused. 
This can result in the deterioration in performance, increased absenteeism or 
poor timekeeping which can threaten job prospects and job security. Staff 
affected by domestic or sexual abuse are especially vulnerable once they 
attempt to leave abusive partners, and may become vulnerable going to or 
coming from work, or while they are at work as the abuser knows where they 
can be located. This can give rise to health and safety issues and an increased 
risk whilst in the workplace. 
 

4.3 Other members of staff may also be affected, as they too could experience 
threatening or intimidating behaviour from the perpetrator and more particular 
issues can arise where both the perpetrator and the victim work in the same 
workplace or location. 
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4.4 The workplace can play a key role in raising awareness about domestic and 
sexual abuse. For many of those affected, work is a place of safety where they 
may confide in others about their experiences.  
 

4.5 NICS staff should be aware that abuse is not just physical and can be 
emotional; men can be victims too. 

 

5. GUIDANCE 

 
5.1  Those Affected by Domestic and Sexual Abuse  

 
5.1.1 As outlined in the Policy Statement the NICS is committed to the 

principle that domestic and sexual abuse is wrong and that everyone 
has the right to live free of fear and abuse. 
 

5.1.2 In an emergency where you feel threatened, or need immediate 
assistance, you should call the PSNI on 999.  

5.1.3    You should familiarise yourself with The Silent Solutions system. If you 
are unable to speak during an emergency call or are afraid of further 
danger of harm if overheard, you can use the Silent Solutions system 
established by the PSNI.  

This system enables a 999 caller who is too scared to make a noise or 
speak to press 55 when prompted to let police know it is a genuine 
emergency and that urgent help is needed.  

http://drupdocs.intranet.nigov.net/NICS/DofComms/Silent_solution_guide.pdf 

5.1.4 You can report non-emergency incidents on the PSNI website and view 
the practical advice contained within this website. You can also contact 
the PSNI for advice and support in non-emergency situations by calling 
101.   Further information on support services available can be found at 
ANNEX C. 

Getting Help in the Workplace 

5.1.5 Any member of staff who is affected by or at risk of domestic or sexual 
abuse should be aware that there is help available to them. 

 
5.1.6 The NICS, as your employer, can only assist you if you disclose that 

you are affected by or at risk of domestic or sexual abuse. You can 
approach your Manager or Welfare Support Service (WSS) in the first 
instance.   

 
5.1.7 Whilst WSS do not provide professional counselling they will provide 

ongoing support to anyone affected by abuse as well as signposting 
members of staff to useful sources of practical, emotional and financial 
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support. The WSS offers confidential support and will outline any 
exceptions to confidentiality during discussions. 

 
5.1.8 If appropriate, managers may be able to support you with workplace 

measures to assist you, for example: 

• Provision of Special Leave to facilitate any practical arrangements, 
for example attending court, meeting or calling a solicitor, viewing 
properties or getting advice from domestic abuse organisations. 
 

• Consideration may be given to a temporary or permanent change of 
workplace or working pattern. 
 

• You can request to be moved out of public view, ensuring you are 
not visible from reception points or ground floor windows. 
 

• Extra security measures to protect you whilst in the workplace, for 
example with your permission, identifying the abuser to reception 
staff. 
 

• If it is unsafe to work from home, consideration will be given to 
facilitating access to the normal place of work, or an alternative.  
WSS can assist and provide advice. 
 

• Financial support may be available where it is identified that this 
would support alternative arrangements to protect you.  Details can 
be obtained by contacting WSS who can provide advice on options 
and signposting. 

 
A list of organisations offering support, whilst not exhaustive can be 
found at ANNEX C. 
 

5.2 If a Manager or a colleague suspects Domestic and Sexual Abuse  

5.2.1. Managers and colleagues can, in consultation with WSS, play a key 
role in supporting staff who they suspect maybe affected by or at risk of 
domestic or sexual abuse. They should refer to ANNEX B: How to 
Recognise Domestic and Sexual Abuse.  

 
5.2.2  It may be difficult for the individual affected by abuse to acknowledge 

the problem or discuss it with anyone. If a manager or colleague 
suspects that a member of staff is affected by or at risk of domestic or 
sexual abuse, they may feel it is appropriate to facilitate a conversation 
to discuss their concerns.  This will allow them to identify and 
implement available support. Before an approach to the member of 
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staff is made, you should in the first instance contact WSS or a Safe 
Place Advocate for advice and guidance.  

 
5.2.3 Below are some examples of questions and prompts that could be used 

to support any conversation you might have: 
 

• How are you doing at the moment?  
 

• Your wellbeing is important to me and I’ve noticed that you seem 
distracted/ upset at the moment – are you ok?  
 

• If there’s anything you’d like to talk to me about at any time I’m 
always here to support you. 
 

• Is everything all right at home?  
 

• You don’t have to tell me anything, but please know that I would like 
to support you if and when you feel ready. 
 

• What support do you think might help?  
 

• What would you like to happen? How? 
 
5.2.4 If a member of staff or a colleague approaches you, you should afford 

them with the opportunity to have a conversation.   Depending on what 
is disclosed, you may need to explain that you will have to seek advice 
from WSS to be able to offer the appropriate support.  

 
5.2.5 Managers and colleagues should recognise they are not counsellors 

and they cannot make a decision on behalf of a member of staff. It is 
important that you do not commit more than you are able to in the way 
of support and remain aware of your own wellbeing, particularly as you 
may be putting yourself in a dangerous situation if the abuser becomes 
aware of your support. 

A list of organisations offering support, whilst not exhaustive can be 
found at ANNEX C. 

 
5.3 Guidance for Managers 

 
5.3.1 Managers can, in consultation with WSS, play a key role in supporting 

staff who are affected by or at risk of domestic or sexual abuse. 
 
5.3.2 Managers should make a managerial commitment rather than a 

personal commitment to help a member of staff when they are asked 
for assistance. This reduces the potential for any confusion arising 



8 
 

around a manager’s role and can reduce the potential for complications 
or blurring of responsibilities for both the manager and the member of 
staff.  Managers are not counsellors and cannot support the staff 
member on a personal basis or make a decision on their behalf.  
Managers will respect the right of staff to make their own decisions on 
the appropriate course of action at every stage.  
 

5.3.3 If a member of staff discloses domestic or sexual abuse, managers 
should afford them the opportunity to have a conversation. Depending 
on what is disclosed, it may be necessary to explain that advice will 
need to be sought from WSS to ensure appropriate support is 
identified.  

 
5.3.4   Any conversation with a member of staff should be done in private, and 

any questions asked with care and sensitivity. During discussions, use 
discretion and if a member of staff becomes uncomfortable and 
expresses they would rather speak to someone else, you can offer an 
appropriate point of contact to them for advice such as WSS.  
Alternatively refer or signpost the member of staff to the Domestic and 
Sexual Abuse Helpline (0808 802 1414) or other support services listed 
at ANNEX C. 

 
5.3.5 If you have concerns about the risk to a member of staff, you can 

confidentially seek advice from WSS or from any of the organisations 
listed in ANNEX C. 
 

 
5.3.6 It may not be necessary to retain a written record of a conversation with 

a member of staff.  However, any written record including agreed 
workplace measures or adjustments, should be held outside of official 
employee records and stored securely. All incidents of violence, 
threatening behaviour or breaches of security in the workplace should 
be recorded and retained for evidence purposes if required. The record 
must be clear, accurate and include dates, times, locations, and any 
witnesses. All records should be stored securely and in line with GDPR 
regulations.   

 
5.3.7 The role of a manager is not to deal with the domestic or sexual abuse 

itself but to support a member of staff and outline  practical help that is 
available, such as: 
 
• Special leave – to facilitate any practical arrangements, for example 

attending court, meeting or calling a solicitor, viewing properties or 
getting advice from domestic violence organisations. Please see HR 
Handbook – 3.08 – Special Leave Policy. 
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• Performance and productivity – staff experiencing domestic or 
sexual abuse may have performance or productivity issues and 
these should be dealt with sympathetically. The member of staff 
should be reassured that the NICS understands how domestic or 
sexual abuse may affect their work performance and available 
support should be communicated. 
 

• Security measures – this may include, with a member of staff’s 
permission, identifying the perpetrator to reception staff or other 
colleagues. Where possible, a member of staff can request to be 
moved out of public view, ensuring they are not visible from 
reception points or ground floor windows.  Consideration may also 
be given to a temporary or permanent change of workplace, working 
times or pattern. 
 

• Financial support – this may be available where it is identified that 
it would support alternative arrangements to protect a member of 
staff.  Options available can be obtained by contacting WSS. 
  

• Lone working – if a member of staff is working alone they may be 
particularly vulnerable.  Consideration may be given to a change in 
role/alternative working arrangements.  
 

• Working from Home – if a member of staff is required to work from 
home and it is unsafe to do so, consideration may be given to 
facilitating their access to the normal place of work, or an alternative 
location.  Options available can be obtained by contacting WSS.  

 
5.3.8 Further measures of support which may be considered: 

 
• Agree with the member of staff if they wish their colleagues to know 

that they are experiencing some difficulties and how they should 
respond if the perpetrator calls or visits the workplace. 
 

• Check if the member of staff has arrangements for getting to and 
from work safely. 
 

• Request that the member of staff provides you with an up-to-date 
emergency contact name and number. 
 

• Those affected by domestic or sexual abuse are especially 
vulnerable once they attempt to leave an abusive partner and may 
become vulnerable going to or coming from work. This can give rise 
to health and safety issues and an increased risk of abuse whilst in 
the workplace.  Arrange for a risk assessment to be carried out for 
both the member of staff affected by, or at risk of, domestic or sexual 
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abuse and their colleagues.  
 

• If the perpetrator has the member of staff’s work email address or 
telephone number, consideration should be given to diverting calls 
and emails. If possible, change the email address and telephone 
number.   

 
5.4 Perpetrators who are Members of Staff 

 
5.4.1 There may be cases where a person who is perpetrating domestic or 

sexual abuse is working for the NICS or in the same Department as 
their partner, ex-partner or family member they are abusing. Where 
domestic or sexual abuse occurs, or has the potential to occur in the 
workplace, the overriding consideration of the NICS is to ensure the 
health and wellbeing of its staff.  

 
5.4.2 If a manager is made aware that a member of staff is a perpetrator of 

domestic or sexual abuse, they should contact WSS to seek 
appropriate advice and guidance. 

 
5.4.3 The NICS will not tolerate any form of domestic or sexual  abuse in the 

workplace and will: 
 

• Consider disciplinary action, as set out in the HR Handbook – 6.03 – 
Discipline Policy, against any employee who uses the time, property 
or the resources of the NICS to abuse a partner or family member. 
 

• Require a member of staff to report to NICS HR, as soon as 
possible, if you have been arrested, charged or convicted by a court 
of any criminal offence, including behaviour associated with 
domestic abuse.  Failure to do so may be considered to be a 
disciplinary matter.  
 

• Where a perpetrator’s job involves working or coming into contact 
with children or vulnerable adults a change of role may need to be 
considered. 
 

• Take action as appropriate to minimise the potential for a perpetrator 
to use their position or resources to find out the whereabouts or 
other details of their partner, ex-partner or family members.  
 

• Give consideration to requests for time off for a perpetrator to attend 
appropriate interventions, to address abusive behaviour.  
Applications will be considered under HR Handbook – 3.08 - Special 
Leave Policy. 

 
5.4.4 If the victim and alleged perpetrator are both members of staff, any 

incidents occurring at work may be dealt with under the HR Handbook 
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Policies – 6.03 - Standards of Conduct Policy and 6.09 Dignity at Work 
Policy. 

 
5.4.5 Members of staff who are worried about hurting loved ones may choose 

to seek help to prevent or stop abuse. Support is available to those who 
wish to understand powerful emotions, cope better with stress in their 
lives and adopt more appropriate behaviours for healthy relationships.  
Advice and signposting can be obtained by contacting WSS. 

 
6. Confidentiality 

 
6.1 The detail of any conversation will only be disclosed with the permission of the 

member of staff, unless they are at serious risk of injury or death. Also, if there 
are legal requirements, for example where the abuse is linked to child abuse or 
where a risk to children or vulnerable adults is identified, the NICS has a 
responsibility to notify social services and/or the PSNI. If this is the case, the 
member of staff will be informed. 

 
No personal details of other members of staff should be divulged to a third 
party.   



12 
 

7.   Communication Plan 

7.1  The NICS will raise awareness of domestic and sexual abuse through: 
 

• Publication of the Policy and Guidance on HRConnect and the Intranet. 
 

• Distribution of information to promote the NICS Policy and Guidance and 
to raise awareness of the issues of domestic and sexual abuse. This will 
include information at staff events and intranet articles to include 
signposting to the Policy. 
 

• Appropriate training for all staff.  
 

 
8. Staff Training 

 
8.1 The NICS will develop a programme of appropriate training for staff to raise 

awareness of domestic and sexual abuse.  This will include an e-Learning 
package on domestic abuse, and the domestic abuse offence, which will be 
available through the NICS L&D LInKS system. 
 

8.2 Staff will be trained to: 
 

• Develop or improve their awareness and understanding of domestic and 
sexual abuse. 
 

• Identify available support to effectively signpost victims of domestic and 
sexual abuse.  
 

• Understand why a domestic and sexual abuse policy is required. 
. 

• Recognise and understand the impact of domestic and sexual abuse 
within the workplace. 
 

• Effectively support members of staff affected by, or at risk, of domestic 
and sexual abuse within the workplace. 
 

• Develop an awareness of responding to, and supporting a member of 
staff, who is affected by or at risk of domestic and sexual abuse. 

 
9. Review 

 
9.1 It is not possible to outline everything that may need to be considered by 

managers or colleagues. Therefore issues may arise that are not covered in 
this Policy and Guidance. 
 

9.2 Strategies and Legislation may develop and evolve over time, therefore this 
Policy and Guidance will be reviewed on a regular basis. 
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10. Further Guidance 
 

10.1 If you have queries related to this Policy and Guidance, please contact NICS 
HR Diversity and Inclusion Branch in confidence at 028 90 251733 or on Ext. 
51733 or by email to NICSHRDiversity@finance-ni.gov.uk. 
 

10.2 In addition to the support available within the NICS, there are a range of 
organisations in Northern Ireland which are listed in ANNEX C. 
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ANNEX A 

*Examples of Behaviours Associated with Domestic and Sexual Abuse 

Physical Abuse     Emotional Abuse 

 
Punching 
Slapping 
Hair Pulling 
Biting 
Burning 
Hitting 
Choking 
Kicking 
Use of a weapon 
 

 

Sexual Abuse 

  

 
Being verbally abused and humiliated 
Intimidation 
Undermining of self-confidence 
Being constantly blamed 
Being put down in front of other people 
Being kept away from family and friends 
Threats to self and children 
Threats to “out” them to family / 
colleagues 
Regulation of everyday behaviour & 
freedom 
Destruction of property 
**Virtual & online stalking and abuse 
 
Financial Abuse 

 
Rape  
Being forced to watch or act out  
pornography 
Being talked to in sexually 
degrading ways 
Indecent phone calls  
Being forced to engage in sexual 
acts 

  

 
Controlling money 
Withholding money 
Misspending money - gambling/ drinking 
etc 
Restricting access to money for 
necessities 
Having to explain every expenditure 
Forced into debt/ running up debt in your 
name 
Forced to take responsibility for all the 
finances 
Preventing you from earning your own 
money 
Forcing you to be fraudulent 
Not allowing benefits to be paid in your 
name 

 
*Not an exhaustive list 

**Online platforms are increasingly used to perpetrate domestic or sexual abuse. 
Online domestic and sexual abuse can include behaviours such as monitoring of 
social media profiles or emails, abuse over social media such as Facebook or 
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Twitter, sharing intimate photos or videos without your consent, using GPS locators 
or spyware. 
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ANNEX B 

How to recognise Domestic and Sexual Abuse 

Signs* that someone might be experiencing domestic or sexual abuse:  
  
Work productivity: 

• Change in a member of staff’s working pattern, for example, frequent 
absence, lateness or needing to leave work early. 
 

• Reduced quality and quantity of work, missing deadlines, a drop in usual 
performance standards. 
 

• Change in the use of the phone/email, for example, a large number of 
personal calls/texts, avoiding calls or a strong reaction to calls/texts/emails. 
 

• Spending an increased amount of hours at work for no reason. 

 
Changes in behaviour or demeanour: 

• Changes in behaviour, for example, becoming very quiet, anxious, frightened, 
tearful, aggressive, distracted, depressed. 
 

• Isolating themselves from colleagues. 
 

• Obsession with timekeeping. 
 

• Unusually secretive regarding home life. 

 
Physical signs: 

• Visible bruising or single or repeated injury with unlikely explanations. 
 

• Change in the pattern or amount of make-up used. 
 

• Change in the manner of dress, for example, clothes that do not suit the 
climate which may be used to hide injuries. 
 

• Substance use/misuse. 
 

• Fatigue/sleep disorders. 

 
Other signs: 

• Partner or ex-partner stalking member of staff in or around the workplace. 
 

• Partner or ex-partner exerting unusual amount of control or demands over 
work schedule. 
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• Isolation from family/friends. 

 

*Not an exhaustive list
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sexual abuse/violence in 
Northern Ireland.  

 
  

Women’s Aid 
Federation NI 

Provides specialist services for 
women and children affected by 
domestic abuse including refuge 
and outreach support. 

The Annex 
30 Adelaide Park 
Belfast, BT9 6FY 
Tel: 028 9024 9041 
Email: info@womensaidni.org  

NEXUS NI Offers services and support to 
people who have been affected 
by sexual violence in any form, 
services are delivered across 
Northern Ireland. 

Belfast 
59 Malone Road, Belfast, BT9 6SA 
Email: Belfast@nexusni.org 
Tel: 028 9032 6803 

L’Derry 
38 Clarendon Street, L’Derry, BT48 7ET 
Email: Derry@nexusni.org 
Tel: 028 7126 0566 

Men’s Advisory 
Project NI 

Provides counselling services for 
men experiencing domestic 
abuse.  

5th Floor Glendinning House 
6 Murray Street 
Belfast 
BT1 6DN 
Belfast: 028 9024 1929 
Foyle: 028 7116 0001 
Email: info@mapni.co.uk  
 

Respect UK domestic abuse organisation 
leading the development of safe, 
effective work with perpetrators, 
male victims and young people 
using violence in their close 
relationships. 

General enquiries 
info@respect.uk.net   
0203 5596650 
Helplines 
Respect Phoneline: 0808 8024040  www.respectphoneline.org.uk  
Men's Advice Line: 0808 8010327  www.mensadviceline.org.uk  
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Rainbow 
Project 

A health organization that works 
to improve the physical, mental 
and emotional health and well-
being of lesbian, gay, bisexual 
and/or transgender people in 
Northern Ireland. 

23-31 Waring Street 
Belfast 
BT1 2DX 
Tel: 028 9031 9030 
Email: info@rainbow-project.org  

Transgender NI Human rights and community 
organisation for trans and gender 
diverse people in Northern 
Ireland. 

Tel: 0300 302 3202 
Email: info@transgenderni.org.uk 
 

The Rowan 
Sexual Assault 
Referral Centre 

Offers 24/7 support and services 
for anyone who has been 
sexually abused, assaulted or 
raped. 
 

Freephone 0800 389 4424 
www.therowan.net  

nidirect 
 

Guidance on getting help when 
affected by domestic and sexual 
abuse/violence. 

www.nidirect.gov.uk/campaigns/domestic-and-sexual-violence 
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DIGNITY AT WORK 

 
1 Introduction 
 
1.1 The Northern Ireland Civil Service (NICS) is committed to equality of opportunity 
and to creating and sustaining an inclusive and harmonious working environment 
and atmosphere where everyone is treated with respect and dignity, free from any 
form of unacceptable behaviour, and one in which our people can give of their best. 
 
1.2 This part of the Standards of Conduct policy outlines the positive behaviours we 
expect of all our people to ensure an inclusive culture which is intolerant of any 
behaviour that results in our people feeling excluded, bullied or treated unfavourably 
because of who they are.  We all have a responsibility to create and sustain a 
working environment in which staff are treated with respect and dignity and where 
diversity is valued. 
 

2. Behaviour 
 
2.1 The importance of acceptable behaviour 
 
2.1.1 It is important that we all hold ourselves to account for how we behave towards 
others in the workplace. In NICS those acceptable, positive behaviours include: 
 

• Affording dignity, trust and respect to everyone and ourselves. 
• Having awareness of the effect of our behaviour on others and only make 

reasonable and manageable demands. 
• Communicating honestly and openly, clearly stating what we mean and expect 

of others. 
• Providing and being receptive to honest feedback based on evidence. 
• Challenging any type of unacceptable behaviour in an appropriate way. 

 
2.1.2 Unfortunately there may be times where unacceptable behaviour occurs in the 
workplace.  There is no place for this type of behaviour in the NICS. It is harmful and 
detracts from a productive working environment and can affect someone’s health, 
confidence, morale and performance. 
 
2.2 What is unacceptable behaviour? 
 
2.2.1 This policy defines any form of conduct or behaviour as being unacceptable if: 
 

• It is unwanted or unsolicited and is unreasonable, aggressive, abusive, 
humiliating. threatening or personally offensive to the recipient: 

• Creates an intimidating, hostile, degrading or humiliating work environment 
affecting their dignity at work. 
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2.2.2 Conduct shall be regarded as having this effect only if, having regard to all the 
circumstances and in particular the complainant’s perception, it would be reasonably 
considered as having that effect. 
 
2.2.3 Unacceptable behaviour which can result in harassment, bullying, 
discrimination and victimisation may involve actions, words or physical gestures and 
can take on many forms such as face to face, written, via telephone, email or 
through social media. 
 
2.2.4 Work related events are considered under the law as a continuation of the 
workplace.   Any unacceptable behaviour which occurs at training courses or social 
events such as Christmas parties, or team social gatherings (informal and formal), 
can constitute unlawful discrimination/harassment or bullying in the same way as if it 
had occurred in the workplace. 
 
2.2.5 Unacceptable behaviour can also occur when using social media.  You are 
responsible for any information you post and how it could be perceived by others. 
 
2.3 Types of unacceptable behaviour 
 
2.3.1 Harassment 
 

Harassment is unacceptable behaviour that has the purpose or effect of (i) 
violating the person’s dignity or (ii) creating an intimidating, hostile degrading, 
humiliating or offensive environment for them. 
 
Harassment is linked to aspects of a person's protected social identity, in other 
words 
• Gender, gender expression, gender identity  
• Age 
• Disability/non-disability 
• Racial group 
• Sexual orientation  
• Religious belief 
• Political opinion 
• Whether they have/do not have dependents 
• Pregnancy or maternity status 
• Martial or civil partnership status  

 
 
2.3.2 Bullying 
 
There is no legal definition of bullying, it can be defined as persistent offensive, 
abusive, intimidating, malicious or insulting behaviour, abuse of power or unfair 
penal sanctions, which makes the recipient feel upset, threatened, humiliated or 
vulnerable, which undermines their self-confidence and which may cause them to 
suffer stress.  It may be one individual against another, such as a manager against a 
member of staff or vice versa, or by groups of people of any grade.   
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Bullying is similar to harassment in the sense that it too is offensive, hostile or 
oppressive behaviour.  The main difference is that bullying behaviour need not be 
related to the equality grounds but may be done for other reasons, such as jealousy 
or personal dislike, revenge or insecurity. 
 
Bullying can take on many forms including use of language physical assault, 
threatening behaviour and cyber bullying.  Cyber bullying, also referred to as online 
bullying can be defined as, bullying, harassment and victimisation conducted through 
electronic means for example SMS, text, apps and social media. 
 
2.3.3 What is not bullying? 
 
Legitimate, constructive, proportionate and fair feedback of an employee’s 
performance or behaviour at work is not bullying.  Isolated incidents of abruptness, 
sharpness or rudeness whilst totally unacceptable, should not be described as 
bullying.  
 
Many of these incidents are legitimate employment relations difficulties that, 
wherever possible, should be dealt with in the first instance by letting the person 
know how their behaviour has made you feel.  It is important to address such 
incidents at the earliest possible opportunity in order to avoid a repeat of such 
behaviour.  If you need help to raise the issue you can go to one of the many 
sources of support that are available to you (see Section 4 of this policy).  Only 
unacceptable behaviour, which is repeated or continues over a period of time, should 
be regarded as bullying. 
 
2.3.4 Discrimination 
 
Discrimination is unlawful and happens when someone is treated less favourably  
than others on the grounds of a protected characteristic, in other words their gender, 
gender expression, gender identity, age, disability/non-disability, racial group, sexual 
orientation, religious belief, political opinion, whether they have/have  not 
dependants, pregnancy or maternity status, martial or civil partnership status. There 
is also protection in law against detrimental treatment because of someone’s 
membership of a trade union.  Discrimination can be direct or indirect and will not be 
tolerated within the NICS. 
 
Direct discrimination occurs when people are treated less favourably because of a 
protected characteristic. 
 
Indirect discrimination occurs when a condition or requirement is applied equally to 
all but which makes it harder for one group to meet than another or which has a 
disproportionate or otherwise detrimental impact on them and cannot be justified.  
 
2.3.5 Victimisation 
 
Victimisation occurs where a person who has made a complaint or assisted a 
complainant under this policy, is treated less favourably than others as a 
consequence.  
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This policy will protect staff from victimisation where they  

• make complaints of discrimination, harassment or bullying; or  
• give evidence or information in connection with such a complaint. 

 
 
2.4 Examples of unacceptable behaviour 
 
The following list, while not exhaustive, provides guidance as to the common forms 
of unacceptable behaviour under this policy. 
 

• Unwanted physical contact, ranging from unnecessary touching or 
inappropriate gestures to serious assault; 

• Use of verbal or physical threats or abuse which are sectarian, political, or 
racial in nature; 

• Sexually derogatory or stereotyped remarks or statements which amount to 
homophobia, biphobia, transphobia, queerphobia or intersexphobia; 

• Any offensive terminology relating to disabled people; 
• Jokes or remarks that are related to age, or that have a lewd, sectarian, racist 

or disability content, or which contain innuendo or mockery associated with a 
person’s gender or sexuality; 

• Malicious “banter” which has the effect of humiliating someone, often in 
public; 

• Microaggression, whether intentional or unintentional, is a subtle but no less 
impactful form of prejudice against others. Microaggressions are brief and 
commonplace verbal, behavioural or environmental displays of bias towards 
people often because of their race, gender, age, sexual orientation or any 
other protected characteristic.  They are delivered in an often fleeting and 
discreet way, causing emotional harm to people and are too often dismissed 
as ‘banter ‘or ‘just a bit of fun’; 

• Unwanted, intrusive questioning of a person about their marital status, sexual 
interests or orientation, gender or gender expression or identity, age, religious 
belief, political opinion, race or ethnic origin; 

• Refusal to acknowledge a trans or non-binary person’s affirmed gender, or 
identity including deliberate misgendering or refusal to use their correct name; 

• Expressing the view that non-binary genders are invalid and do not exist; 
• Baiting others by intentionally saying or doing things to annoy them and 

provoke an angry, aggressive or emotional response; 
• Coercion, including suggestions that sexual favours may further a person’s 

career or that not providing them may adversely affect their career; 
• Visual display of pornographic, sexually explicit or suggestive pictures, objects 

or written material (including the use of e-mail to send such material);  
• Inappropriate use of social media; 
• Political posters, graffiti, obscene gestures, flags, bunting, emblems; 
• Wearing of distinctive clothing or sportswear which may be deemed offensive 

by others, for example, football, GAA, rugby tops; 
• Any clothing containing lewd or offensive images/slogans; 
• Singing or playing songs with inappropriate or offensive lyrics or content; 
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• Isolation and/or non-cooperation at work, exclusion from work-related social 
activities; 

• Use of implicit or explicit behaviour to control, influence or affect the career of 
another person whom they manage or over whom they exert actual or 
perceived authority; 

• Persistent and unreasonable criticism; 
• Unreasonable demands and impossible targets; 
• Refusing to make reasonable adjustments to accommodate a disabled 

person; 
• Refusing annual leave in connection with observance of religious and cultural 

events such as Islamic Festivals or Chinese New Year without reasonable 
justification. 

 
2.5 Intent and impact of unacceptable behaviour 
 
2.5.1 At times the unacceptable behaviour can be unintentional, however it is the 
impact of this behaviour on the recipient that is significant.  
 
2.5.2 Staff whose behaviour on the balance of probability constitutes harassment, 
bullying, discrimination or victimisation will be liable for disciplinary action which 
could lead to dismissal. 
 
2.5.3 It will always be assumed that complaints have been made in good faith unless 
there is evidence to the contrary.  If it becomes apparent that an accusation of 
unacceptable behaviour was deliberately false, mischievous or vexatious, and was 
not due to a misunderstanding or genuine mistake, it will be treated as a serious 
matter and may lead to disciplinary action. 
 

3. Rights, roles and responsibilities of staff and managers 
 
3.1 All Staff 
 
3.1.1 Every member of staff has the right to work in an environment free from 
unacceptable behaviours that may violate their dignity or create an intimidating, 
hostile, degrading, humiliating or offensive environment.  Should this happen, the 
NICS fully recognises your right as an employee to raise a complaint.  All complaints 
will be dealt with sensitively, seriously and as quickly as possible. 
 
3.1.2 As an employee of the NICS, you have a responsibility to familiarise yourself 
with the contents of this policy and to comply with them.  In addition, you have a 
legal requirement to comply with the relevant legislation, in other words the Fair 
Employment and Treatment (NI) Order 1998, the Sex Discrimination (NI) Order 
1976, the Employment Equality (Sexual Orientation) Regulations (NI) 2003, the 
Disability Discrimination Act 1995, the Employment Equality (Age) Regulations (NI) 
2006 and the Race Relations (NI) Order 1997. 
 
3.1.3 As an employee, you also have a role to play in helping to create and sustain a 
working environment in which individuals are treated with dignity and respect.  We 
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can all contribute to preventing unacceptable behaviour by ensuring that our 
standards of conduct do not cause offence.  We should also discourage 
unacceptable behaviour by others by making it clear that we will not tolerate it 
whether the behaviour is against ourselves, or other colleagues, and by offering 
support to colleagues where they are subjected to such behaviour.  
 
3.1.4 In summary, where unacceptable behaviour is happening, you have a duty to 
identify it, challenge it, report it. 
 
3.2 Managers 
 
3.2.1 As a manager, you have a duty to implement this policy and to make every 
effort to ensure that unacceptable behaviour does not occur.  Failure to comply can 
in certain circumstances, give rise to disciplinary proceedings.  You should set a 
good example by treating all colleagues with dignity and respect, be observant of the 
behaviours that occur within your own team and act on any alleged incidents of 
unacceptable behaviour which come to your attention by taking immediate and 
appropriate action.  
 
3.2.2 You should be familiar with this policy and the procedures for dealing with 
complaints, ensuring that all staff, and Agency workers, are made aware of them.  
 
3.2.3 You should also be aware of the different sources of help that can provide you 
and your staff with advice and guidance, see Section 4 below.  
 
3.2.4 Staff affected by unacceptable behaviour may be reluctant or nervous about 
complaining.  They may be worried about not being taken seriously, about reprisal, 
damaging their career prospects and creating a bad atmosphere in the workplace. 
You must therefore take steps to quickly address any problems in a sensitive 
manner, supporting and reassuring your staff as necessary. 
 
3.2.5 Confidentiality must be maintained at all times and the rights of all parties 
should be respected. 
 
3.2.6 Following the resolution of a complaint, whether it was dealt with informally or 
through formal channels, you will be expected to monitor the situation to ensure that 
further problems or victimisation of anyone involved does not occur. 
 
 

4. Sources of support to help you deal with unacceptable behaviour 
 
4.1 NICSHR Employee Relations  
 
4.1.1 NICSHR Employee Relations will act to ensure that this statement and 
procedures are properly implemented and that: 
 

• Details of the policy and procedures are communicated to all staff; 
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• Complaints are processed appropriately through informal and formal 
channels; 

• Adequate resources are made available to implement the policy, achieve its 
objectives and operate the procedures; 

• Designated staff are given appropriate training to enable them to perform their 
roles sensitively and effectively. 

 
 
4.2 Local Dignity at Work Advisors 
 
4.2.1 Local Dignity at Work Advisors have been appointed by departments to provide 
guidance, support and advice to you if you have been subjected to, or accused of, 
offensive behaviour.   
 
4.2.2 The role of the Local Dignity at Work Advisor is to: 

• Offer a private and confidential environment to encourage discussion of the 
alleged incident(s); 

• Discuss the courses of action open to you, without recommending a particular 
option unless the information is judged to be so serious that action is required 
irrespective of your wishes; 

• Support you through whatever action you decide to take (or to support those 
having action taken against them); 

• Informally approach the other party on your behalf if requested; 
• Monitor and provide statistical reports to NICSHR Employee Relations. This 

will not include any personal details.  
 
4.2.3 NICSHR Employee Relations hold up-to-date lists of Local Dignity at Work 
Advisors in departments that can be supplied on request.  Lists should also be 
available from departmental intranet sites. 
 
4.3 NICS Mediation Service  

4.3.1 NICS fully supports the use of mediation to assist with a quick and informal 
solution to workplace conflict.  It is especially effective when used in the early stages 
of any disagreement, before conflict escalates.  Early intervention can prevent both 
sides from becoming entrenched and if the issues are resolved early on, there is less 
chance of the working relationship breaking down irrevocably. 

4.3.2 Mediation is a confidential, informal process and is part of the Dignity at Work 
(DAW) procedures.  It is not an investigation and mediators do not judge who is right 
or wrong, nor do they apportion blame or tell people what to do.  All mediators are 
employees of the NICS who have volunteered their services and are provided with 
professional training.  

4.3.3 Information on the NICS Mediation Service can be found here 
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4.4 NICS and Departmental Diversity Champions 
 
4.4.1 NICS has developed a network of diversity champions which includes specific 
champions for race and ethnicity, LGBT, disability and gender issues. 
 
4.4.2 The role of the diversity champions is to promote equality, diversity and 
inclusion.  
 
4.4.3 Contact details can be found here 
 
 
4.5 NICS Welfare Support Service and Employee Assistance Programme 
 
4.5.1 Welfare Support Services and/or the Employee Assistance Programme (EAP) 
provider Inspire can provide emotional support for anyone involved in a complaint or 
who may be considering this action. 
 
 
4.6 Trade Union Representative 
 
4.6.1 You may wish to approach your trade union representative for guidance or 
support if you are subject to any unreasonable behaviour which you feel is impacting 
on your dignity at work.  
 
 

5. What can you do if you feel your dignity at work has been affected? 
 
5.1 Informal resolution of your issue 
 
5.1.1 Informal methods of dealing with unacceptable behaviour are often the 
quickest and most effective way of resolving the issue.  If you think that you have 
been subjected to unacceptable behaviour and you feel that you can talk to the 
individual/s about it, you should explain to them how they are making you feel and 
ask them to stop.  Sometimes individuals don’t realise the effect their behaviour is 
having on other people and this direct approach should make them stop and think.  
 
5.1.2 If this does not work, or you feel that you cannot approach the individual 
directly you should speak to your line manager and ask for help to resolve the 
matter.  If your line manager is the source of the unacceptable behaviour you may 
speak to their line manager in confidence.  
 
5.1.3 Alternatively you could speak with a Local Dignity at Work Advisor (see para 
4.2).  
 
5.1.4 Other sources of help and assistance are your Trade Union representative or 
NICSHR Employee Relations and, if the behaviour is related to your disability, 
Employers for Disability NI. 
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5.1.5 NICS Mediation Service aims to provide a quick informal route to resolving 
workplace disagreements.  Whether you feel you have been subject to unacceptable 
behaviour or you have been accused of it, you should seriously consider if mediation 
may be able to resolve the issue and prevent the matter potentially progressing to a 
formal complaint (see para 4.3).  
 
 
5.2 Formal complaint 
 
5.2.1 Where you have been unable to resolve your complaint informally, or where 
you have been advised that informal resolution is not appropriate, you may submit a 
written formal complaint in line with the arrangements in 6.04 Grievance policy (link).  
 
5.2.2 The NICSHR Employee Relations will carry out a Stage One meeting as part of 
the formal procedures and will decide whether or not your complaint should progress 
to formal investigation.  They will also determine the outcome of any formal 
complaint and monitor and review complaints to ensure that proper standards are 
being maintained and procedures are working effectively.  
 
5.2.3 Full details of the informal and formal procedures that can be used to resolve 
complaints can be found in 6.04 Grievance policy and User Guide. 
 
 

6. What can you do if you are advised that someone finds your 
behaviour unacceptable? 
 
6.1 If you are advised that someone is finding your behaviour unacceptable, you will 
probably find this accusation very stressful and upsetting.  You can speak to a Local 
Dignity at Work Advisor for advice and/or guidance.  Contact numbers can be 
obtained from NICSHR Employee Relations team.  You should treat this as a serious 
matter and do all you can to resolve the situation at an early stage.  
 
6.2 If you are approached in this context there are a number of things to consider, 
including: 
 

• Remember that if a person feels offended by your behaviour, the feelings are 
very real to them, therefore try to remain calm and objective, be open and 
receptive to the comments being made; 

 
• Reflect on your behaviour to see how it might have given rise to the complaint 

and how it might be modified; 
 

• Be mindful of “victim blaming”, where you may try to hold the offended person 
entirely or partially at fault for your behaviour towards them; 

 
• An informal meeting can be an opportunity to clarify actions or behaviour and 

the offer of an apology, for example, if your behaviour has been 
misinterpreted, often remedies the situation; 
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• The NICS Mediation Service will be able to provide you with an opportunity to 

both hear the other person’s point of view and to voice your own.  Sometimes 
these matters can be due to failure/breakdown of communication and this 
type of early, informal resolution can result in a better understanding between 
parties and an opportunity to mend working relationships.  When successful it 
also reduces the chances of a formal complaint being raised.  You should 
note that mediation is strictly confidential and that neither party will be 
permitted to use information gained during a mediation to form part of any 
formal complaint; 
 

• Do not try to convince the complainant that the complaint is invalid or to 
withdraw it as this may amount to victimisation.  
 

Please refer to Section 4 for the sources of support available to anyone involved in a 
grievance. 

 
 

7. What can you do if you witness unacceptable behaviour? 
 
7.1 We all have a role in creating and sustaining a working environment in which 
individuals are treated with dignity and respect. If you witness unacceptable 
behaviour it is therefore important that you should try to discourage it by: 
 

• making it clear that you find the behaviour unacceptable; 
• showing support to colleagues who suffer such treatment; 
• reporting the incident to your line manager or someone else in your 

management chain; 
 
7.2 Remember: identify it, challenge it, report it. 

 

8 Complaints involving individuals outside your Department  
 
8.1 Staff in another NICS Department  
 
All complaints regarding potential breaches of acceptable behaviour under this policy 
will be dealt with by NICSHR Employee Relations.  When the investigation is 
completed, the NICSHR Decision Officer handling the complaint will determine 
whether or not the complaint should be upheld and will ensure that the decision is 
quickly communicated to all parties.  Where a complaint is upheld, the report will be 
passed to a newly appointed Decision Officer who will decide if disciplinary action is 
appropriate in accordance with normal procedures. 
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8.2  Agency Workers 
 
Unacceptable behaviour complaints made by NICS staff against an agency worker 
will be forwarded to their Agency.  If an agency worker wishes to raise a complaint 
against a NICS staff member they should do so through their agency as their direct 
employer.  The Agency will contact NICS Resourcing who will forward the complaint 
to NICS Employee Relations to deal with. 
 

9 Staff on secondment 
 
9.1 In all secondments (inward and outward) the secondment agreement should 
specifically state the arrangements that will apply in the event of a complaint 
involving a secondee.  It is expected that in such cases both organisations will jointly 
agree on who will take the lead in carrying out the investigation if one is required.  
 

10. Third parties 
 
10.1 All NICS staff have a right to be treated with dignity and respect within the 
workplace.  If you are subjected to unacceptable behaviour by a third party such as a 
member of the public or a contractor, you should report the incident as soon as 
possible to your Line Manager.  As the Northern Ireland Civil Service representative 
at local level, it is your manager’s responsibility to satisfy themselves that the 
complaint is well founded and take steps to ensure that the behaviour is stopped.    
 
10.2 Your manager should make the member of the public aware that their 
behaviour is unacceptable and must stop.  It should be made clear that if the 
behaviour is not stopped, they may be excluded from the office and will only be dealt 
with by telephone or correspondence, or  that contact with them may be suspended 
or terminated.  If necessary a warning letter should be sent.  Your manager should 
keep a record of the incident and the action they took to ensure the offensive 
behaviour was stopped.  This action will support any local arrangements in your 
business area for dealing with unacceptable behaviour by members of the public 
 
10.3 Where the issue is about a contractor, rather than a customer, your manager 
should liaise with Facilities Management in the first instance.  
 
10.3 It is not possible to make a formal complaint about a third party via the 
grievance procedure which is an internal complaint mechanism.  If, however, you 
have raised concerns about the unacceptable behaviour of a third party to your line 
management which have not been acted upon, you may consider invoking the 
informal/formal grievance procedure regarding any perceived failure to act.  
 

11 Statutory rights 
 
11.1 There are various legal remedies available to those who are subjected to 
unacceptable behaviour in the workplace and the procedures accompanying this 
policy do not prevent staff from exercising those rights.  Should the behaviour 



13 | P a g e  
 

constitute a criminal offence (for example assault) then criminal law will apply 
otherwise the civil remedies below are available.  The common law duty of care 
requires an employer to provide a safe environment. 
 
11.2 Anti-Discrimination Legislation 
 
11.2.1  Unacceptable behaviour that is based on social identity or protected 
characteristics, is covered by the following legislation: 
 

• Sex Discrimination (NI) Order 1976 as amended (gender, marital status, 
pregnancy and maternity leave, gender reassignment or being a civil partner); 

• Fair Employment and Treatment (NI) Order 1998 as amended (religious 
belief, political opinion); 

• Race Relations (NI) Order 1997 as amended (colour, race, belonging to the 
Irish Traveller community, nationality or ethnic or national origin); 

• Disability Discrimination Act 1995 (protection for disabled persons against 
discrimination on the grounds of disability); 

• Employment Equality (Sexual Orientation) Regulations (NI) 2003 (sexual 
orientation); 

• Employment Equality (Age) Regulations (NI) 2006 (age) 
 

11.3 Other Legislation 
 
11.3.1 Where the above legislation is not relevant (in other words, where the 
unwanted conduct is not related to social identity or protected characteristic) the 
following legislation may be cited: 
 

• Health & Safety at Work (NI) Order 1978 
• Protection from Harassment (NI) Order 1997. 
• Employment Rights (NI) Order 1996 (discrimination on grounds of Trade 

Union Membership); 
 
11.4 External complaints 

 
11.4.1 There are time limits within which action must be taken and if you  are 
considering this option you should consult your  legal adviser.  Other sources of 
advice include Citizens Advice, the Equality Commission and the Labour Relations 
Agency.  If the complaint involves sex, sexual orientation, disability, age or racial 
discrimination it  must be lodged with the Industrial Tribunal within three months from 
the date that the last act of discrimination occurred.  
 
11.4.2 For religious or political discrimination a complaint must be lodged with the 
Fair Employment Tribunal within three months from the date when the person first 
knew, or might reasonably have been expected that have first known, of the act of 
discrimination, or within six months from the date on which the act was done.  
 
11.4.3 Before you  lodge a complaint with the tribunal office you  should be aware 
that you will normally be expected to have raised your  complaint under the NICS 
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internal procedures and to have waited 28 days before lodging the complaint , which 
will include the consideration of conciliation. 
 

12 Data Protection Act (2018) and GDPR (General Data Protection 
Regulation)  

 
12.1 Under the Data Protection Act you have the right to request information held on 
you (subject access request) and this may, in certain circumstances, apply to 
information provided in connection with a Dignity at Work complaint. 
 
12.2 On request NICSHR Employee Relations will consider supplying information 
held about the individual making the request.  The consent of the person who 
supplied the information will be sought before any disclosure is made.  However, if 
consent to disclose information provided by one individual about another is not 
given, and it is considered necessary to comply with the request for information, 
anything that would identify the supplier of the information will be redacted (in other 
words edited for publication).  Further information is contained in 4.01 Personnel 
Records and Data Protection section of the Electronic Staff Handbook. 
 

13 Personal Liability 
 
13.1 If legal proceedings are invoked then you may be held personally liable for acts 
of unacceptable behaviour you have committed.  If you are considered to have been 
acting wilfully or negligently outside the scope of your duty or this policy, the 
Department has no legal responsibility for you.  In that case, then you will have to 
arrange your own representation and the Department will not accept responsibility 
for compensation or damages. 
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6.05 EQUALITY, DIVERSITY AND INCLUSION POLICY 

Introduction 

The NICS recognises the importance of equality, diversity and inclusion. We operate 

in an increasingly diverse community, and we understand that the people who 

provide and use our services have diverse characteristics and different experiences, 

needs and aspirations. 

Understanding, valuing and effectively managing these differences can result in 

greater participation, and help bring about success at an individual, team and 

organisational level. The NICS is committed to creating an inclusive working 

environment where individual differences are valued and respected, in which each 

employee is able to fulfil his/her potential and maximise his/her contribution. 

It is the responsibility of all staff to be aware of and to apply this policy. Both 
management and Trade Union Side are fully committed to the policy and will 
endeavour to ensure its full implementation. 

You may also be interested in the following policies: 

6.09 Dignity at Work 

Employment Support (ES) Guide 

Guidance for identifying and implementing reasonable adjustments  
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1 Policy Statement 

The Northern Ireland Civil Service (NICS) has a strong and clear commitment to 

equality, diversity and inclusion. It is our policy that all eligible persons shall have 

equal opportunity for employment and advancement in the NICS on the basis of their 

ability, qualifications and aptitude for the work. Everyone has a right to equality of 

opportunity and to a good and harmonious working environment and atmosphere 

where they are treated with dignity and respect. We aim to provide opportunities for 

all sections of the community and continue to strive to create an inclusive working 

environment in which difference is recognised and valued. Bringing together people 

from diverse backgrounds and giving each person the opportunity to contribute their 

skills and experience will help us to respond more effectively to the needs of the 

people we serve. 

We all want to work in a harmonious workplace where we feel valued, respected and 

included, irrespective of gender, including gender reassignment, marital or civil 

partnership status, race/ethnic origin, religious belief or political opinion, disability, 

having or not having dependants, sexual orientation and age.  

In order to provide a high quality service the NICS needs to attract, recruit, develop 

and retain the very best people at all levels. Our approach is based on three key 

principles:- 

Equality – we promote equality of opportunity by seeking to remove barriers, 

eliminating discrimination and ensuring equal opportunity and access for all groups 

of people. 

Diversity – we accept each person as an individual. Our success is built on our 

ability to embrace diversity – and we believe that everyone should feel valued for 

their contributions. By working together we will deliver the best possible service for 

our staff, customers and stakeholders.  

Inclusion – we create a working culture where differences are not merely accepted, 

but valued; where everyone has the opportunity to develop in a way that is 

consistent with, and adheres to, NICS  values of impartiality, honesty, integrity and 

objectivity. Our aim is to be an organisation where people feel involved, respected 

and connected to our success. 
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These principles of equality, diversity and inclusion are considered when human 

resources policies are being developed and reviewed. 

Both Management and Trade Union Side are fully committed to the policy and will 

endeavour to ensure its full implementation. 
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2 Policy Application 

The NICS is committed to a policy of promoting equality of opportunity, providing an 

inclusive workplace and eliminating any unfair treatment or unlawful discrimination. 

This applies to all employment policies and practices including those relating to: 

 Recruitment and selection, including promotion career progression; 

 Terms and conditions of employment; 

 Working environment; 

 Training and development; and 

 Redundancy and re-deployment. 

A brief outline of equality legislation is set out in Annex1  

 

Equal treatment involves much more than simply treating everyone alike; it requires 

recognition that some groups and individuals have particular and specific 

requirements that need to be met if they are to enjoy equal access to the 

opportunities available in the NICS. 

Embracing diversity in the workplace means creating an environment in which the 

contributions of all staff can be valued and supported. We aim to celebrate and value 

the differences in people, recognising that people come from a wide variety of 

backgrounds and can be different from one another in many ways. These can 

include differences that are highlighted in current equality legislation such as race, 

religion and sex but also include things like individual’s personality, personal 

interests and lifestyle choices.  

People with different backgrounds, skills, attitudes and experiences bring fresh ideas 

and perceptions. As a diverse organisation the NICS seeks to encourage and 

harness these differences to make our services relevant and accessible.  

Inclusion is a state of being valued, respected and supported. It is about focusing on 

the needs of every individual and ensuring the right conditions are in place for each 

person to achieve his or her full potential. For the NICS this means designing and 
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operating flexible services, practices and procedures that take appropriate account 

of the needs of employees, customers, and stakeholders.  

Our goal is to ensure that these commitments, reinforced by our values of integrity, 

honesty, objectivity and impartiality, are embedded in our day-to-day working 

practices with all our colleagues, customers and partners. 

A range of policies and procedures are in place to ensure that we have a workforce 

that reflects the community it serves and that staff are valued and respected. 

 Examples include: 

 Dignity at Work - NICS aims to provide a working environment where 

everyone is treated with dignity and respect, free from any form of 

inappropriate behaviour and one in which all employees can give of their 

best. The NICS ‘Dignity at Work’ Policy is about creating and sustaining a 

productive working environment for all staff, where discrimination or 

harassment does not occur and is known to be unacceptable. Link to - Dignity 

at Work Policy  This policy provides information on what to do should you feel 

your dignity at work has been affected, and also if you have been accused of 

offensive behaviour. The policy also highlights the sources of information and 

assistance which are available for dealing with inappropriate behaviour. 

There are separate informal and formal procedures for resolving complaints 

under this policy; 

 Implementing reasonable adjustments in the workplace –in conjunction 

with the member of staff, line manager, DHR and OHS we will endeavour to 

identify and meet different work-related needs such as providing physical 

adaptations or equipment and reviewing working arrangements for people 

with disabilities. Link to HR User Guide - for identifying and implementing 

reasonable adjustments in the workplace: Identifying and Implementing 

Reasonable Adjustments in the Workplace 

 

 ‘Work-life Balance’ policies - including a range of flexible/alternative 

working patterns, parental leave, career breaks and childcare voucher 

scheme. While every effort will be made to accommodate requests for 
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flexible/alternative working arrangements, consideration must also be given to 

business need and maintaining service delivery;  

 Diversity awareness training – ‘Diversity Now’ is the equality and diversity 

foundation course for all NICS staff. The course reminds staff about important 

legislation and policies around equality and diversity and being sensitive to 

cultural and religious needs of staff;   

 Recruitment and selection, including promotion – the principles of 

equality and diversity are central to making sure that the NICS attracts the 

best candidates for our posts. We must ensure that all methods used to 

attract and select candidates are justifiable and free from bias and/or 

prejudice. We will require all staff involved in recruitment to be trained in 

applying equality and diversity principles in the recruitment process; 

 Monitoring – we will monitor the composition of the NICS in line with 

statutory requirements. We will also monitor our recruitment process, from 

application to employment, to identify barriers. 
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3 Roles and Responsibilities 

Corporate HR in the Department of Finance and Personnel works with Departments 

and trade unions to develop and review HR policies; liaises with statutory bodies, 

including the Equality Commission for Northern Ireland, and benchmarks with other 

employers to ensure that the NICS continues to adhere to the principles of equality, 

diversity and inclusion. 

Operational responsibility for implementing the policy and procedures lies with 

Departments and Agencies. 

Managers and supervisors also have a duty to implement this policy, ensuring that 

they treat staff fairly and objectively in all areas including allocation of duties, 

performance appraisal, temporary promotion, training and development and the 

handling of grievances and complaints. 

Every person working for the NICS has a personal responsibility for implementing 

and promoting the principles of equality, diversity and inclusion in his/her day-to-day 

dealings with everyone – including job applicants, work colleagues, members of the 

public, customers and partners. Inappropriate behaviour is not acceptable. 

Behaviours, actions or words that breach policy will not be tolerated and will be dealt 

with in line with the NICS disciplinary policy. It is essential that: 

 everyone is aware of the policy, understands what it means and puts it into 

practice; 

 our employment policies and practices avoid any kind of unfair treatment or  

unlawful  discrimination; 

 individual differences are valued and respected. 
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4 Monitoring 

Equality and Diversity Branch, CHR ensures that the NICS meets its statutory 

obligations under the Fair Employment and Treatment (NI) Order 1998 by submitting 

an annual monitoring return to the Equality Commission and carrying out regular 

reviews of NICS workforce composition and employment policies and practices. 

(Further information detailing the duties and functions of the Equality Commission 

can be found at Annex 2). 

Monitoring equality and diversity in the workforce enables the NICS to examine how 

our employment policies and processes are working and to identify areas where 

these appear to be impacting disproportionately on certain groups of staff. 

It is also necessary to meet legislative requirements. Under fair employment 

legislation, registered employers in Northern Ireland have a legal duty to monitor the 

community background and gender composition of their workforce and of those 

applying to fill vacancies. Monitoring can be done at a variety of different points in 

the employment cycle including recruitment, promotion, training, staff surveys, 

performance management, grievances and dismissals.  

Under Section 75 of the Northern Ireland Act 1998 Equality and Diversity Branch 

currently monitors the workforce and applicants for NICS jobs in terms of:- 

 disability; 

 race; 

 age; 

 men and women generally; 

 sexual orientation; 

 marital; and 

 dependant status.  

 

The purpose of collecting this information is to look for differences between groups, 

identify trends over periods of time, to investigate the reasons for these differences 

and to put appropriate actions in place. Understanding the composition of the 

workforce enables the NICS to highlight differences between groups in terms of 

satisfaction, engagement and progression. This in turn enables the NICS to identify, 
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tackle and prevent issues that would otherwise undermine employee engagement 

and productivity. 

 Equality and diversity monitoring can help to: 

 recruit and retain the best - from the widest talent pool; 

 create awareness – signalling the NICS commitment to creating a more 

inclusive work environment; 

 improve productivity – valuing and supporting the diversity of people’s 

backgrounds and lifestyles is important in making the most of the contribution 

that they can bring to the organisation’s performance; 

 identify and address any inequalities  in the application of employment 

practices; 

 build reputation – research shows that the best performing organisations are 

those that invest most on promoting equality and diversity in the workplace; 

and 

 meet obligations under equality legislation. 

 

Annex 3 provides more information on why this information is collected, and Annex 4  

details confidentiality of monitoring information. 

Annex 5 provides some examples of Affirmative Action, and Annex 6 provides more 

detail on disclosure of monitoring information. 
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5 Annex 1 

Equality Legislation 

The main pieces of employment equality legislation in Northern Ireland are: 

Equal Pay Act (NI) 
1970,  and Sex 
Discrimination (NI) 
Order 1976 

 These laws prohibit discrimination and harassment on the 
grounds of sex; pregnancy and maternity leave; gender 
reassignment; being married or being a civil partner. 

Disability 
Discrimination Act 
1995 
 
 
Disability 
Discrimination (NI) 
Order 2006 
 
 

This law prohibits discrimination and harassment against 
disabled persons.  It also requires employers and service 
providers to make reasonable adjustments in the workplace 
and in recruitment/promotion.   
 
Increases the scope of legislation to include more people 
with disabilities. For example, people diagnosed with cancer, 
HIV and multiple sclerosis (MS), but not yet showing signs of 
their illness, will now be protected by disability legislation. 
The Order also imposes a new duty to promote positive 
attitudes towards disabled people and encourage their 
participation in public life. 

Race Relations (NI) 
Order 1997 

This law prohibits discrimination and harassment on grounds 
of race; colour; ethnic or national origins; nationality; 
belonging to the Irish Traveller community. 

Fair Employment and 
Treatment (NI) Order 
1998 

This law prohibits discrimination and harassment on grounds 
of religious belief and political opinion. 

Section 75 of the 
Northern Ireland Act 
1998. 

Places a duty on public authorities to consider equality of 
opportunity and good relations between different groups in 
policy making. 

Employment Equality 
(Sexual Orientation) 
Regulations (NI) 
2003,  

This law prohibits discrimination and harassment on grounds 
of sexual orientation. 

Employment Equality 
(Age) Regulations 
(NI) 2006 

This law prohibits discrimination and harassment on grounds 
of age. 

Employment Rights 
(NI) Order 1997 

Outlaws discrimination on the grounds of trade union 
membership. 

Protection from 
Harassment (NI) 
Order 1997 

Outlaws stalking, but may also apply to harassment in the 
workplace. 

Equality Act (Sexual 
Orientation) 
Regulations (NI) 
2006  

Outlaws discrimination on the grounds of sexual orientation 
in the provision of goods, facilities and services, education 
and public functions.  
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 6 Annex 2 

 Equality Commission for Northern Ireland 

The Equality Commission for Northern Ireland is an independent public body 

established under the Northern Ireland Act 1998. The aim of the Commission is to 

promote equality of opportunity, encourage good relations and challenge 

discrimination through promotion, advice and enforcement. 

The Commission´s duties and functions are set out in the legislation for which they 

have responsibility. General duties include: 

 working towards the elimination of discrimination on the grounds of sex; 

religious belief; political opinion; race; age; sexual orientation;  disability; 

marital status (single, married or civil partnership); prospective or actual 

gender reassignment; 

 promoting equality of opportunity and encouraging good practice;  

 promoting affirmative/positive action;  

 overseeing the implementation and effectiveness of the statutory duty on 

public authorities to promote equality and good relations between persons of 

different political opinion, religious belief or racial group;  

 overseeing the disability duties on public authorities;  

 monitoring, jointly with the NI Human Rights Commission, implementation of 

the UN Convention on the Rights of Persons with Disabilities; and   

 keeping relevant legislation under review.  

www.equalityni.org 

A brief outline of equality legislation is set out in Annex 1.  

NICS HR policies comply with all employment and equal opportunities legislation, 

and take into account all relevant Codes of Practice and any guidance issued by the 

Equality Commission and other bodies such as the NI Civil Service Commissioners 

and the Labour Relations Agency. 

NICS also complies with our obligations under Section 75 of the Northern Ireland Act 

1998, and when developing, or reviewing, HR Policies and practices on behalf of the 
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NI Departments we will carry out equality screening exercises and, where necessary, 

Equality Impact Assessments.  
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7 Annex 3 

Why does the NICS collect monitoring information? 

Community Background 

The Fair Employment and Treatment (NI) Order 1998 outlaws discrimination on the 

basis of religious belief or political opinion. The Order also requires the NICS to 

submit an annual monitoring return to the Equality Commission for Northern Ireland. 

This takes the form of a statistical return, providing information on the gender and 

community background composition of all people working in the NICS at the 1 

January each year. Information is also provided on applicants, new appointments, 

leavers and promotees during the previous 12 months. The same legislation requires 

the NICS to carry-out an in-depth review every 3 years to determine if Protestants 

and Roman Catholics are enjoying fair participation in employment. The results of 

this review, known as Article 55 Review, are published on the DFP internet site. 

Section 75 of the Northern Ireland Act 1998 requires Public Authorities, in carrying 

out their functions in NI, to have due regard to the need to promote equality of 

opportunity between persons of different religious belief and political opinion. 

Following guidance issued by the Equality Commission in 2007, the NICS has 

decided to use “community background “information as a proxy for political opinion.  

Gender 

The Sex Discrimination (NI) Order 1976 (as amended) makes it unlawful to 

discriminate against an individual on the grounds of his or her sex. Information on 

gender is also provided in the annual statutory monitoring return, as required by the 

Fair Employment and Treatment (NI) Order 1998. Section 75 of the Northern Ireland 

Act 1998 requires Public Authorities, in carrying out their functions in NI, to have due 

regard to the need to promote equality of opportunity between men and women 

generally. 

Disability  

The Disability Discrimination Act 1995 (DDA) provides protection for disabled 

persons against discrimination on the grounds of disability. The DDA defines 
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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.”  

The person must be affected in at least one of the respects listed in the DDA: 

 mobility; 

 manual dexterity; 

 physical coordination; 

 continence; 

 ability to lift, carry or otherwise move everyday objects; 

 speech, hearing or eyesight; 

 memory or ability to concentrate, learn or understand;  

 perception of risk or physical danger; 

 taking part in normal social interactions; or 

 forming social relationships. 

 

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. 

Section 75 of the Northern Ireland Act 1998 requires Public Authorities, in carrying 

out their functions in NI, to have due regard to the need to promote equality of 

opportunity between persons with a disability and persons without. 

Race 

The Race Relations (NI) Order 1997 makes it unlawful to discriminate on grounds of 

colour, race, nationality or ethnic origin. Section 75 of the Northern Ireland Act 1998 

requires Public Authorities, in carrying out their functions in NI, to have due regard to 

the need to promote equality of opportunity between persons of different racial 

group(s). 

Age 

The Employment Equality (Age) Regulations (NI) 2006 makes it unlawful for 

employers and others to discriminate on grounds of age. Section 75 of the Northern 
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Ireland Act 1998 requires Public Authorities, in carrying out their functions in NI, to 

have due regard to the need to promote equality of opportunity between persons of 

different ages and age groups. 

Sexual Orientation 

The Employment Equality (Sexual Orientation) Regulations (NI) Order 2003 makes it 

unlawful for employers, and others, to discriminate on the grounds of sexual 

orientation. In order to monitor the effectiveness of NICS policies information is 

gathered on sexual orientation. Section 75 of the Northern Ireland Act 1998 requires 

Public Authorities, in carrying out their functions in NI, to have due regard to the 

need to promote equality of opportunity between persons of different sexual 

orientation. 

Marital Status 

The Sex Discrimination (NI) Order 1976 (as amended), makes it unlawful to 

discriminate against married persons and civil partners in employment. Section 75 of 

the Northern Ireland Act 1998 requires Public Authorities, in carrying out their 

functions in NI, to have due regard to the need to promote equality of opportunity 

between persons of different marital status, married persons and civil partners. 

Dependants Status 

Section 75 of the Northern Ireland Act 1998 requires Public Authorities, in carrying 

out their functions in NI, to have due regard to the need to promote equality of 

opportunity between persons with dependants and persons without. 
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 8 Annex 4 

Confidentiality of Monitoring Information 

The following general principles will be applied to all individual monitoring 

information:- 

 individual monitoring information will be afforded a high degree of 

confidentiality; 

 misuse of monitoring information will be viewed as a disciplinary offence; and 

 individual monitoring information will only be disclosed to members of staff or 

officials of a trade union, members of which are employed in the NICS, if it is 

necessary to do so for the appropriate discharge of their duties and 

responsibilities.  

In addition to the above internal safeguards on the protection of equality monitoring 

information generally, the confidentiality of community background monitoring 

information is protected through Regulations made under the Fair Employment and 

Treatment (Northern Ireland) Order 1998. These make it a criminal offence, subject 

to specific exceptions, for an employer or employee to disclose information on the 

community background of an individual which has been obtained, or is used, for the 

purpose of monitoring under the Fair Employment and Treatment (Northern Ireland) 

Order 1998. The exceptions permitted include the disclosure of individual community 

background monitoring information to members of staff or to Trade Union officials if it 

is necessary to do so for the appropriate discharge of their duties and 

responsibilities; the Equality Commission for NI and the Labour Relations Agency. 

They also permit the disclosure of individual monitoring information in connection 

with any actual or prospective proceedings before a Tribunal.  

 

The Data Protection Act 1998 is concerned with the fair and lawful processing of 

personal data.  Information about an individual's ethnic origin, religion, disability or 

sexual orientation is classified as sensitive personal data and conditions for 

processing such data are listed in the Act. 
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Equal Opportunities monitoring information is held on HR Connect along with other 

personal data. The security of the HR and payroll information held on HR Connect is 

taken very seriously and included in the contract for the service. The HR Connect 

Code of Practice (in section 4.03) sets out how data is held and how access to it is 

controlled.  Link to -  Recording Reporting and Planning                                      
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 9 Annex 5 

 Affirmative Action 

Affirmative action is not positive discrimination. Positive discrimination is illegal. The 

principal of selection and promotion on merit is the underlying basis for recruitment 

to, and advancement within, the NICS. 

Where monitoring of staff and/or job application rates indicates that there may be 
under-representation of one or more of the equal opportunity groups, the NICS may 
take affirmative action to address this. In general terms, affirmative action can be 
defined as being anything consistent with the legislation which is necessary to bring 
about positive change.  

Examples of affirmative action may include:- 

 Where members of one community are applying for posts in the NICS in fewer 
numbers than might reasonably be expected, a decision could be reached to 
include a statement in advertisements that applications from that group are 
particularly welcome; 

 Where members of one  community are being appointed in fewer numbers 
than might reasonably be expected, then changes to the recruitment 
procedures may be appropriate; 

 Single-sex training where that sex is under-represented in a particular skills 
area. The purpose of positive action training is to provide members of the 
under-represented group with the skills and abilities to enable them to 
compete for vacancies on an equal basis, e.g. management skills courses for 
women. 

 Positive action outreach measures could include visits to girls’ schools and 
work shadowing for females in order to encourage girls to consider non-
traditional work. 

The Equality Commission’s Codes of Practice provide further details on the types of 
affirmative action that might be considered and the circumstances under which they 
might be applied. Link to Code of Practice - Outreach Positive Action 
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10 Annex 6 

Disclosure of information in connection with Fair Employment/Industrial 
Tribunal proceedings. 

The release of an individual’s monitoring information is permitted by legislation as 

part of prospective  or actual proceedings under equality legislation, e.g. where 

another individual has made a complaint of alleged discrimination. 

The  NICS will comply with anti-discrimination legislation and will co-operate within 

the law with complainants and the Equality Commission for Northern Ireland, with a 

view to the fair resolution of complaints. 

Examples of information that may be required to be released includes monitoring 

data on the candidate field, and those involved in selection, together with other 

information and documentation considered relevant.  

The NICS policy is to provide full disclosure of relevant information and 

documentation, subject to the protection of: 

 Home addresses, the release of which is not regarded as essential to the 

effective pursuit of most cases; and 

 Information which the employing Department concludes might prejudice an 

individual’s safety or security. 

Where information on named or readily identifiable individuals is to be released, the 

individuals will be informed. The aim will be to give as much advance notice as 

practicable and normally not less than one week. On request, individuals will be 

given a copy of the information about themselves which is to be released. They will 

also be informed of the context of the complaint, e.g. promotion board, recruitment 

competition etc. 
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INTRODUCTION 
 
 
 

1.1 The Northern Ireland Civil Service (NICS) is committed to the investment 

in and development of its staff and in keeping with its policy on training 

and development is committed to: 
 
 

“the continuous development and training of its people to the level 
necessary for effective performance and the development of full 
potential, in line with the business needs of the organisation.” 

 
 

1.2 In terms of induction, it is the NICS policy that: 
 

 
 

“All newcomers to any job, position or working environment within 
the NICS will undertake a structured, systematic and clearly defined 
induction programme, appropriate to the needs of both the 
newcomer and the NICS, beginning on the day they join or take up 
any new post within it.” 

 

 
Induction Policy Framework 

 
 

1.3 Induction in the NICS will be participative and learner centred and will be 

supported by: 
 

 

   individual induction programmes; 
 

   on-the-job learning; 
 

   functional/benefit specific/skills training; and 

   line managers, mentors/colleagues. 
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Aim of the induction programme 
 
 
 

1.4 The main aim of the induction programme is to help the newcomer to: 
 

 

   settle in and become familiar with the people, their surroundings, the 

job, the organisation and the business; 

   feel they belong, are part of a team and important to the organisation; 
 

   contribute at an early stage to the work of the organisation; and 
 

   establish working relationships with their line manager and colleagues. 
 

 
 

1.5 To ensure induction is effective the main objectives are to help the 
 

newcomer to: 
 

 

   understand their role and what is expected of them; 
 

   identify learning and development needs at the earliest possible stage; 
 

   identify the necessary job training; and 

   understand the performance management process and how they fit 

into that process. 
 
 
 

Purpose of this guide 
 
 
 

1.6 The purpose of this guide is to provide line managers with a structured 

approach to induction and to help them develop an induction programme 

that best suits the needs of the individual, branch and business unit. 
 
 

1.7 Preparing a local induction programme does not involve drawing up a 

complicated and lengthy document, all that is needed is a checklist of 

what a newcomer needs to know, who will explain this, when and how. 

Information included will be for example, security/pass arrangements, fire 

safety procedures etc. An example induction programme for a newcomer 

can be found at Appendix 1 to this guide. 
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1.8 This guidance is non-prescriptive and provides a broad understanding of 

the concept and process of induction. It identifies specific issues for line 

managers to consider in planning and organising induction for all staff new 

to their branch/office whether or not they are new to the NICS. 
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UNDERSTANDING INDUCTION 
 
 

 
Importance of induction 

 
 
 

2.1 A well-structured, focused and planned induction programme benefits both 

the newcomer and the organisation as a whole. 
 
 

For the organisation, it will: 
 

 

   create a favourable impression with newcomers; 
 

   assist newcomers to adapt quickly to become effective in their jobs; 
 

   reduce labour turnover; 
 

   introduce newcomers to the culture of the organisation; and 

   help create enthusiastic, motivated individuals who will adapt easily to 

the existing workforce. 
 

 
For the newcomer, it will: 

 

 

   engender a sense of belonging; 
 

   reduce the anxieties of some new employees who are worried about 

joining a new organization; 

   develop confidence and competence earlier; 
 

   make them feel valued; 
 

   involve them in decisions about their own learning; and 

   enable them to settle in quickly. 
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Who needs induction? 
 

2.2 Anyone who takes up a new job needs some form of induction. This 

includes: 
 

 

   newcomers joining the NICS for the first time; 
 

   existing NICS employees new to a Department; and 
 

   anyone moving to a new job on promotion or transfer within a 
 

Department. 
 
 
 

What is involved? 
 
 

2.3 Induction needs to be designed to meet the needs of both the newcomer 

and the NICS/Department/Business Area. The process should impart 

information to the newcomer about the job, the organisational structure 

and the individual’s objectives, the work philosophy and culture. The 

newcomer will be introduced to much of the induction information by 

means of a NICS Corporate Induction Programme and a Departmental 

Induction Programme whilst other information will continue to be conveyed 

by other means. 
 

 
Other information 

 
 
 

2.4 The NICS and Departmental Induction Programmes are not a replacement 

for the face to face contact which a newcomer should receive on their 

arrival to the Branch. Rather it is a means of building upon the information 

provided to the newcomer on their first few days in their new Branch. 

Information such as domestics, security/pass arrangements and 

emergency evacuation procedures etc. should all be conveyed by their 

line manager or a mentor. Other information, for example, functional skills 

training will also continue to be provided by management. 
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ROLES AND RESPONSIBILITIES 
 
 
 

3.1 Clearly, for induction to be effective, a range of people need to be involved 

in the process. The newcomer, line manager, senior manager, and 

mentor/colleagues all have an essential part to play in ensuring the 

process is effective. All of the aforementioned have an important role to 

play in the induction process but ultimately, the immediate line manager 

has a key role to play. 
 
 
 
 
 
 
 
 
 
 

Newcomer 
 

 
 
 
 
 
 

 
 

Mentor/ 
colleague 

 

Responsibilities 
for Induction 

Grade 7 / Head 
of Branch 

 
 
 
 
 
 
 

Line Manager 
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Line Manager 
 
 

3.2 The line manager’s involvement in the induction process is crucial. The 

main role of the line manager is to: 
 

 

   meet the newcomer on their first day or as soon as possible 

afterwards; 

   identify the newcomer’s induction needs; 

   ensure that those needs are met; and 

   offer support and encouragement. 
 

 
 

3.3 To fulfill this role the line manager will need to: 
 

 

   prepare for the newcomer’s arrival; 
 

   identify a mentor/colleague who will coach/facilitate the newcomer; 
 

   establish the newcomer’s induction needs; 
 

   agree an induction programme with both the mentor and newcomer; 
 

   ensure that the newcomer is aware of their role and responsibilities; 
 

   provide the newcomer with appropriate time to complete the induction 

programme; and 
   regularly review progress with the newcomer and give feedback. 

 

 
 

3.4 Regular contact with the newcomer throughout their induction will provide 

an opportunity to assess strengths that can be built upon and any areas 

where additional training may be required to overcome weakness or 

develop skill. 
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3.5 The newcomer has an important role to play in the induction process, 
 

namely to: 
 

 

take responsibility for their own learning; 

   use the learning experience to assist their own development; and 

   apply the learning to the job. 
 

 
 

3.6 To fulfill this role the newcomer will: 
 

 

   discuss their induction needs with their line manager and ensure that 

they are aware of their roles and responsibilities; 

   complete the appropriate modules of the online NICS Induction e- 

learning course; 

   complete the appropriate modules of the online Departmental Induction 
 

Programme; 
 

   participate in on-the-job learning and off-the-job training elements of 

the programme with the aim of improving competence; 

   apply learning in the workplace to improve performance; 
 

   discuss any difficulties arising with the programme with the mentor 

and/or line manager; and 

   participate in reviews on progress with the line manager at regular 

intervals. 
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Mentor 
 
 

3.7 The term “mentor” in this guide refers to a work colleague whose role is 

basically that of job tutor. This role will include: 
 

 

   coaching and facilitating the newcomer; 
 

   monitoring the newcomer’s progress; 
 

   liaising with the line manager on the newcomer’s progress and 

development needs; and 
   assisting the newcomer to complete the induction process. 

 

 
 

3.8 To be effective in the role of mentor the person chosen needs to be: 
 

 

   willing and able to take on the task; 
 

   good with people, patient and understanding; 
 

   good at explaining things; 
 

   willing to look after others while they are learning; 
 

   knowledgeable about the organisation and the relevant subject matter; 

   committed to learning and development; and 

   a model employee. 
 
 
 

Grade 7s/Head of Branches 
 
 
 

3.9 Grade 7s/Head of Branches are responsible for ensuring that the induction 

process within their area of command is in keeping with the NICS’s 

commitment to learning and development. The NICS Induction e-learning 

course and Departmental Induction course should be completed and 

supplemented by branch/office induction. 
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PLANNING INDUCTION 
 
 
 

4.1 A newcomer will initially be concerned with very basic matters, such as the 

geography of the work place, canteen/kitchen arrangements, toilets, 

smoking policy and introductions to work colleagues. Other concerns may 

include: 
 

 

       what exactly will I be doing? 
 

       how/where will I find out what I need to know? 
 

       who is my manager? 

       what will my manager expect from me and will this be clearly explained 

to me? 
 

 
4.2 For induction to be effective the process must: 

 

 

   be well planned, thorough and systematic; 
 

   be designed to meet organisational needs; 
 

   have realistic and achievable aims and objectives; 

   be flexible to take account of organisational and individual needs; and 

   ensure that all key players carry out their role in the process. 
 
 
 

Delivering induction information 
 
 
 

4.3 As a general guideline to the induction process, avoid swamping the 

newcomer with too much information too soon. Information is best 

delivered in small amounts over a specified period during the induction 

process. 
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4.5 In preparing for the newcomer it is important to ensure that: 
 

 

   all those concerned are informed of the newcomer’s arrival, for 

example, reception, mentor, work colleagues, managers; 

   an induction programme has been prepared and discussed with those 

involved; and 

   the newcomer will have a workstation and necessary documentation; 

   Good open communication and one-to-one support are key areas to 

building a new working relationship and ensuring smooth job transition 
 

for new staff. 
 

 
 
 

Day 1 
 
 
 

4.6 This section outlines the steps line-managers need to take to successfully 

induct a new member of staff. It covers the practical and good 

housekeeping issues that are important to new staff. 
 

    Inform building reception/security staff of new staff member’s arrival. 
 

Meet and welcome new staff member; 
 

 

    Confirm on HR Connect that your new staff member has reported for 
 

work; 
 

 

    Introduce the immediate team members/colleagues.  Provide up-to- 

date desk plan of the Office or Workplace to include names of 

colleagues and telephone contact number(s); 
 

 

    If appropriate, arrange for provision of a security pass and explain 
 

procedures for use; 
 

 

    If appropriate, arrange for the allocation of suitable protective clothing 

and equipment; 
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    Walking tour of the building, with hand-out on locations and show: 
 
 

• where new entrant will be based; 
 

• location of toilets; 
 

• location of canteen/tea points/tea rooms etc. –include opening 

times, range of services, self-service facilities, business hours etc.; 
 

    Inform that the NICS has a no smoking policy (including e-cigarettes) 
 

in all buildings and if required advise of designated smoking areas; 
 

 

    Clarify what the new staff member’s transport arrangements are, if 

applicable inform them of car park facilities, local transport 

arrangements etc. 
 

 

    Explain how the Induction process works over the next number of 

weeks.  If appropriate begin the Departmental on-line Induction 

process, selecting the appropriate sections to view as a priority. 

Ensure all the Induction checklist steps are taken; 
 

 

    Ensure new staff member completes and returns the following 

documentation: 
 

• Conflict of Interest Form 
 
 

• NICS Use of Electronic Communications Policy 
 

 

    Provide a brief overview of the work that the new staff member will 

undertake and explain how this fits into the Branch/Division/Business 

Area. Provide new staff member with their Job Description; 
 

 

    Provide details of Emergency Evacuation Procedures/ 

Routes/Assembly Points for the work area (walking tour as necessary). 

Establish if a Personal Emergency Evacuation Plan (PEEP) is required 
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or not. If a PEEP is required contact your local Premises Officer who 

will set up a meeting with the staff member. 
 
 
 
Note that you can appoint a mentor and/or colleague to carry out some of 
the steps above, however, you must ensure that the roles and 

responsibilities are fully explained to the appointee. 
 
 
 
 
 

 
Day 2 

 
 
 

This section outlines the steps to ensure newcomers gain an insight into their 

working environment and their actual job role and should include awareness of 

key policies and practices. 
 

 
 

    Introduce Head of Division/Branch who will provide an overview of the 

Department and explain the role of the Business Area / Division / 

Branch and how it links to the overall work of the Department. Explain 

aims and values of the Business Area / Division; 
 

 

    Review Job Description with regard to the Departmental Business 

Plan, the Division and Branch’s Operational Plans and the Balanced 

Scorecard. All three documents should be explained to ensure the 

staff member can clearly understand all aims and goals and see where 

they fit in.  You may also consider appointing a mentor who will act as 

a training advisor; 
 

 

    Arrange to select and explain a task from their job description.  Desk 

train new staff member on selected task(s) or aspect of their post. 

Remember to review the learning and monitor/ review progress with 

the new staff member; 
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    Provide details of how their performance will be monitored and 

reviewed.  Agree a Personal Performance Agreement and Personal 

Development Plan and guide the new staff member through this 

process via HR Connect self-service. 
 
 
 
 
 
 

Days 3 - 5 
 
 
 

 
    If your newcomer has transferred from another NICS Department then 

“Obtain a Learning History” (this can be completed via the HR Connect 

Portal).  Explain departmental training and development and how this 

is identified and applied for. Review the learning history in line with the 

post and the new member of staff’s current knowledge and skills. 
 

- During this process you should identify any training needs that 

need to be immediately addressed; this should include all 
mandatory training; 

 
- Other training courses may be mandatory; these will depend on the 

grade and discipline of the new staff member. Again these courses 
should be applied for as soon as deemed appropriate by line 

management. 
 

 

    Discuss the risk assessments for the post and work area, ensuring 

control measures are understood. Arrange to have a DSE risk 

assessment of the new staff member’s workstation or working 

environment completed; 
 

 

    Review Data Protection and local information security arrangements as 

contained within this Induction Pack; 
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Explain the Departmental Team Brief process and how it works with 
 

the Branch; 
 

 

    Feedback on performance and progress in week 1 and agree 
 

programme of work for week 2. 
 
 
 
 
 

Induction – Week Two 
 
 
 

Day 1 
 
 
 

    Ask new staff member if they are content with how the induction 
 

process is going and establish if they have any questions or queries; 
 

 

    Review week 1 induction process and reiterate the learning objectives 
 

and tasks for the week ahead; 
 

 

    Ensure all relevant paperwork as set out at Day 1 such as Conflict of 

Interest Form, NICS Use of Electronic Communications Policy etc. has 

been completed by your new staff member and forwarded to the 

appropriate functions. 
 
 
 
 
 

Days 2 - 5 
 
 
 
 

    Continue to introduce the new staff member to new tasks within their 
 

job description, building this into the full range of duties for the post; 
 

 

    Continue to supervise, direct, assist and provide feedback to the new 

staff member on their performance and progress; 
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Where appropriate, arrange visits to other Divisional Branches and / or 
 

site visits to ensure the new staff member fully understands the context 

of their job. 
 
 
 

Induction – Beyond Week Two 
 
 
 

 
Conduct induction review discussions 

 
 
In order to ensure the effectiveness of the induction process and that new staff 

are fitting in well, it is helpful to schedule a short review meeting into the 

induction programme on a regular basis. A good guideline for these timings is: 

 
•   First month – at the end of each week 

 
 

•   Months 2 & 3 – at the end of each month 
 

 
 
 
 
 

Continuing the Communication Process 
 
 
 

Two way communications is vital during induction to help the new staff member 

and their line manager check how they are progressing within the induction 

phase.  It is helpful in providing ongoing support and assistance during the 

settling in period.  Face-to-face communication is both direct and swift. It should 

enable discussion, questioning and feedback to take place but ought to be 

supplemented by written material where information is detailed or complex and 

where records are important. 
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Remember that new staff may have concerns and points they wish to raise about 

their jobs and the Department so there should be provision for communicating 

this information up the line. 
 
 

Section 5: INDIVIDUAL INDUCTION PROGRAMME 
 
 

 

Contents Paragraph 
 
 
 

What should be covered 5.1 
 
Induction checklist 5.3 
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INDIVIDUAL INDUCTION PROGRAMME 
 
 
 

5.1 You will need to agree an individual induction programme with each 

newcomer. The following represents some ideas on what should be 

covered in the induction programme of someone new to the 

NICS/Department. The list is not exhaustive. 
 

 
Preparation, Welcome and Introductions 

 

 
 

   inform staff of arrival of newcomer; 
 

   allocate work area/equipment for newcomer; and 
 

   welcome newcomer and introduce them to work colleagues. 
 
 
 

Facilities 
 

 
 

   Car parking; 
 

   Tea/Coffee/restaurant facilities; 

   Fax/phone/photocopier; 

   Location of sick room; 

   Emergency exits, evacuation points; 

   Toilets. 
 
 
 

Key individuals – (names of) 
 

 
 

   Local first aiders; 
 

   Local fire wardens; 
 

   Departmental Security Officer; and 
 

  Local Trade Union Representative 
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Documentation 
 

 
 

   Corporate Business Plan; 
 

   Branch/Office Business Plan; 

   Aims and Objectives; 

   Job description; 
 

   Health and Safety circulars/instructions; 

   Security procedures; 

   Organisation chart; 

   Smoking policy; 

   Equal Opportunities Policy 
 

   Flexi sheet; 
 

   Departmental Intranet; and 
 

   Forms – see Appendix 1 of this guide. 
 
 
 

Processes 
 

 
 

   Managing Performance; 
 

   Managing Attendance; and 
 

   Flexible working arrangements. 
 
 
 

Induction checklist 
 
 
 

5.2 The checklist at Appendix 1 may be adapted to meet the needs of a 

newcomer to a branch/office and/or job. 
 
 

5.3 This checklist contains a list of what newcomers need to know to help 

them to integrate into a new branch/job. Appropriate time should be 

allocated to cover the items listed, most will be included in the NICS and 

Departmental Induction Programmes, however you will need to ensure 
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that essential topics are addressed on the first day for example, 

Security/Health & Safety. 
 
 

5.4 The line manager and newcomer both have responsibility to ensure that 

the topics are sufficiently explained and understood. Both the newcomer 

and the line manager should retain a copy of the checklist to ensure that 

actions are carried out. The mentor should provide information to the 

newcomer on topics covered in the checklist, where appropriate. 
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We are delighted you are considering joining the  
Northern Ireland Civil Service (NICS) as an employee.

As one of the largest employers in Northern Ireland, 
we want to ensure that the NICS is inclusive and 
representative of the people we serve.

This booklet provides further information on the 
key responsibilities of team leaders / managers at 
Executive Officer Grade 2 in the NICS and sets out 
the skills and competencies required for these roles. 
We have also included important information on the 
assessment process.

This competition will be used to fill Executive Officer 
Grade 2 vacancies across the NICS. This competition 
will be used to fill a number of current vacancies. It 
may also be used to fill further vacancies which may 
arise during the lifetime of this recruitment exercise. 

All NI Civil Servants are appointed on merit on the 
basis of fair and open competition. 

For this competition, merit lists will also reflect 
location and working pattern preferences. 

WELCOME The closing date for applications is 12.00 noon  
on Friday 21 May 2021. 

Late applications will not be accepted.

Please read carefully through the information 
contained within this Candidate Information  
Booklet and retain it for reference throughout  
the selection process.

We wish to ensure all applicants have the opportunity 
to perform to the best of their ability. We will consider 
all requests for reasonable adjustments in accordance 
with our obligations under Disability Discrimination 
Act (DDA) 1995 to complete any of the assessments.

If you have any questions, or require any 
documentation in an alternative format e.g. braille, 
easy read, large print, audio etc. you should contact 
HRConnect on 0800 1 300 330 or email:  
recruitment@hrconnect.nigov.net

We wish you every success in your application.
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The NICS comprises nine Departments that support 
the Northern Ireland Executive and Ministers. We 
do this by developing and implementing government 
policies and legislation and delivering key public 
services in areas such as health, public finances, 
social development, justice, education, regeneration, 
environment, culture, agriculture, economic 
development, employment, and transport.

ABOUT THE NICS

In addition, the Public Prosecution Service  
is staffed by Civil Servants.

To find more information on the government 
arrangements in Northern Ireland, including the 
functions of the Departments, click here.

All Civil Servants are expected to carry out their  
role with dedication and a commitment to the 
NICS’s core values of integrity, honesty, objectivity 
and impartiality.
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Executive Officer 2 (EO2) is an important grade in 
the NICS in that it is the first level of management. It 
contributes to the efficient and effective organisation 
of the day to day work of government administration 
and has a role in the application and implementation 
of government policy.

Whether you are managing a team, directly or 
indirectly serving our customers, assessing benefits 
claims, processing other types of applications or 
delivering services or projects across the NICS, you 
will be part of an organisation that touches the lives 
of citizens in NI and across the UK every day.

Training will be made available to successful 
candidates on appointment.
The most common activities are as follows:

KEY RESPONSIBILITIES Customer Service
Working in a modern office environment,  
job holders will be required to communicate  
effectively in writing, by telephone or face to  
face with customers, members of the public,  
staff and senior management.

Service Delivery
Ensuring that work is completed in accordance  
with branch instructions, targets and standards.

Decision Making
Responsibility for decision making. Duties may 
involve the scrutiny of material, determining evidence 
requirements and ensuring all adequate evidence is 
gathered to enable the correct decision to be made 
in accordance with policies and procedures.

Line Management
Responsibility for day-to-day management of staff 
in the Administrative Officer and Administrative 
Assistant grades, including the allocation and 
monitoring of work and the provision of information 
and guidance.
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Salary
The salary for these posts will be within the range 
£25,229 - £26,051 (under review). Your starting 
salary will be at the minimum of the scale. If you are 
currently a civil servant, normal pay on promotion / 
re-grading arrangements will apply.

Holidays
In addition to public and privilege holidays, current-
ly 12 days, the annual leave allowance is 25 days, 
increasing to 30 days after 5 years.

Working Hours
The full time working week in the NICS  is 37 hours, 
excluding meal breaks.

The majority of the NICS operates a flexi-time 
scheme, usually between the hours of 8am and 6pm. 
The flexi-time scheme allows you to have an element 
of flexibility over your working hours. It involves 
flexible start and finish times around ‘core working 
hours’ (when attendance is required) and within 
the limitations of the ‘bandwidth’ (the earliest and 
latest times between which hours can be worked) 
and allows you more choice over your working hours, 
subject to the operational requirements. 

TERMS AND 
CONDITIONS

Alternative working patterns, including part time  
hours, are available subject to business needs. 

Probation 
Confirmation of appointment is dependent upon the 
satisfactory completion of a probationary period of  
1 year. If performance, conduct or attendance during 
this period is not satisfactory the appointment may  
be terminated.

Security Clearance  
An appointment will be dependent on you meeting  
the security vetting requirements for the post. 

A Criminal Record Check on all successful applicants will 
be carried out by AccessNI or relevant body, depending 
on the level of security assigned to the post. You 
should not be put off applying for a post because you 
have a conviction. We deal with all criminal record 
information in a confidential manner. Information 
detailing convictions is destroyed once a decision is 
made, only the decision is retained.

For the majority of posts in the NICS the level of 
vetting is a basic check. For this you will be required to 
provide acceptable documents as outlined on page 27.
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WHAT’S ON OFFER Types of Jobs 
For more information including examples of the types 
of role available at this grade, please check our EO2/
EO1 dedicated website page  
www.nicsrecruitment.org.uk/eo

Security Vetting
Some posts in the NICS involve staff having access to 
sensitive personal information either about citizens or 
employees. For this reason, employees in these roles 
are required to obtain a higher level of vetting. You will 
be required to provide additional personal information 
for the higher vetting levels. 

For example Enhanced AccessNI clearance will be 
required for areas working in Regulated Activity or 
Counter Terrorist Check for Department of Justice or 
NI Courts Service posts. 

You will be asked in your application form if you would 
be prepared to undertake a higher level clearance to 
be considered for all roles available.
More information about security vetting can be found 
at Appointments and Vetting.

Working Pattern
On the application form you will be required to 
indicate which of the two types of business hours  
you are prepared to work your contracted 37 hours. 
You may select one or both:

a) Monday to Friday in a flexi-time scheme, usually 
between the hours of 8am and 6pm; or

b) Any time between the hours of 8am and 8pm 
Monday and Friday and 9am to 5pm one Saturday 
in every four.

If appointed it will be into a role that aligns to your 
stated business hours preference. They will be stated 
in your letter of offer and, if you accept the offer,  
it will form part of your terms and conditions for  
the role.

Career Development
The NICS offers attractive career prospects across 
a wide variety of roles and professions. NI Civil 
Servants have access to a wide range of job 
opportunities, including secondments with external 
organisations, and are encouraged and supported  
in proactively managing their career.
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WHAT’S ON OFFER Pensions
The NICS offers all employees an attractive pension 
package. You’ll find further details on the Principal 
NICS  Pensions Scheme (Northern Ireland) website 
Principal NICS  Pensions Scheme (Northern Ireland) 
website.

Location
The NICS has offices across Northern Ireland, the 
main NICS office locations are outlined in the table. 

This competition will be used to fill permanent 
EO2 vacancies across Northern Ireland. In your 
application form, you may select up to three travel 
to work areas where you are prepared to work. You 
should ensure you can, and are willing to, travel to 
the location.

If successful, you will only be considered for a post 
in one of your selected areas and, if appointed, your 
name will be removed from the list of successful 
applicants for your other selected areas. 

Please note: The majority of EO2 posts will be in 
the Greater Belfast and North West travel to work 
areas. However, this competition will also be used  
to fill vacancies in the other travel to work areas. 

Area City/Town 
Area 1: Belfast Belfast 

Lisburn 
Bangor 
Antrim 

Downpatrick 
Area 2: Derry/Londonderry Derry/Londonderry 

Ballykelly 
Limavady 

Area 3: Craigavon Craigavon 
Armagh 

Portadown 
Area 4: Coleraine Coleraine 

Ballymoney 
Area 5: Omagh and Strabane Omagh 

Strabane 
Area 6: Newry and Banbridge Newry 

Banbridge 
Area 7: Ballymena Ballymena 
Area 8: Cookstown and Magherafelt Cookstown 

Magherafelt 
Area 9: Dungannon Dungannon 
Area 10: Enniskillen Enniskillen 
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DIVERSITY AND 
INCLUSION

The NICS is an Equal  
Opportunities Employer.
The NICS values and welcomes diversity  
and is committed to creating a truly  
inclusive workplace.

Diversity and inclusion are reflected in and 
embedded across the entire range of NICS 
employment policies and practices, such as: 
Transitioning at Work Policy, Dignity at Work 
Policy, Maternity Leave, Paternity Leave, 
Special Leave, Adoption Leave, Reasonable 
Adjustment Guidance and Alternative  
Working Policy.

The NICS welcomes applications from people 
regardless of their religious belief, race, 
ethnicity, gender, age, disability or sexual 
orientation. As young people (people under the 
age of 35), people with a disability and people 
from minority ethnic communities are currently 
under represented in NICS, we would particularly 
welcome applications from these groups. 

All NI Civil Servants are appointed on merit  
on the basis of fair and open competition.
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DIVERSITY AND 
INCLUSION

• Being a Lead Partner of Employers for Disability NI;
• Committing to all of the NICS becoming Just  

A Minute (JAM) Card friendly organisation;
• Signing up to the Equality Commission’s Mental 

Health Charter;
• Signing up to Diversity Mark NI and achieving the 

Bronze Diversity Mark;
• Taking part in PRIDE as an employer; and
• Taking part in Belfast Mela, the city’s annual 

celebration of global cultures.

Our vision of the NICS of the future is:
• An organisation where everyone plays an active part 

in improving the lives of people in NI;
• A well-led, high-performing and outcomes-focused 

organisation;
• A great place to work, where everyone can reach 

their full potential; and
• An inclusive workplace in which diversity is truly 

valued.

We aim to ensure every individual is valued and 
accepted for who they truly are. While more work is 
planned, some examples of our commitment to diversity 
and inclusion are:

• Establishing Race and Ethnicity, LGBT, Gender and 
Disability Champions. Our Champions are there 
to support colleagues and encourage a culture of 
inclusion across the NICS;

• Supporting a range of peer to peer staff networks, 
such as the NICS

Women’s Network, Disability Staff Network, Race and 
Ethnicity Staff Network LGBT Staff Network, Cancer 
Support Network and Autism Working Group;
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DIVERSITY AND 
INCLUSION

Disability Requirements: Reasonable 
Adjustment Requests
The NICS is committed to the employment and career 
development of disabled people. If you have a disability 
you may request a reasonable adjustment to ensure 
you are given as much support as possible throughout 
the recruitment process. 

It is essential that you do this in advance of starting 
the live test. You will need to provide relevant evidence 
to support your request for a reasonable adjustment, 
for example, an occupational psychologist report or a 
GP’s medical statement. 

You will need to provide relevant evidence to  
support your request for a reasonable adjustment  
– for example, an Occupational Psychologist report  
or a GP’s medical statement.

Evidence to support your request should be sent  
to HRConnect at recruitment@hrconnect.nigov.net  
as soon as possible following submission of  
your application.

Please mark your correspondence with the  
competition reference number IRC265817  
and title it ‘Supporting evidence for reasonable 
adjustment request’.

We may contact you directly to discuss your 
requirements. 

It is essential that special arrangements 
concerning any adjustment requests are  
made in advance of starting the live test,  
as retrospective arrangements cannot be 
made after you have started.
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OVERVIEW OF 
SELECTION PROCESS

The Selection Process is as follows:
1. Online application;
2. Online Aptitude Test
3. Interview; and
4. Merit List.

1. ONLINE APPLICATION

• Read the Candidate Information Booklet.

• Complete your online application making sure you 
supply a valid email address.

• You will be asked for some preferences (including 
location and working hours). If successful, you 
will only be considered for a post with one of your 
selected locations and working pattern, subject 
to availability. If you are offered and refuse a post 
that matches your preferences, no further offers 
will be made.

2. ONLINE APTITUDE TEST

• When you have applied you will receive a link via 
email on 4 June 2021 Please ensure you check 
your email account including junk folder. If you 
do not receive an email by 5 June 2021, please 
email recruitment@hrconnect.nigov.net inserting 
‘EO2 test link not received’ in the subject line. 

• This link will take you to a website where  
you will have to complete a series of tests.

• The online tests can be done in your own  
time and at a place that suits you.

• You cannot stop an individual test once  
started but you can take the three tests  
at different times.

• You must pass all 3 tests to be eligible to  
move to the next stage in the selection process. 
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OVERVIEW OF 
SELECTION PROCESS

3. INTERVIEW

• Candidates who are successful in stage 2 of the 
assessment process will be invited to interview  
in phases based on test score order and the 
number of vacancies to be filled in each phase.

• Further phases of interviews may take place  
to fill future vacancies.

• The interview will be conducted remotely  
online via Cisco Webex. Further guidance  
for online interviews can be found on the  
NICS Recruitment Website.

• The interview will be based on the NICS 
Competency Framework for the grade.  
Details of these can be found in the  
NICS Competency Framework.

4. MERIT LIST

• Candidates who successfully pass interview will 
be held on a list and considered for jobs based  
on their selection preferences and in order of 
merit during the life time of the competition.

• The top scoring applicants will start the security 
clearance process straight away with others 
following when we are about to reach them  
in the merit list.
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SELECTION AND 
ASSESSMENT PROCESS

ONLINE APTITUDE TEST – ALL APPLICANTS

You will receive an email (sent to the email address 
you provided) with a link to the online tests on 4 June 
2021. You will have until 5pm on 13 June 2021 to 
complete the tests.
The link gives you access to the ID verification process, 
the familiarisation materials and the live tests.

This assessment will be proctored. Proctoring means 
that your identity will be verified before starting the 
assessment and you will be monitored via your 
webcam during the assessment. To enable this  
and complete the online test, you will require a 
computer which has a reliable internet connection  
and a working webcam. You will need to have an  
up-to-date Chrome or Microsoft Edge browser on  
a PC. If you are using a Mac, please use Chrome.  
If you need to use Safari on your Mac, please  
email Supporx@xxxxxxxxxxxxxxxxxxxxxx.xxx  
for instructions. Full instructions will be provided  
in your invite letter.

Verifying your identity – for this you will need to  
have a valid photo ID (Passports, driving licenses  
and electoral cards are acceptable). Once you  
receive the link, using a webcam you will need  

to take a photo of your photo ID and also a photo  
of yourself. Within 24 hours we will verify your  
identity and you will receive an email from  
ProctorSupporx@xxxxxxxxxxxxxxxxxxxxxx.xxx informing you 
of this. You will be asked to enter your email after taking the 
photos so that we can inform you of the verification by email.

It is important that you read your invite as soon as you get 
it. It is also important you access the test site as soon as 
you can, so you have plenty of time to resolve any technical 
issues and complete the tests ahead of the deadline. There 
is important information on completing the verification of your 
identity and on checking your computer and network on the 
test site.

For further information on how we process this information, 
NICSHR’s Privacy Notice is available online via the link below:

NICSHR Privacy Notice - Online Assessments

The first stage of the selection process will comprise of a bal-
anced portfolio of online assessments to determine suitabili-
ty for this type of EO2 role. There will be three separate tests 
to complete:

1. Critical Reasoning

2. Data Analysis and Decision-Making

3. Management Decisions
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SELECTION AND 
ASSESSMENT PROCESS

1. Critical Reasoning– This test has three sections. 
In one of the sections you will be given sets of six 
words arranged in a row. Many of these words will 
have several meanings. Your task is to identify 
whether any of the six words have a similar meaning 
and, if they do, to choose the TWO words that are the 
closest in meaning in each question. There are 15 
sets of words.

In the other sections you will be presented with short 
passages of text followed by a number of statements. 
Your task is to identify whether these statements 
follow from what has been stated in  
the text. There are seven passages and a total  
of 28 statements. 

2. Data Analysis and Decision Making - This test 
has two parts. In the first part you will be asked to 
carry out a range of calculations, instructions will 
be given on the process you should use to do this. 

In the second part you will be presented with data 
in various forms such as tables and graphs and are 
required to answer questions on this data.

In total you will be asked to complete 28 multiple 
choice questions and will have 40 minutes to do so. 
You can use a calculator in the test

3. Management Decisions - In this test you will 
be provided with a number of scenarios/situations 
which are fictional, but based on the work of EO2s 
in the NICS. You will then be asked how you would 
deal with each situation and be shown a list of five 
different responses. Your task will be to rate, using 
a four-point rating scale, how appropriate each 
response is for the situation described. 

There are 15 scenarios to complete and you will have 
40 minutes to complete them. 
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SELECTION AND 
ASSESSMENT PROCESS

You will have 40 minutes in total to work through  
the three sections. 

You do not need to complete all three tests at the 
same time or even on the same day. Individual tests 
do however need to be taken in a single sitting 
therefore you should ensure that when completing 
each test that you have sufficient time for the 
test itself plus additional time for reading and 
understanding the relevant instructions for each test.

For best results we recommend completing the online 
assessments in a test-like environment. Any possible 
distractions should be turned off, for example mobile 
phones, TV and music. Concentration is needed 
throughout the assessments, so when completing 
each test ensure other people are aware that they 
should not disturb you until you are finished.  
No responsibility can be accepted for any issues 
arising from where you choose to sit the tests 

Before starting a test you should close all other 
browsers and browser tabs. You should not take the 
test on a computer that is remotely connected to a 
work network as the link may be unstable.

If you lose internet connection while in the live test, 
you should immediately close your browser. When 
your internet connection is restored and you are 
confident it will be reliable, you should log back into 
the live test. Your previous answers will have been 
saved (except possibly on the last page you were  
on before losing connection) and you will not lose  
any time.

FAMILIARISATION AND PRACTICE
Familiarisation materials for all three tests are  
available through the link you will receive in your 
invite and will remain available until the end of the 
live test period.

The familiarisation materials will explain the tests, 
how to enter your answers and use the test program. 
They will also include additional practice materials  
to help you further prepare.

You are strongly encouraged to use this opportunity 
to familiarise yourself with the test practice  
questions before completing the live test. 
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It is ESSENTIAL that you use these materials not 
only to familiarise yourself with the tests, but also 
to check that your computer, browser and the 
internet connection that you intend to use to take 
the live test will be compatible with the online 
tests. Some network firewalls may block access 
to the test site or prevent images from showing. 
If the familiarisation materials work on your IT 
equipment, this is a good indication that the live 
tests will also work. 
There are no practice materials other than found  
in the familiarisation materials that you can find via 
your invite link.

If you have any technical problems accessing the 
familiarisation or live tests, you should email  
supporx@xxxxxxxxxxxxxxxxxxxxxx.xxx

INTERVIEW
Candidates who are successful in stage 2 of the 
assessment process will be invited to interview in 
phases based on test score order and the number 
of vacancies to be filled in each phase.

SELECTION AND 
ASSESSMENT PROCESS

COMPETENCE BASED INTERVIEWS
The NICS Competency Framework sets out how all 
NICS employees should work. It puts the NICS  values 
of integrity, honesty, objectivity and impartiality at the 
heart of everything they do.

Competencies are the skills, knowledge and 
behaviours that lead to successful performance. 
Detailed information on the core competencies for 
the EO2 grade is available at NICS Competency 
Framework

You are not allowed to bring notes or other personal 
documentation into the interview room.

You should familiarise yourself with the Competency 
Framework as this forms the basis of the interview 
selection process. If you need help accessing the 
Competency Framework please contact HRConnect 
at: recruitment@hrconnect.nigov.net

Interview questions have been designed to test  
a candidate’s knowledge and skills in each of the  
areas below and to award marks accordingly.
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SELECTION AND 
ASSESSMENT PROCESS

The core competencies will be assessing are:

• Making Effective Decisions

• Leading and Communicating

• Collaborating and Partnering

• Managing a Quality Service

Each competence will be scored out of 50 with 
applicants required to meet a minimum standard 
of 30 in each competence and an overall score of 
120 out of a possible 200 in order to be considered 
suitable for appointment to EO2.

For further information see P18 and P19.

MAKING EFFECTIVE DECISIONS

Effectiveness in this area is about being objective 
using sound judgement and evidence and knowledge 
to provide accurate, expert and professional advice. 
For EO2s, this might include some or all of the 
following:

• Demonstrating accountability and making 
unbiased decisions.

• Examining complex information and obtaining 
further information to make accurate decisions.

• Speaking to the relevant people to obtain the 
most accurate information and getting advice 
when unsure how to proceed.

• Explaining clearly, verbally and in writing, how  
a decision has been reached.

• Providing advice and feedback to support others 
to make accurate decisions.

• Monitor the storage of critical data and customer 
information to support decision making and 
conduct regular reviews to ensure it is stored 
accurately, confidentially and responsibly.

COLLABORATING AND PARTNERING

People skilled in this area create and maintain 
positive, professional and trusting working 
relationships with a wide range of people. For EO2s, 
this might include some or all of the following:

• Demonstrating an interest in others and 
developing a range of contacts outside own team 
to help get the job done.

• Changing ways of working to facilitate 
collaboration for the benefit of the team’s work.



20

SELECTION AND 
ASSESSMENT PROCESS

• Proactively seeking information, resources and 
support from others outside own immediate team 
in order to help achieve results.

• Readily identifying opportunities to share 
knowledge, information and learning and make 
progress by working with colleagues.

• Listening attentively to others and checking their 
understanding by asking questions.

• Taking responsibility for creating a working 
environment that encourages equality, diversity 
and inclusion.

MANAGING A QUALITY SERVICE

Effectiveness in this area is about being organised to 
deliver service objectives and striving to improve the 
quality of service, taking account of diverse customer 
needs and requirements. People who are effective 
plan, organise and manage their time and activities 
to deliver a high quality and efficient service. For 
EO2s this might include some or all of the following:

• Explaining clearly to customers what can be done.

• Working with teams to set priorities, creating clear 
plans and managing work to meet the needs of 

the customer and the business.

• Ensuring that levels of service are maintained 
- flagging up risks or concerns in order to meet 
customer requirements.

• Keeping internal teams, customers and delivery 
partners fully informed of plans and possibilities.

• Promoting adherence to relevant policies, 
procedures, regulations and legislation, including 
equality, diversity and health and safety.

• Identifying common problems or weaknesses 
in policy or procedures that effect service and 
escalating these.

LEADING AND COMMUNICATING
Effectiveness in this area is about leading from the 
front and communicating with clarity, conviction and 
enthusiasm. It is about supporting principles of 
fairness and opportunity for all and a dedication to a 
diverse range of citizens. For EO2s this might include 
some or all of the following:

• Displaying enthusiasm around goals and activities 
- adopting a positive approach when interacting 
with others.
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SELECTION AND 
ASSESSMENT PROCESS

• Listening to, understanding, respecting and 
accepting the value of different views, ideas and 
ways of working.

• Expressing ideas effectively, both orally and in 
writing, and with sensitivity and respect for others,

• Confidently handling challenging conversations  
or interviews.

• Confronting and dealing promptly with inappropriate 
language or behaviours, including bullying, 
harassment or discrimination.

INTERVIEW AVAILABILITY

Any reasonable adjustments due to disability  
should be conveyed to HRConnect at  
recruitment@hrconnect.nigov.net.

It is intended that interviews for the first phase will 
take place from 19 July to 23 July 2021.
You will receive further information regarding the 
interview process in your invite letter. 

Requests to reschedule interviews will only be 
considered in very exceptional circumstances  
and only within the timeframe above.

In the event additional vacancies arise in the future, 
we may schedule further tests and interviews

If, having received your invitation to interview, you 
decide to withdraw from the competition please 
inform HRConnect as soon as possible, ideally within 
48 hours of receiving your invitation. This will help us 
manage the competition more effectively.

INTERVIEW DOCUMENTATION

You will need to provide identification documents to 
satisfy the Nationality, Right to Work and Security 
requirements of the post. See pages 26 & 27 for 
further information

Further details regarding acceptable documentation 
will be issued with the invitation to attend for the 
invigilated test and, if appropriate, for interview.
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GUIDANCE FOR 
APPLICANTS

EXISTING CIVIL SERVANTS
If you are an existing permanent EO2 in any NICS 
department you are not eligible to apply.

APPLICATION FORM
The application form is designed to ensure applicants 
provide the necessary information to determine how 
they meet the competition requirements. All parts of 
the application form must be completed before this 
application can be considered. Failure to do so may 
result in disqualification.

Please note:
• Applicants are encouraged to submit online 

applications wherever possible. However, hard 
copy application packs are available on request. 
All applications will be treated equally regardless 
of whether they are hard copy or online;

• The space available on the application form is the 
same for all applicants and must not be altered;

• We will not accept CVs, letters, additional pages 
or any other supplementary material in place of or 
in addition to completed application forms;

 • All applications must be received by the 
advertised closing date and time;

• Information in support of your application will not 
be accepted after the closing date for receipt of 
applications;

• HRConnect will not examine applications until 
after the closing deadline;

• When completing the online application, your 
information is saved as you move through the 
pages. You may leave the application at any 
time, providing you have clicked on the ‘Save & 
Continue’ button. Once your application has been 
submitted the option to edit will no longer be 
available;

• The session timeout for the online application is 
40 minutes. If you do not save or change page 
within this time, you will automatically be logged 
out and any unsaved work will be lost; and

• You must click ‘SUBMIT’ once you have 
finished your online application. You will 
receive an acknowledgement email. Please 
contact HRConnect if you do not receive an 
acknowledgment email within 24 hrs.
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GUIDANCE FOR 
APPLICANTS

HELP WITH MAKING YOUR APPLICATION
You can get advice or assistance with making an 
application from your local Jobs and Benefits Office - 
contact details are available on NIDirect.
The Careers Service provides an impartial, all-age 
careers information, advice and guidance service, to 
help young people and adults make informed choices 
about their future career paths. You can contact one 
of the Careers Service’s professionally qualified 
Careers Advisors at Careers Service.
You can also get advice or assistance from local 
disability employment organisations. To find out 
more about local disability employment organisations 
contact Northern Ireland Union of Supported 
Employment (NIUSE), an umbrella group for 
individuals and organisations promoting opportunities 
for people with disabilities to access and maintain 
employment, (email xxxx@xxxxx.xxg.uk,  
tel. 0044 (0)28 71 377709).
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GENERAL GUIDANCE INTERVIEW PREPARATION
If this is your first experience of a competence-
based interview, bear in mind it does not require  
you to:
• Talk through previous jobs or appointments from 

start to finish;

• Provide generalised information as to your 
background and experience; or

• Provide information that is not specifically 
relevant to the competence the question is 
designed to test.

A competence-based interview does however 
require you to:
• Focus exclusively, in your responses, on your 

ability to fulfil the competences required for 
effective performance in the role; and

• Provide specific examples of your experience in 
relation to the required competence areas.

In preparation for the interview you may wish to 
think about having a clear structure for each of your 
examples, such as:
• Situation – briefly outline the situation;

• Task – what was your objective? What were you  
trying to achieve?

• Action – what did you actually do? What was your 
unique contribution? and;

• Result – what happened? What was the outcome? 
What did you learn?

The panel will ask you to provide specific examples 
from your past experience to demonstrate the range 
of behaviours associated with the competences 
being assessed. You should therefore come to the 
interview prepared to discuss in detail a range of 
examples which best illustrate your skills and abilities 
in each competence area. You may draw examples 
from any area of your work/life experiences.

THE MERIT PRINCIPLE
In accordance with the Office of the NICS  
Commissioners’ Recruitment Code, appointments to 
the NICS are made under the ‘merit principle’, where 
the best person for any given post is selected in fair 
and open competition.

Further information on the NICS  Commissioners can 
be found at www.nicscommissioners.org.
We will allocate a candidate (or candidates) to a 
vacancy (or vacancies) in the order listed and in 
accordance with your preferred working pattern and 
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location preference. It is intended that the merit list 
for this competition should remain live for a period of 
two years.

However you should be aware that circumstances 
may arise in the future where it will be necessary 
to extend the currency of the merit list for a further 
period. The merit list will only be extended where 
cogent practical reasons for doing so arise.

NICSHR PRIVACY NOTICE
NICSHR are committed to protecting your privacy. 
HRConnect manage job applications on behalf of 
NICSHR, in line with the NICSHR privacy notice 
available via www.nicsrecruitment.org.uk

OFFERS OF EMPLOYMENT
Candidates will only receive one offer of appointment 
which, if not accepted, will generally result in 
withdrawal from the competition.

CHANGES IN PERSONAL CIRCUMSTANCES  
AND CONTACT DETAILS
Please ensure HRConnect are informed  
immediately of any changes to personal 
circumstances. It is important that HRConnect  
have up to date contact details.

TRANSGENDER REQUIREMENTS
Should you currently be going through a phase of 
transition in respect of gender and wish this to be 
taken into consideration, in confidence, to enable you 
to attend any part of the assessment process please 
contact HRConnect. Details of this will only be used 
for this purpose and will not form any part of the 
selection process.

DISABILITY REQUIREMENTS
We ask on the application form if due to disability you 
require any reasonable adjustments to enable you to 
attend any part of the assessment and or interview 
process. Details of any disability are used only for 
this purpose and do not form any part of  
the selection process.

If you have indicated on your application that you 
have a disability, are successful in the selection 
process and are being considered for appointment, 
you may be required to outline any adjustments you 
consider necessary in order for you to take up an 
appointment. If you wish to discuss your disability 
requirements further, please contact HRConnect 
where your requirements will be discussed in strictest 
confidence.

GENERAL GUIDANCE
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GENERAL GUIDANCE DOCUMENTATION
Identification documents to satisfy the Nationality and 
Security requirements of the post will be required. 
Further details regarding acceptable documentation 
will be issued with an invitation to attend for 
assessment.
You will be required to bring documentary evidence 
of your qualifications / professional membership to 
assessment. You should ensure that the required 
documents are readily available.

RIGHT TO WORK AND NATIONALITY REQUIREMENTS
HRConnect must ensure that you are legally entitled 
to work in the United Kingdom and satisfy the 
Nationality requirements for appointment to the NICS. 
Applicants must be either:
i) UK national; or
ii) National of a Commonwealth country; or
iii) National of the Republic of Ireland; or
iv) EEA nationals with (or eligible for) status under the 

EU Settlement Scheme; or
v) Relevant EEA or Turkish nationals working in the 

NICS ; or
vi) Relevant EEA or Turkish nationals who have built 

up the right to work in the NICS ; or

vii) Certain family members of the relevant EEA & 
Turkish nationals

Further guidance on Nationality requirements  
is available via www.nicsrecruitment.org.uk.

SECURITY

Baseline Personnel Security Standard
For the majority of EO2 posts in the NICS the level of 
vetting is a Baseline Standard. For this check you will 
be required to provide the following:
• Your passport OR;
• A document verifying your permanent National 

Insurance Number (e.g. P45, P60 or National 
Insurance card) AND your birth certificate which 
includes the names of your parents (long version);

• A specimen signature at any assessment event 
and have this validated against passport, driving 
licence, application form etc.

Further information regarding the Baseline Personnel 
Security Standard, including other acceptable 
documents is available via www.gov.uk.

We will organise for a Criminal Record Check on all 
successful applicants to be carried out by AccessNI. 
The category of AccessNI check required for this post 
is a Basic Disclosure Certificate.
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GENERAL GUIDANCE You should not be put off applying for a post because 
you have a conviction. We deal with all criminal 
record information in a confidential manner, and 
information relating to convictions is destroyed after 
a decision is made.

The AccessNI code of practice can be accessed via 
www.nidirect.gov.uk/accessni.

Those applicants who are being considered for 
appointment will be contacted by HRConnect, 
normally after the interview/test, and will be  
asked to complete the AccessNI application form.  
A request to complete this form should not be seen 
as a guarantee of an offer of appointment.

Failure to complete the application form and return 
it within the specified time will be regarded as ‘no 
longer interested in the position’ and your application 
will be withdrawn.

Criminal Record information is subject to the 
provisions of the Rehabilitation of Offenders  
(NI) Order 1978.

For a small number of posts the Counter Terrorist 
Check may also be required. This includes a check  
of Security Service records.

EQUAL OPPORTUNITY MONITORING FORM
Please note that the Equal Opportunities monitoring 
section of the application form is mandatory in order 
to submit an application.

For guidance on completing the Monitoring Form 
and to read the NICS Equal Opportunities Policy 
Statement please refer to the DoF website  
www.finance-ni.gov.uk
The NICS is an Equal Opportunities Employer.

The NICS welcomes applications from people 
regardless of their religious belief, race, ethnicity, 
gender, age, disability or sexual orientation. As young 
people (people under the age of 35), people with a 
disability and people from minority ethnic communities 
are currently under represented in NICS, we would 
particularly welcome applications from these groups. 

All applications for employment are considered 
strictly on the basis of merit.
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GENERAL GUIDANCE FEEDBACK
The NICS is committed to ensuring the processes used 
to recruit and select staff are fair and in accordance with 
the principles of the NICS  Commissioners Code. We are 
consequently committed to providing feedback in respect of 
decisions taken in determining eligibility/shortlisting as well 
as at interview.

Feedback in respect of eligibility/shortlisting will be 
communicated automatically to those candidates who fail to 
satisfy any criteria. All requests for feedback are welcome.

THIS INFORMATION PACK DOES NOT FORM PART OF 
CONDITIONS OF EMPLOYMENT

CONTACT DETAILS:
If you have any queries regarding the competition process 
please contact HRConnect at the address below or by:

Email: recruitment@hrconnect.nigov.net
Tel: 0800 1 300 330

Address:  
HRConnect
PO Box 1089
Beacon House
27 Clarendon Road
Belfast
BT1 9EX
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“For our part, we got an enthusiastic and 
competent worker - someone who could 
advise in a practical way of more appropriate 
policies to help those with a disability”

(NICS Line manager who hosted a placement)
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Our Network Mission Statement 
Here to support you, Please support us. 

The NICS LGBT Staff Network is inclusive for all and is here to support 
LGBT+ staff, their family members and allies. 

We are committed to a diverse NICS which provides a safe working 
environment in which all LGBT+ staff can: 

• contribute fully as their authentic selves and fulfil their potential 

• feel comfortable, valued and respected 

• be involved fully  in the development of workplace policies which 
reflect their diverse needs 

Raising awareness of LGBT+ issues throughout the NICS is at 
the forefront of our mission and gaining the respect of others is 
paramount. Regardless of gender or sexual orientation it is our goal to 
ensure that everyone is treated equally, receive equality of opportunity 
and are free from discrimination. 

We are prepared to challenge ‘homophobic, bi-phobic and transphobic’ 
behaviours and working with senior management across the NICS we 
WILL make a difference. 

Having worked in Equality and Diversity for a long time I know that 
many words can be outward expressions of feelings, values and culture 
and they have the capacity to really help or really hinder another 
person. In drafting these tips I was also mindful that if people are too 
afraid to even try then they may disengage altogether.  The benefits 
of having a go at communicating well and with good intentions is that 
we may not only learn something new but we may also build new and 
better connections with people. I hope you find the guide useful and 
it gives some confidence to be the LGBT Ally that perhaps sits quietly 
within you. 

Monica Fitzpatrick 
Allies Rep, NICS LGBT Network Committee 



 

Language is one of the most powerful 
tools at our disposal. It helps us to 
communicate, to explain, to understand 
and be understood. It can be used to 
exclude and marginalise but can also be 
used to include and show compassion. For lesbian, gay, bisexual and 
transgender (LGBT) people, language can be fraught, particularly when 
language is loaded with assumptions and expectations about our lives 
and families. 

For the non-LGBT majority, the language of sexual orientation and 
gender can sometimes be confusing. Over the course of our 26 year 
history, when building awareness of LGBT issues in workplaces, we 
have frequently found that well-meaning people have lacked the 
terminology to speak about LGBT people with confidence and this 
leads them into not speaking at all for fear of causing offense. 

Therefore we are very pleased that this guide, Let’s Get Better 
Together, has been created by the NICS LGBT Network with helpful 
definitions and useful examples of the language used by LGBT people 
and the reasons we use this language. We hope that this resource 
will give you the knowledge, skills and confidence to be an ally to 
LGBT colleagues and customers, as well as avenues for support and 
guidance should you have any questions or concerns. Creating a 
society where everyone is valued with equality and dignity takes work 
from all of us so Let’s Get Better Together. 

Gavin Boyd 
Policy and Advocacy Manager, The Rainbow Project 



 

First Things First 
The NICS LGBT Network wants to support colleagues, so we have 
produced this short guide to give you some tips and thoughts on how 
to use language respectfully and inclusively and when referring to 
lesbian, gay, bisexual, trans and gender diverse people. 

We have used the term ‘LGBT’ used throughout but, please take that 
to mean anyone who identifies as lesbian, gay, bisexual or transgender, 
or who identifies as any  other minority sexual orientation or gender 
identity, or who is intersex. 

We have added a Glossary of terms you might come across at the 
back of this guide. 

Why does this matter? 
As a Network, we’re often asked about language – especially since 
the language associated with LGBT people is evolving.  There is much 
evidence to show that LGBT people do not always feel fully respected 
or included in many aspects of their lives and  while language is just 
one aspect of inclusion, it’s an important one, and we welcome that 
colleagues want to understand more about sexual orientation, gender 
identity, and what different terms mean. 

What could we do? 
Being inclusive means acknowledging that everyone is different, in 
terms of their characteristics, sexual orientation or gender identity, 
just as with our height, eye colour, hair colour, all of those things 
that make us unique. Being LGBT Inclusive ensures we don’t leave 
people out of our conversations.  This includes both when we are 
communicating directly with someone, and when describing someone 
who isn’t present. 





 

 

NICS LGBT Staff Network 
You may also wish to make contact with 
a member of the Network Committee, 
contact details are also on the website. 

Further helpful sites to visit are: 

The Rainbow Project 
www.rainbow-project.org 
twitter - @TRPNI 

HereNI 
www.hereni.org 
caramccann@hereni.org 

Cara-Friend 
xxxxx@xxxxxxxxxxx.xxx.uk 

Stonewall UK 
www.stonewall.org.uk 
info@stonewall.org.uk 

TransgenderNI 
support@transgenderni.org.uk 
info@transgenderni.org.uk 

SailNI 
infx@xxxxxx.xxx 



What are 
the basics? 
Being LGBT isn’t a preference or a lifestyle choice. 

When we talk about gender, sex characteristics 
or sexual orientation, we’re not talking about 
preferences or choices. We’re talking about how 
people are. 



  

 

 

 

 

 

 

 

 

Tips to get you started 
Don’t assume that a person is heterosexual or cisgender 
(the term used for those of us who are not transgender). 

• Don’t assume that all relationships are heterosexual, as this 
excludes others and may devalue relationships. If in doubt, 
words and phrases such as ‘partner’, ‘parents’, ‘relationship’, 
‘in a relationship’ are examples of LGBT inclusive language.   
However, LGBT people in marriages may refer to their partners 
as “wife” or “husband”. 

• Gender, sex and sexual orientation are all separate concepts. 

• Gender is part of how you understand who you are and how 
you interact with other people. Many people understand their 
gender as being female or male. Some people understand 
their gender as a combination of these, or neither. Gender can 
be expressed in different ways, such as through behaviour or 
physical appearance. 

• Sex refers to a person’s biological sex characteristics. This 
has historically been understood as either female or male. We 
now know however that some people are born with natural 
variations to sex characteristics. 

• Sexual orientation describes a person’s romantic and/or 
sexual attraction to others. 

• A person’s gender does not necessarily mean they have 
particular sex characteristics or a particular sexual orientation, 
or vice versa. 

• Language used to describe different LGBT people and by 
different parts of LGBT communities changes over time and 
can differ across cultures and generations. There will also be 
differences in how people individually use or define particular 
terms. You may also encounter outdated or even offensive 
terms in medical, psychological or legal contexts. 

• These tips are based on current thinking, however, it’s always 
best to politely ask someone how they like to be referred to or 
what terms they use and then use these terms. 



Keep trying! 
No one will get the language right 100% of the time for 100% of 
people. The important thing is to keep trying and if you make a 
mistake, quickly apologise and continue the conversation. 

Don’t ask if you don’t have to. 
We all have a right to privacy. We should only have to bring as 
much of our private selves to work as we want to and feel safe 
doing. Allow yourself to be led by how someone talks about 
themselves, their family and their relationships. Ask, or be guided 
by them, about who to share this information with. 

Often LGBT people from different cultures or faith traditions have 
different family or workplace traditions around disclosure or 
‘coming out’. So it’s best not to assume every person who may be 
comfortable being ‘out’ in the workplace is ‘out’ in other settings – 
people have the right to disclose about their sexual orientation or 
gender identity in their own time and on their own terms. 

One term that LGBT people find difficult is ‘prefer’. Having a 
‘preference’ can sound as if it’s a choice and most people do not 
feel as if they have a choice in these matters. If you need to, you 
can simply ask people what terms they use. 

One great tip is not to ask someone a question if you would feel 
uncomfortable answering it yourself. Considering that LGBT 
people experience significant discrimination, understand that 
they might wish to keep personal information even more private. 
Questions about body parts, medical history, relationship history 
and sexual activity are generally intrusive, rude and inappropriate. 



 

 

 

 

 

 

 

What terms are commonly used? 

(Remember to check out the Glossary, might be useful here) 

Sexual Orientation 
• A lesbian woman is romantically and/or sexually attracted to 

other women. 

• A gay person is romantically and/or sexually attracted to people 
of the same sex and/or gender as themselves. This term is often 
used to describe men who are attracted to other men, but some 
women and gender diverse people may describe themselves as 
gay. 

• A bisexual person is romantically and/or sexually attracted to 
people of their own gender and other genders. The term ‘bi+’ is 
also sometimes used to describe the multiplicity of bisexualities. 
The term Multi-Gender Attraction (MGA) may also be used for 
those who experience attraction to more than one gender over a 
lifetime, regardless of self-identity or labels. 

• An asexual person does not experience sexual attraction, but 
may experience romantic attraction towards others. 

• A pansexual person is romantically and/or sexually attracted to 
people of all genders, binary or non-binary. 

• A heterosexual or ‘straight’ person is someone who is attracted 
to people of the opposite gender to themselves. 

An ally is a person who considers themselves a friend and active 
supporter of the LGBT communities. This term can be used for 
non-LGBT allies as well as those within the LGBT communities who 
support each other, e.g. a gay man who is an ally to the trans and 
gender diverse communities. 

Queer is often used as an umbrella term for diverse genders or 
sexual orientations. Some people use queer to describe their own 
gender and/or sexual orientation if other terms do not fit. The use 
of queer can differ between different groups and generations. For 
some people, especially older LGBT people, ‘queer’ has negative 
connotations because of its historical use as a discriminatory 
term. The term has also been reclaimed in recent years and is 
increasingly used, particularly by younger LGBT people, in an 
empowering way or to describe themselves. 



You may see the term LGBTQ and the ‘Q’ means ‘Queer and 
questioning.’ Rather than be locked in to a certainty, some people 
are still exploring or questioning their gender or sexual orientation. 
People may not wish to have one of the other labels applied to 
them yet, for a variety of reasons, but may still wish to be clear, 
for example, that they are non-binary or non-heterosexual. It is 
important these individuals feel welcome and included in the 
acronym and communities spaces. 

Gender Identity 
A transgender (shortened to trans) person is someone whose 
gender identity does not exclusively align with the one they were 
assigned at birth.  For example Trans men’ are those born with 
female appearance but identifying as men; and ‘trans women’ are 
those born with male appearance but identifying as women. 

Trans is an umbrella term, describing all those whose gender 
expression falls outside the typical gender norms, but not everyone 
uses it to describe themselves. For example, a man who was 
assigned female at birth might refer to himself as ‘a trans man’, ‘a 
man with a trans history’ or just ‘a man’. It’s important to use the 
terms someone uses to describe their gender identity. 

Gender diverse generally refers to a range of gender identities 
expressed in different ways. There are many terms used by gender 
diverse people to describe themselves. Language in this space is 
dynamic, particularly among young people, many of whom describe 
themselves as non-binary, rather than use binary terms like male or 
female. 

Gender incongruence is the sexual health classification of 
transgender and gender diverse people by the World Health 
Organisation (WHO). WHO describes gender incongruence as 
‘characterised by a marked and persistent incongruence between 
an individual’s experienced gender and the assigned sex’. The term 
‘gender dysphoria’ describes the feeling of discomfort or anxiety 
associated with a person’s gender incongruence. 

A person who is non-binary is someone whose gender identity is 
not exclusively female or male; while a person who is a-gender does 
not identify themselves as having a particular gender. 



A cis (pronounced ‘sis’, short for cisgender) person is someone 
whose gender aligns with the sex they were assigned at birth – 
someone who isn’t trans or gender diverse. 

Transition or affirmation refers to the process where a trans or 
gender diverse person takes steps to socially and/or physically feel 
more aligned with their gender identity. There is a wide range of 
ways in which this process differs between people. Some people 
may change how they interact socially with others, others may 
change their physical appearance and some (but not all) may 
undergo medical interventions to feel more aligned to their gender 
identity. 

Sex characteristics 
An intersex person is born with atypical natural variations to 
physical or biological sex characteristics such as variations in 
chromosomes, hormones or anatomy. Intersex traits are a natural 
part of human bodily diversity. Not all intersex people use the term 
intersex. 

Intersex people have a diversity of bodies, genders and sexual 
orientations. There are many different intersex variations, which 
may or may not be evident at birth, and which have their own terms. 

Describing LGBT communities 

The term LGBT is a term used to describe Lesbian, Gay, Bisexual 
and Trans people. There are many more terms used also like Queer, 
Questioning, Intersex and Gender diverse.  Sometimes you will see 
LGBT+, where the + sign is generally used to represent genders 
and sexual orientations outside of the letters LGBT, including 
people who are questioning their gender or sexual orientation 

The term LGBT should be read as an inclusive umbrella 
abbreviation to encompass a range of diverse sexual orientations, 
genders and sex characteristics.  This will be written differently 
by different groups, organisations and countries. The important 
thing is to be inclusive and read it as broadly as possible to allow 
for developments in society, culture, language, law etc. When 
writing about LGBT people it is best to use the term ‘communities’, 
as there are many separate and distinct communities within this 
umbrella term. 



People may fit more than one of these terms. Heterosexual and 
cisgender people can be part of LGBT communities. For example, 
there are straight trans and intersex people. 

While LGBT communities often work together, for example to 
advocate for equal rights, they are different communities with their 
own distinct experiences, needs and priorities. 

Intersectionality 
Intersectionality describes how different parts of a person’s 
identity or circumstances – such as age, race, culture, disability, 
gender, location or religion – intersect and combine to shape 
people’s life experiences, including of discrimination. 

Being LGBT is only one part of any person or community. 
Intersectionality recognises that the different parts of someone’s 
identity and circumstances cannot be disentangled or considered 
in isolation. Intersectionality is a way of seeing the whole person. 

Relationships and Families 
There are many kinds of relationships among LGBT people. 
Some people may live together or separately. Some people may 
choose to recognise their relationships formally through marriage. 
Relationships can involve people of the same gender or different 
genders. 

If you need to write or talk about it, ask people how they describe 
their relationships and use their terminology. 

There are also many kinds of families. There are diverse rainbow 
family forms. These can include single parents, foster parents, 
blended families, shared parenting and a diverse range of 
carers. It’s best to ask someone how they describe their family 
arrangement and use their terms. When talking about families, it’s 
important to remember that some trans men and gender diverse 
people can carry pregnancies. 



 

 

Top Tips
Using inclusive language makes a real difference 
to LGBT people. 

Our top three tips are: 

If someone discloses to you that they’re from one of 
the LGBT communities, respectfully ask what terms 
they use to describe themselves, then use those 
terms. 

Don’t question or make assumptions about 
someone’s gender, sexual orientation or 
relationship. Accept and respect how people define 
their gender and sexuality. 

Use language that acknowledges that we have 
diverse relationships and families. This can mean 
using words like ‘partner’ or ‘parents,’ particularly 
when describing groups of people. 



What are pronouns, and how should I use them? 
Pronouns are one way people refer to each other and themselves. 
Most but not all men (including trans men) use the pronoun ‘he’. 
Likewise, most but not all women (including trans women) use the 
pronoun ‘she’. Some people use a gender-neutral pronoun such 
as ‘they’ (e.g., ‘Lee drives their car to work. They don’t like walking 
because it takes them too long’). 

If you’re unsure what someone’s pronoun is, you can ask them 
respectfully, and preferably privately. Use a question like ‘Can I ask 
what pronoun you use?’ Do not ask ‘What pronoun do you prefer?’ 
A person’s pronoun and identity are not a preference. Instead, just 
ask what pronoun they use. 

Some people’s pronouns may be context-specific. For example, 
someone might not use their pronoun in a particular environment 
or around particular people because they do not feel safe or 
comfortable to do so. 

What language should I use for events, 
correspondence and ‘phone calls? 
At an event you can easily include everyone and every gender by 
saying things like ‘Welcome, everyone’ or ‘Good morning, folks.’ 
These broader terms can also be useful when sending emails to 
groups.  Regarding something like an invite you could  use a friendly 
tone and say something like  

Please feel free to let me know what pronoun you use (e.g. he/him, 
she/her, they/them)/ what name you would like me to refer to you 
by.’ 

In written correspondence general, where possible, use the title 
that person uses. For example, copy the title they use in their 
correspondence. In some cases, you may be able to ask what title 
they use. If they don’t use a title, do not add one. It is fine to simply 
address them by their first and last names. 

Gender neutral titles like Dr can always be used, but gendered 
titles such as Ms, Miss, Mrs or Mr may not apply to and may offend 
some people. 



 

When using the ‘phone, remember, the sound of a person’s voice 
isn’t a reliable indicator of their gender particularly on the phone. 
Do not address someone on the phone by gendered terms such as 
‘madam’ or ‘sir’ if you don’t know their gender. Ask early what name 
they use and call them by their name. 

What terms should I avoid? 
You should always avoid LGBT terminology being used in a 
derogatory way, e.g. the word ‘gay’ when used in a negative way 
to refer to a situation or event unrelated to sexual orientation. 
You should not use words you’ve heard being used to put down or 
attack LGBT people. 

Over to you… 
We hope you have learned something useful from reading this 
short guide. If it has spurred you on to want to join the NICS 
LGBT Network please search ‘NICS LGBT Staff Network’ on your 
Departmental website. 

Last words go to GK Chesterton; 

“There are no words to express 
the abyss between isolation and 
having one ally.   



GLOSSARY OF TERMS 

ALLY - A person who fights for and supports others in their fight 
for equality, despite not necessarily being affected themselves e.g. 
a straight and or cisgender person who believes in and fights for 
equality for LGBT people   

ASEXUAL - A person of any gender or sexual orientation who does 
not experience sexual attraction.    

AROMANTIC - A person of any gender or sexual orientation who 
does not experience romantic attraction. 

BISEXUAL - A person who is romantically and/or sexually attracted 
to people of their own gender and other genders. 

BIPHOBIA - Discrimination against and/or fear or dislike of 
bisexual people (including those perceived to be bisexual) or 
bisexuality. Includes the perpetuation of negative myths and 
stereotypes through jokes and/or through personal thoughts about 
bisexual people. 

CIS / CISGENDER - A person whose gender aligns with the sex 
they were assigned at birth. e.g. a person who was assigned female 
at birth and who identifies as a woman. 

CROSS-DRESSER - A person who dresses in clothes normally 
associated with another gender. People cross-dress either privately 
or publically. Many cross-dressers do not identify as trans, and 
many find the term transvestite (sometimes used as an alternative) 
offensive. 

GAY - Refers to a man who experiences romantic and/or sexual 
attraction to other Men. Often ‘gay’ is used by women who are 
attracted to women too. 

GENDER - Often expressed in terms of masculinity and femininity, 
gender is largely culturally determined, based on the sex assigned 
at birth. 

GENDER BINARY - The idea that there are only two genders - male 
and female. This is inaccurate and excludes other gender identities. 

GENDER EXPRESSION - Refers to how a person outwardly 
presents their gender. For example, through what they wear, how 
they speak or how they act. 



GENDER IDENTITY - A person’s deeply held, internal sense of their 
own gender i.e. how they feel inside about their gender and who 
they are. They may identify as a man, a woman, both, neither or in 
another way. For trans people, their sense of who they are does not 
match the sex that they were assigned at birth. 

GENDER FLUID - A person whose gender is not static and changes 
throughout their life. This could be on a daily/weekly/monthly basis 
and will be different for everyone. 

GENDER QUEER - A person whose gender identity is neither male 
nor female, is between or beyond genders, or is a combination of 
genders. 

HETEROSEXUAL / STRAIGHT - A person who is attracted to people 
of a different gender to their own e.g. a man who is attracted to 
women. 

HETEROSEXISM / HETERONORMATIVITY - The assumption that 
everyone is heterosexual, and that heterosexuality is superior. An 
emphasis on heterosexual being ‘the norm’ and a valued position 
in society. The media often reinforces heteronormativity through 
images used or the way characters are portrayed. 

HOMOPHOBIA - Discrimination against and/or fear or dislike of 
lesbian and gay people (including those perceived to be gay or 
lesbian) and homosexuality. This includes the perpetuation of 
negative myths and stereotypes through jokes and/or through 
personal thoughts about lesbian and gay people. 

INTERSEX - A person is assigned intersex, often at birth, when 
their sex characteristics don't align with medical definitions of male’ 
or ‘female’. The external and internal body as well as chromosomes 
and hormones can all be factors when assigning someone as 
intersex. 

LESBIAN - A woman who experiences romantic and/or sexual 
attraction to other women. 

LGBT/LGBTQ/LGBTQIA - An acronym for lesbian, gay, bisexual, 
transgender and questioning or queer. There is also sometimes an 
A for asexual and/or an I for intersex. 

NON-BINARY - An umbrella term for people whose gender identity 
does not fit into the gender binary of male or female. A non-binary 
person might consider themselves to be neither male nor female, 
both, or sometimes male and sometimes female. 



  

OUT/COMING OUT - LGBT people living openly and telling people 
about their sexual orientation and/or gender identity. This is a 
process; it is not something that just happens on one occasion. 
Some people will be out in some places and to some people but 
not others. 

PANSEXUAL - A person of any gender who experiences romantic 
and/or sexual attraction to people regardless of their gender 
identity. 

PRONOUNS - Words used to refer to someone when not using their 
name e.g. he, she, his, hers, they it. They usually suggest a person’s 
gender. Pronouns are important to everyone for this reason. Some 
people prefer pronouns that don’t indicate their gender (also known 
as gender neutral pronouns) e.g. they, them, theirs /xe, xem, xyrs, 
ze, zir 

QUEER - In the past a derogatory term for LGBT people, now 
reclaimed particularly by LGBT people who don’t identify with 
traditional categories or who challenge stereotypes around gender 
identity and sexual orientation e.g. through lifestyle, politics or 
appearance. However, some people still use this word as an insult 
or to offend. 

QUESTIONING - A word used to describe people who are unsure or 
exploring their sexual orientation or gender identity. 

SEX ASSIGNED AT BIRTH - People are assigned a sex at birth, 
based on sex characteristics (genitalia). A person may be assigned 
‘male’, ‘female’ or ‘intersex’. This does not necessarily reflect how 
a person will identify or feel and/or sexually attracted to, commonly 
based on gender. Sometimes the word ‘sexuality’ is used instead. 

TRANS - An umbrella term to describe people gender is not the 
same as, or does not sit comfortably with, the sex they were 
assigned at birth. Trans people may describe themselves using one 
or more of a wide variety of terms – including (but not limited to) 
transgender, transsexual, gender-queer, genderfluid, non-binary, 
gender variant, cross-dresser, genderless, agender, transman, 
transwoman, trans masculine, trans feminine and neutrois. 

TRANSITION - The process or steps a trans person may take to live 
in the gender with which they identify. Each person’s transition will 
involve different things. For some this involves medical intervention, 
such as hormone therapy and surgeries, but not all trans people 



want or are able to have this. Transitioning might involve things 
such as telling friends and family, dressing differently or changing 
official documents. 

TRANSPHOBIA - Discrimination against and/or fear or dislike of 
trans people (including those perceived to be trans). This includes 
the perpetuation of negative myths and stereotypes through jokes 
and/or through personal thoughts. 

TRANSSEXUAL - An older term still preferred by some people who 
have transitioned to live as a different gender than the sex society 
assigned them at birth. Many trans people do not identify with this 
word and prefer the word transgender. 

As Co-Chairs of the NICS LGBT Staff Network we recognise 
the important role that our colleagues play in creating a 
welcoming and inclusive environment whilst understanding 
that you are not expected to know it all when it comes to 
inclusive language! We hope that this guide gives you an 
opportunity to learn and increase your confidence so that your 
LGBT+ colleagues be their authentic selves whilst at work. 

Liz Skelcher & John McCord 
NICS LGBT Network Co-Chairs 





‘Tips for Allies of Trans people’. 

You can't tell if someone is transgender just by looking. 

Transgender people don't look any certain way or come from any one background. Many 
transgender people do not appear "visibly trans," meaning they are not perceived to be transgender 
by others. It is not possible to look around a room and "see" if there are any transgender people. (It 
would be like a person looking around the room to "see" if there are any gay people.) You should 
assume that there may be transgender people at any gathering or in any space. 

Don't make assumptions about a transgender person's sexual orientation. 

Gender identity is different to sexual orientation. Sexual orientation is about who we're attracted to. 
Gender identity is about our own personal sense of being a man or a woman, or neither of those 
binary genders. Transgender people can be gay, lesbian, bisexual, or straight. 

If you don't know what pronouns to use, listen first. 

If you're unsure which pronoun a person uses, listen first to the pronoun other people use when 
referring to them. Someone who knows the person well will probably use the correct pronoun. If 
you must ask which pronoun the person uses, start with your own. For example, "Hi, I'm Alex and I 
use the pronouns he and him. What about you?" Then use that person's pronoun and encourage 
others to do so. If you accidently use the wrong pronoun, apologise quickly and sincerely, then move 
on. The bigger deal you make out of the situation, the more uncomfortable it is for everyone. 

Don't ask a transgender person what their "real name" is. 

For some transgender people, being associated with their birth name is a tremendous source of 
anxiety, or it is simply a part of their life they wish to leave behind. Respect the name a transgender 
person is currently using. If you happen to know the name someone was given at birth but no longer 
uses, don't share it without the person's explicit permission. Similarly, don't share photos of 
someone from before their transition, unless you have their permission. 

Understand the differences between "coming out" as lesbian, gay, or bisexual and "coming out" as 
transgender. 

"Coming out" to other people as lesbian, gay, or bisexual is typically seen as revealing a truth that 
allows other people to know your authentic self. The LGB community places great importance and 
value on the idea of being "out" in order to be happy and whole. When a transgender person has 
transitioned and is living their life as their authentic self--that is their truth. The world now sees 
them as who they truly are. Unfortunately, it can often feel disempowering for a transgender person 
to disclose to other people that they are transgender. Sometimes when other people learn a person 
is trans, they no longer see the person as "real." Some people may choose to publicly discuss their 
gender history in an effort to raise awareness and make cultural change, but please don't assume 
that it's necessary for a transgender person to disclose that they are transgender in order to feel 
happy and whole. 

Be careful about confidentiality, disclosure, and "outing." 

Some transgender people feel comfortable disclosing their gender history, and some do not. A 
transgender person's gender history is personal information and it is up to them to share it with 
others. Do not casually share this information, speculate, or gossip about a person you know or think 
is transgender. Not only is this an invasion of privacy, it also can have negative consequences in a 



world that is often intolerant of gender diversity. Transgender people can lose jobs, housing, friends, 
or even their lives when other people find out about their gender history. 

Respect the terminology a transgender person uses to describe their identity. 

Transgender people use many different terms to describe their experiences. Respect the term 
(transgender, non-binary, genderqueer etc.) a person uses to describe themselves. If a person is not 
sure of which identity label fits them best, give them the time to figure it out for themselves and 
don't tell them which term you think they should use. You wouldn't like your identity to be defined 
by others, so please allow others to define themselves. 

Be patient with a person who is questioning or exploring their gender identity. 

A person who is questioning or exploring their gender identity may take some time to figure out 
what's true for them. They might, for example, use a name or pronoun, and then decide at a later 
time to change the name or pronoun again. Do your best to be respectful and use the name and 
pronoun requested.  

Understand there is no "right" or "wrong" way to transition, and that it is different for every 
person. 

Some transgender people access medical care like hormones and surgeries as part of their transition 
to align their bodies with their gender identity. Some transgender people want their authentic 
gender identity to be recognised without hormones or surgery. Some transgender people cannot 
access medical care, hormones, and/or surgeries due to a lack of financial resources or access to 
healthcare. A transgender person's identity is not dependent on medical procedures or their 
physicality. Accept that if someone tells you they are transgender, they are. 

Don't ask about a transgender person's genitals, surgical status, or sex life. 

It would be inappropriate to ask a cisgender, person about the appearance or status of their genitals. 
It is equally inappropriate to ask a transgender person those questions. Don't ask if a transgender 
person has had "the surgery" or if they are "pre-op" or "post-op." If a transgender person wants to 
talk to you about such matters, they will bring it up. Similarly, it wouldn't be appropriate to ask a 
cisgender person about how they have sex, so the same courtesy should be extended to transgender 
people. 

Avoid backhanded compliments and "helpful" tips.  

While you may intend to be supportive, comments like the following can be hurtful or even insulting: 

"I would have never known you were transgender. You look so pretty." 

"You look just like a real woman." 

"She's so gorgeous, I would have never guessed she was transgender." 

"You're so brave." 

Challenge anti-transgender remarks or jokes in public spaces, including LGB spaces. 

You may hear anti-transgender comments from anti-LGBTQ activists, but you may also hear them 
from LGB people. Someone may think that because they're gay, it's ok for them to use certain words 
or tell jokes about transgender people. It's important to challenge anti-transgender remarks or jokes 
whenever they are said and no matter who says them. 



Help make your organisation truly trans-inclusive. 

"LGBTQ" is now a commonplace term that joins lesbian, gay, bisexual, queer, and transgender 
people under the same acronym. If you are part of a company or group that says it's LGBTQ-
inclusive, remember that transgender people face unique challenges, and that being LGBTQ-
inclusive means truly understanding the needs of the trans community and implementing policies 
addressed at them.  

At meetings and events, set an inclusive tone. 

In a group setting, identify people by articles of clothing instead of using gendered language. For 
example, the "person in the blue shirt," instead of the "woman in the front." Similarly, "Sir" and 
"Madam" are best avoided. If bathrooms in the space are not already all-gender, ask if it's possible 
to put an all-gender sign on them. In some circumstances, where not everyone is known, consider 
asking people to introduce themselves with their names and pronouns. For example, "Hi, I'm Nick 
and I use he/him pronouns." Start with yourself and use a serious tone that will discourage others 
from dismissing the activity with a joke. However, if you feel this practice will have the effect of 
singling out the trans people in the room or putting them on the spot, avoid it. Remember, it costs 
cisgender people nothing to share their pronouns, but for trans people it can be a very serious 
decision. 

Listen to transgender people. 

The best way to be an ally is to listen with an open mind to transgender people speaking for 
themselves. Follow thought leaders in the transgender community. Check out books, films, YouTube 
channels, and trans blogs to find out more about transgender people and the issues people within 
the community face. 

Know your own limits as an ally. 

Don't be afraid to admit when you don't know something. It is better to admit you don't know 
something than to make assumptions or say something that may be incorrect or hurtful. Seek out 
the appropriate resources that will help you learn more. Remember being an ally is a sustained and 
persistent pattern of action; not an idle or stable noun.  

 

(Adapted from MIT's "Action Tips for Allies of Trans People.) 









The NICS People Strategy flows from and is a key enabler 
for an outcomes based approach to government and it sets 
out our vision for a NICS where everyone plays a part in 
improving the lives of people in NI. A well-led, high-performing 
and outcomes-focused NICS; a great place to work, where 
everyone can reach their full potential; and an inclusive 
workplace in which diversity is truly valued. Our ambition 
is long-term but to achieve the outcomes we want we have 
identified priorities (goals and workstreams) which we will act 
on now.

NICS People Strategy 

Themes and Priority Actions

A well-led NICS
• Improve how we engage 

and communicate with 
people across the 
service about issues 
that affect them

• Build the capacity of line 
managers and leaders 
across the service

• Provide effective tools 
for line managers and 
leaders, including 
streamlined and 
practical people policies, 
processes, guidance and 
training

A high-performing NICS
• Improve how we manage 

performance through 
regular and timely 
feedback mechanisms 
and appropriate 
guidance

• Deliver a NICS-wide 
approach to strategic 
workforce planning and 
improve recruitment and 
vacancy management

• Increase the use of new 
and flexible ways of 
working

An Outcomes-focused 
NICS
• Build career paths that 

develop breadth of 
experience and depth of 
expertise

• Improve how we 
engage with staff and 
communicate with them 
about their contribution 
to delivery of outcomes

An inclusive NICS in 
which diversity is truly 
valued – a great place 
to work
• Deliver evidence-based 

interventions and 
targeted action to drive 
balance and inclusion in 
terms of gender, LGB&T, 
minority ethnic and 
disability

• Ensure our people have 
working environments 
that are conducive to 
them performing at their 
best



A great place to work, with a diverse and inclusive workplace culture
The People Strategy includes a range of actions that will help accelerate our ambition of a truly inclusive NICS, which reflects the 
society we serve. 

It sets out our commitment to:

• Deliver evidence-based interventions and targeted action to 
drive balance and inclusion in terms of gender, LGBT, minority 
ethnic and disability

• Include diversity and inclusion standards within our performance 
and capability frameworks and each department and profession 
to set out priorities for increasing diversity and inclusion

• Make it easier for people to record their diversity information 
and encourage them to do so

• Promote and better communicate the positive behaviours 
we expect of all our people in an inclusive culture which is 
intolerant of discrimination, bullying and harassment

• Deliver more apprenticeships in the NICS

• Deliver a health and wellbeing framework with a focus on 
mental health and support for colleagues facing challenging life 
events

• Establish a process to measure progress on diversity and 
inclusion and regularly publish a data dashboard on diversity 
and inclusion outcomes in departments and across the NICS

• Ensure support for staff networks so that they can continue to 
play a critical role in achieving our ambitions for diversity and 
inclusion

• Ensure our people have working environments that are 
conducive to them performing at their best



During 2021/22, People Strategy implementation will focus on 
recruitment, workforce planning and talent management, including how 
we recruit, retain and develop a diverse and highly skilled workforce.

What is workplace diversity?
Workplace diversity is understanding, accepting and valuing 
differences between people including those of different races; 
ethnicities, genders; ages; religions; disabilities; sexual orientations; 
education; socio-economic backgrounds; personalities; skill sets; 
experiences; and knowledge bases. 

What is workplace inclusion?
Inclusion is a collaborative, supportive and respectful environment 
that increases the participation and contribution of all employees.  

• Diversity does not automatically lead to inclusion

• Diversity may not stick without inclusion

• Diversity is representation – easily measurable.  But inclusion is 
hard to quantify.

What do we mean by diversity and 
inclusion?
Diversity and inclusion in the NICS covers our strategies, plans, 
interventions, processes and behaviours intended to accelerate and 
achieve our ambition of a diverse and truly inclusive NICS that reflects 
the society we serve.



Why diversity and inclusion is 
important
In the NICS, we are committed to building an inclusive workplace 
culture where diversity is truly valued at all levels, where you are 
valued for who you are and where you can bring your true self to work.  
We want to make use of all the talent which exists across the NICS 
to ensure that we are a well-led, high performing, outcome-focused 
Service and a Service that is a great place to work. 

Being a diverse and inclusive NICS is not only the right thing to do, it 
delivers better outcomes and that is why our diversity and inclusion 
agenda is at the heart of our People Strategy.  Diverse teams and 
diverse leadership styles lead to better decision making.  As civil 
servants, we are here to serve the people of Northern Ireland and 
we need to ensure we are representative of the society we serve.  
In other words, we want the NICS to reflect the entire population, 
not just parts of it.  The people we serve will benefit as we become 
more representative of our population and our engagement and 
organisational performance will improve as we embrace people from 
different backgrounds, bringing fresh ideas, experiences, identities 
and new ways of working. 

When there are diverse teams at all levels creativity, innovation and 
decision making are improved.

We have made progress across our diversity and inclusion programme 
of work but have more to do. 

Despite accounting for 50.5% of the civil service, women have 
historically been under-represented at senior levels.  Representation 
of women within this group however, continues to increase and stands 
at over 41.5% in 2020 compared to 11.3% in 2000.  



Much work needs to be done across all areas of under-
representation including:

• Disability - 5.6% of NICS have declared a disability compared to 
11.7% of the wider economically active NI population

• Ethnicity - 0.3% of our workforce are from minority ethnic 
backgrounds against a NI population comparator of 3.6%

• LGBT - 2.8% of our colleagues have same sex orientation and 
1.4% have an orientation towards both sexes. However, the 
information is only available for 16.3% of NICS staff and may 
not be representative of the NICS

As a key element of the People Strategy, our ambitious diversity 
and inclusion programme of work is delivered through the 
implementation of an annual NICS Diversity Action Plan and 
overseen by the leadership of the NICS Board, the NICS Diversity 
Champions Network, Departmental Diversity Champions and 
Thematic Diversity Champions, NICS colleague networks and 
NICSHR, as well as through partnership working with stakeholder 
organisations.



Our Diversity and Inclusion Journey – 
an inclusive workplace culture in the 
NICS
Just as the relationship between the individual and work has 
changed, so too has the understanding of the nature of diversity. 
Many years ago the focus was on discrimination and fairness with 
the moral imperative being equal opportunities, treating everyone 
the same and being “gender/colour blind” but this approach 
ignores power and privilege and has little or no diversification of 
culture. Many organisations now accept differences and are using 
diversity to gain access and legitimacy in markets and constituent 
groups – the business case dominates. We will however only create 
and maintain an inclusive workplace culture when we all understand 
and value differences, learn new insights from diversity of thought 
and integrate cultural competences - a Service where leadership is 
focused on people, purpose and values.





An organisation’s diversity ‘journey’
An overview of an organisation’s diversity journey is set out 
above. We need to understand where we are on our journey and 
understand that diversity won’t automatically lead to inclusion. We 
want to make evidence-based decisions to consciously create an 
inclusive culture where we can attract and retain the most talented 
people.

Diversity and inclusion activity in the 
NICS in 2020/21
The Diversity Champions Network reviewed and amended the 
2020/21 Diversity Action Plan as a result of the Covid-19 pandemic 
and the need to support colleagues across the organisation.  The 
pandemic made the delivery of the Plan even more challenging and 
yet even more important. 

The Diversity Champions Network focused delivery on the key areas 
of:

• Health and wellbeing with an emphasis on mental health and 
support available to colleagues.  The Covid-19 information hub 
was established to give all colleagues easy access to up-to-
date information and useful resources while staff networks also 
increased their online presence.  

• Supporting the activities of NICS LGBT and women’s staff 
networks, and the formation of the two new networks on 
disability and on race and ethnicity.   These networks have 
provided valuable peer support and connection and helped to 
raise awareness of colleagues’ lived experience; 

• Updating a number of HR policies including Dignity at Work, 
Special Leave/Career Breaks, Maternity, Paternity and Adoption 
Leave policies to ensure they are inclusive, and commencing 
work to update the Domestic and Sexual Abuse Policy; and



• Virtual outreach, participating for example in Pride Online and 
Mela at Home, and information sessions with underrepresented 
groups to support large scale recruitment campaigns.

The context during the pandemic meant that not every action 
originally planned for 2020/21 could be delivered and there is a 
need for continuing action, commitment and prioritisation this year.

It is vital that we do not lose the gains we have made over the past 
few years in terms of diversity and inclusion and that we learn from 
and build on the beneficial aspects of the ways of working that we 
have had to so rapidly adopt.

As we continue to move through the NICS Recovery Plan and 
beyond there is a need for us all to be mindful of the potential 
impacts of our decision-making and behaviours, including (but not 
limited to):

• NICSHR creating, developing and amending employee policy and 
guidance

• Senior leaders making decisions about aligning staff resources 
to delivery priorities 

• Those managing teams that have experienced significant and 
sudden changes (such as move to remote working and changes 
to membership, reporting lines and working hours)

• Line managers whose role in relation to individuals’ sense of 
inclusion has become even more important

• Policy officials involved in rapid policy development in response 
to the Covid-19 pandemic and its impact on all aspects of 
our lives, remembering that it is critical for policy makers/
decision makers to take into account the needs and effects 
of a particular policy on people within the Section 75 equality 
groups.



NICS Diversity Action Plan 2021/22
The NICS Diversity Action Plan 2021/22 sets out our priorities for 
action by diversity and inclusion theme, cross-cutting priorities, 
departmental priorities and includes supporting plans on 
communications and outreach. Where required, actions contained 
within this plan will be subject to further equality screening.

Every leader, line manager and individual across the NICS, no 
matter what department or role they are in has a part to play 
in delivering this ambitious and longer term cultural change 
programme.  Supporting and promoting diversity and inclusion 
in our workplace is about good people management and line 
managers have a key role to play in delivering the NICS diversity 















Departmental Diversity Action Plans

NICS Communications and Outreach
Plan 2021/22



Measuring and reporting performance
The People Strategy sets out a number of indicators of success 
in delivering our vision of a great place to work, with a diverse and 
inclusive workplace culture. We will have been successful when:

• We are representative of NI society in terms of gender, age, 
ethnicity, religious background, sexual orientation and ability/
disability

• Diversity is genuinely valued and there is an inclusive culture

• All our people are encouraged and supported to recognise and 
fulfil their potential

• We have excellent, modern and conducive work environments 
including new ways of working from home/working remotely 

• Our people are proud to be NI Civil Servants

• We explain what we do and celebrate our achievements

• We acknowledge when we don’t get it right/ there is room for 
improvement

It is important that we measure the impact of planned activities 
on diversity and inclusion to ensure our intended outcomes are 
being achieved. We will measure our success against the following 
criteria:

• How much did we do?

• How well did we do it?

• Is anyone better off?



Underpinning this criteria, will be a range of indicators that will 
assist us to measure progress against their individual targets, 
including:

• Findings from NISRA Equality Reports

• Findings from NICS Article 55 and Gender Review 2019

• Findings from the NICS People Survey on key areas such as:

1. Questions on inclusion and fair treatment

2. Questions on engagement in my department

3. Questions on my organisational structure and culture

4. Questions on discrimination

5. Questions on bullying and harassment

6. Questions on what would make the NICS a great place to 
work

Reporting

The Diversity Champions Network will review progress against the 
NICS Diversity Action Plan quarterly and report annually on priorities 
and implementation to the NICS Board.  Departmental Boards will 
review and monitor progress against their Departmental Diversity 
Action Plans.
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Figure 3: NICS Median Pay by Analogous Grade, 2006-20209 

Between 2006 and 2020, median pay for staff at AA and AO levels increased proportionally more than the NICS overall (Figure 3), with increases of 62% and 
67% respectively, largely due to alignment to new pay scales as a result of a settlement of equal pay claims in August 2009. In comparison, median pay for staff 
at SCS level increased by 18% over the same period. 

9 Data for Industrial staff are only available from 2011 onwards. 
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Comparison with the Northern Ireland Public and Private Sectors23 

NICS median weekly pay24 for full-time staff (£533) is lower than that in the overall Northern Ireland public 
sector (£580), but is higher than in the private sector (£437). 

For part-time staff, NICS median weekly pay (£360) is higher than both the overall Northern Ireland public sector 
(£249) and the private sector (£164). 

NICS mean weekly pay for full-time staff (£602) is lower than that in the overall Northern Ireland public sector 
(£624), but is higher than in the private sector (£524). 

For part-time staff, NICS mean weekly pay (£393) is higher than both the overall Northern Ireland public sector 
(£257) and the private sector (£187). 

Some of the differences between these sectors may be due to differences in the composition of the respective 
workforces. For example, many of the lowest paid occupations, such as bar and restaurant staff, hairdressers, 
elementary sales occupations and cashiers, exist primarily in the private sector, whereas there is a larger 
proportion of graduate-level and professional occupations in the public sector. 

23 For more information visit the Annual Survey of Hours and Earnings section of the NISRA website (opens a new 
window) 
24 See Table 12.  
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Table 1
Staff numbers (headcount) by Pay Band and Analogous Grade Level: March 20201,2,3,4,5   

Pay band Ind
No.

Ind
%

AA
No.

AA
%

AO
No.

AO
%

EOII
No.

EOII
%

EOI
No.

EOI
%

SO
No.

SO
%

DP
No.

DP
%

G7
No.

G7
%

G6
No.

G6
%

SCS
No.

SCS
%

6Other
No.

6Other
%

Total
No.

Total
%

£15,001-£20,000 454 56.4% 425 100.0% 879 3.8%
£20,001-£25,000 331 41.1% 5,287 100.0% 581 45.7% 6,199 27.1%
£25,001-£30,000 20 2.5% 4,234 100.0% 2,986 96.5% 270 21.2% 7,510 32.8%
£30,001-£35,000 79 2.6% 2,909 93.5% 121 9.5% 3,109 13.6%
£35,001-£40,000 29 0.9% 202 6.5% 1,197 44.4% 205 16.1% 1,633 7.1%
£40,001-£45,000 1,499 55.6% 56 4.4% 1,555 6.8%
£45,001-£50,000 336 24.5% 8 0.6% 344 1.5%
£50,001-£55,000 1,033 75.5% 21 1.7% 1,054 4.6%
£55,001-£60,000 63 20.0% 9 0.7% 72 0.3%
£60,001-£65,000 81 25.7% 81 0.4%
£65,001-£70,000 171 54.3% 171 0.7%
£70,001-£75,000 103 37.6% 103 0.5%
£75,001-£80,000 84 30.7% 84 0.4%
£80,001-£85,000 29 10.6% 29 0.1%
£85,001-£90,000 0 0.0%
£90,001-£95,000 13 4.7% 13 0.1%
£95,001-£100,000 18 6.6% 18 0.1%
More than £100,000 27 9.9% 27 0.1%
Total 805 100.0% 425 100.0% 5,287 100.0% 4,234 100.0% 3,094 100.0% 3,111 100.0% 2,696 100.0% 1,369 100.0% 315 100.0% 274 100.0% 1,271 100.0% 22,881 100.0%

Lower Quartile (£) 17,940 18,883 23,483 25,504 28,141 31,691 38,858 51,001 60,526 73,436 22,420 23,483
Median (£) 18,883 18,883 23,483 26,051 28,730 32,800 41,799 54,588 66,075 76,445 26,100 27,020
Upper Quartile (£) 22,075 18,883 23,483 26,051 28,730 32,800 41,799 54,588 66,075 82,464 31,671 32,800

Mean (£) 20,077 18,883 23,259 25,818 28,606 32,534 40,391 52,746 63,587 81,945 28,739 30,883

1 This table shows staff in their substantive responsibility level unless on temporary promotion in which case staff are recorded at the higher grade level.  

4 Headcounts exclude a small number of cases to avoid potential disclosure of pay (n=26).  

5 Where Analogous Grade is not available for Grade C/Executive Officer staff in DOJ it is assumed to be EOII.

6 Staff not on NICS Pay Scales.

2 Pay represents gross basic annual salaries only; overtime, allowances and non-consolidated payments are excluded.

3 Pay represents the full-time equivalent salaries of part-time employees.
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Table 2
Staff numbers (headcount) by Pay Band and Gender: March 20201,2,3

Pay Band
£15,001 - 20,000
£20,001 - 25,000
£25,001 - 30,000
£30,001 - 35,000
£35,001 - 40,000
£40,001 - 45,000
£45,001 - 50,000
£50,001 - 55,000
£55,001 - 60,000
£60,001 - 65,000
£65,001 - 70,000
£70,001 - 75,000
£75,001 - 80,000
£80,001 - 85,000
£85,001 - 90,000
£90,001 - 95,000
£95,001 - 100,000
More than £100,000
Total

Full-time 
Male

600
2,465
3,218
1,471

833
721
148
513

36
41
75
59
50
16

0
4

12
17

10,279

Full-time 
Female

117
1,735
2,425
1,062

582
441
165
341

26
33
58
44
27

8
0
9
5
9

7,087

Full-time  
Total

717
4,200
5,643
2,533
1,415
1,162

313
854

62
74

133
103

77
24

0
13
17
26

17,366

Part-time 
Male

34
265
343
169

37
118

0
52

0
0
9
0
0
0
0
0
0
0

1,027

Part-time 
Female

128
1,734
1,524

407
181
275

31
148

10
7

29
0
7
5
0
0
1
1

4,488

Part-time 
Total

162
1,999
1,867

576
218
393

31
200

10
7

38
0
7
5
0
0
1
1

5,515

Total
Male

634
2,730
3,561
1,640

870
839
148
565

36
41
84
59
50
16

0
4

12
17

11,306

Total
Female

245
3,469
3,949
1,469

763
716
196
489

36
40
87
44
34
13

0
9
6

10
11,575

Total
879

6,199
7,510
3,109
1,633
1,555

344
1,054

72
81

171
103

84
29

0
13
18
27

22,881

Bottom Decile (£) 22,075 23,483 22,779 22,779 23,483 23,483 22,075 23,483 22,779
Lower Quartile (£) 23,483 23,483 23,483 23,483 23,483 23,483 23,483 23,483 23,483
Median (£) 27,845 27,845 27,845 28,730 26,051 26,051 27,845 26,051 27,020
Upper Quartile (£) 34,197 34,197 34,197 32,800 28,730 31,691 33,558 32,800 32,800
Top Decile (£) 42,776 49,806 42,914 41,799 41,799 41,799 42,776 41,799 41,799

Mean (£) 31,305 31,654 31,447 30,841 28,706 29,107 31,262 30,511 30,883

1 Pay represents gross basic annual salaries only; overtime, allowances and non-consolidated payments are excluded.

2 Pay represents the full-time equivalent salaries of part-time employees.

3 Headcounts exclude a small number of cases to avoid potential disclosure of pay (n=26).
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Table 3
Median Pay (£) by Analogous Grade Level and Gender: March 20201,2,3

Full-time Part-time Total 
Male Male Male Female Female Female Gender Gender Gender

Analogous Grade Full-time Part-time Total Full-time Part-time Total 4Pay Gap 4Pay Gap 4Pay Gap

SCS 76,445 79,455 76,445 76,445 80,314 76,445 0.0% -1.1% 0.0%

Grade 6 66,075 66,075 66,075 65,150 66,075 66,075 1.4% 0.0% 0.0%

Grade 7 54,588 54,588 54,588 52,196 54,588 53,393 4.4% 0.0% 2.2%

DP 40,853 41,799 41,799 39,909 41,799 40,853 2.3% 0.0% 2.3%

SO 32,800 32,800 32,800 32,245 32,800 32,800 1.7% 0.0% 0.0%

EOI 28,730 28,730 28,730 28,436 28,730 28,730 1.0% 0.0% 0.0%

EOII 26,051 26,051 26,051 25,777 26,051 26,051 1.1% 0.0% 0.0%

AO 23,483 23,483 23,483 23,483 23,483 23,483 0.0% 0.0% 0.0%

AA 18,883 18,883 18,883 18,883 18,883 18,883 0.0% 0.0% 0.0%

Industrial 18,883 22,075 18,883 20,664 20,479 20,664 -9.4% 7.2% -9.4%
 5Other 26,100 21,365 26,100 26,038 21,366 24,260 0.2% 0.0% 7.0%

1 This table shows staff in their substantive responsibility level unless on temporary promotion in which case staff are recorded at the higher grade level.  

2 Pay represents gross basic annual salaries only; overtime, allowances and non-consolidated payments are excluded.

3 Pay represents the full-time equivalent salaries of part-time employees.

4 This is the percentage by which female median pay is below or above male median pay.  A minus sign before the percentage denotes that female median pay is above male median pay.    

5 Staff not on NICS Pay Scales.
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Table 4
Median Pay (£) by Analogous Grade Level and Community Background: March 20201,2,3,4

Full-time Part-time Total 
Not- Not- Not- Community Community Community 

Protestant Protestant Protestant Catholic Catholic Catholic Determined Determined Determined Background Background Background 
Analogous Grade Full-time Part-time Total Full-time Part-time Total Full-time Part-time Total 5Pay Gap 5Pay Gap 5Pay Gap

SCS 76,445 79,455 76,445 76,445 80,960 76,445 77,949 82,464 77,949 0.0% -1.9% 0.0%

Grade 6 64,225 66,075 64,225 66,075 66,075 66,075 66,075 58,676 63,301 -2.9% 0.0% -2.9%

Grade 7 53,393 54,588 53,393 53,393 54,588 53,393 54,588 54,588 54,588 0.0% 0.0% 0.0%

DP 40,853 41,799 41,799 40,853 41,799 41,799 38,964 39,909 38,964 0.0% 0.0% 0.0%

SO 32,800 32,800 32,800 32,245 32,800 32,800 32,245 32,800 32,800 1.7% 0.0% 0.0%

EOI 28,436 28,730 28,730 28,730 28,730 28,730 28,436 28,730 28,436 -1.0% 0.0% 0.0%

EOII 26,051 26,051 26,051 25,777 26,051 26,051 25,777 26,051 25,777 1.1% 0.0% 0.0%

AO 23,483 23,483 23,483 23,483 23,483 23,483 23,483 23,483 23,483 0.0% 0.0% 0.0%

AA 18,883 18,883 18,883 18,883 18,883 18,883 18,883 18,883 18,883 0.0% 0.0% 0.0%

Industrial 18,883 22,075 18,883 18,413 22,075 18,883 21,723 22,075 22,075 2.5% 0.0% 0.0%
 6Other 26,100 21,365 26,100 26,100 21,365 25,975 23,730 21,365 23,730 0.0% 0.0% 0.5%

1 This table shows staff in their substantive responsibility level unless on temporary promotion in which case staff are recorded at the higher grade level.  

2 Pay represents gross basic annual salaries only; overtime, allowances and non-consolidated payments are excluded.

3 Pay represents the full-time equivalent salaries of part-time employees.

4 Staff missing Community Background information are excluded from this table.

5 This is the percentage by which Catholic median pay is below or above Protestant median pay.  A minus sign before the percentage denotes that Catholic median pay is above Protestant median pay.    

6 Staff not on NICS Pay Scales.
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Table 5
Median Pay (£) by Analogous Grade Level and Disability: March 20201,2,3

No Disability No Disability No Disability Disability Disability Disability Full-time Part-time Total 
Declared Declared Declared Declared Declared Part- Declared Disability Disability Pay Disability Pay 

Analogous Grade Full-time Part-time Total Full-time time Total Pay Gap4 Gap4 Gap4

SCS 76,445 79,455 76,445 77,949 82,464 79,454 -2.0% -3.8% -3.9%

Grade 6 66,075 66,075 66,075 62,376 66,075 65,150 5.6% 0.0% 1.4%

Grade 7 53,393 54,588 54,588 52,795 54,588 54,588 1.1% 0.0% 0.0%

DP 40,853 41,799 41,799 40,853 41,799 41,799 0.0% 0.0% 0.0%

SO 32,800 32,800 32,800 32,800 32,800 32,800 0.0% 0.0% 0.0%

EOI 28,436 28,730 28,730 28,730 28,730 28,730 -1.0% 0.0% 0.0%

EOII 25,777 26,051 26,051 26,051 26,051 26,051 -1.1% 0.0% 0.0%

AO 23,483 23,483 23,483 23,483 23,483 23,483 0.0% 0.0% 0.0%

AA 18,883 18,883 18,883 18,883 18,883 18,883 0.0% 0.0% 0.0%

Industrial5 6 18,883 22,075 18,883 20,479 n/a 20,479 -8.5% n/a -8.5%
 7Other 26,100 21,365 26,100 31,724 21,366 24,260 -21.5% 0.0% 7.0%

1 This table shows staff in their substantive responsibility level unless on temporary promotion in which case staff are recorded at the higher grade level.  

2 Pay represents gross basic annual salaries only; overtime, allowances and non-consolidated payments are excluded.

3 Pay represents the full-time equivalent salaries of part-time employees.
4 This is the percentage by which the median pay of staff who have declared a disability is below or above the median pay of staff who have not declared a disability.  A minus sign before the percentage denotes that the median pay 
of staff who have declared a disability is above the median pay of staff who have not declared a disability.    

5 There are no part-time staff with a declared disability so it is not possible to determine if there is a gap.

6 A cell showing N/A means that no staff fall into that category, so a comparison cannot be made.

7 Staff not on NICS Pay Scales.
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Table 6
Median Pay (£) by Analogous Grade Level and Age-Group: March 20201,2,3

Full-time Part-time Total 
16-49 16-49 16-49 50+ 50+ 50+ Age Age Age

Analogous Grade Full-time Part-time Total Full-time Part-time Total 4Pay Gap 4Pay Gap 4Pay Gap

SCS 73,436 79,455 74,188 77,949 80,314 77,949 -6.1% -1.1% -5.1%

Grade 6 62,375 62,375 62,375 66,075 66,075 66,075 -5.9% -5.9% -5.9%

Grade 7 51,001 54,588 51,001 54,588 54,588 54,588 -7.0% 0.0% -7.0%

DP 38,964 41,799 39,909 41,799 41,799 41,799 -7.3% 0.0% -4.7%

SO 32,245 32,800 32,245 32,800 32,800 32,800 -1.7% 0.0% -1.7%

EOI 28,141 28,730 28,436 28,730 28,730 28,730 -2.1% 0.0% -1.0%

EOII 25,777 26,051 25,777 26,051 26,051 26,051 -1.1% 0.0% -1.1%

AO 23,483 23,483 23,483 23,483 23,483 23,483 0.0% 0.0% 0.0%

AA 18,883 18,883 18,883 18,883 18,883 18,883 0.0% 0.0% 0.0%

Industrial 17,940 22,075 17,940 18,883 22,075 18,883 -5.3% 0.0% -5.3%
 5Other 24,260 21,365 23,730 39,188 21,365 39,188 -61.5% 0.0% -65.1%

1 This table shows staff in their substantive responsibility level unless on temporary promotion in which case staff are recorded at the higher grade level.  

2 Pay represents gross basic annual salaries only; overtime, allowances and non-consolidated payments are excluded.

3 Pay represents the full-time equivalent salaries of part-time employees.
4 This is the percentage by which the median pay of those aged 50+ is below or above the median pay of those aged 16-49.  A minus sign before the percentage denotes that the median pay of those aged 50+ is above 
the median pay of those aged 16-49.    

5 Staff not on NICS Pay Scales.
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Table 7
Median Pay (£) 2015-2020, by Gender1,2,3

Gender Mar-15 Mar-16 Mar-17 Mar-18 Mar-19 Mar-20

Male 24,728 24,728 24,975 25,225 27,299 27,845

Female 24,728 24,728 24,975 25,225 25,540 26,051

Total 24,728 24,728 24,975 25,225 25,540 27,020

1 Pay represents gross basic annual salaries only; overtime, allowances and non-consolidated payments are excluded.

2 Pay represents the full-time equivalent salaries of part-time employees.
3 Figures take account of backdated pay awards (either using calculations or actual data on backdated pay).
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Table 8
Median Pay (£) 2015-2020, by Analogous Grade Level1,2,3,4

Analogous Grade
March
2015

March
2016

March
2017

March
2018

March
2019

March
2020

% Change
2015 - 2020

% Change
2019 - 2020

SCS 69,706 69,706 71,845 72,563 74,946 76,445 9.7% 2.0%

Grade 6 60,963 60,963 63,346 63,979 64,779 66,075 8.4% 2.0%

Grade 7 50,681 50,681 52,334 52,857 53,518 54,588 7.7% 2.0%

DP 38,778 38,778 40,072 40,473 40,979 41,799 7.8% 2.0%

SO 30,882 31,135 31,446 31,760 32,157 32,800 6.2% 2.0%

EOI 27,271 27,271 27,544 27,819 28,167 28,730 5.4% 2.0%

EOII 24,728 24,728 24,975 25,225 25,540 26,051 5.4% 2.0%

AO 22,291 22,291 22,514 22,739 23,023 23,483 5.3% 2.0%

AA 17,620 17,620 17,796 17,974 18,513 18,883 7.2% 2.0%

Industrial 15,660 16,297 17,620 17,974 18,513 18,883 20.6% 2.0%
 5Other 29,558 27,924 24,610 24,610 24,680 26,100 -11.7% 5.8%

NICS Overall 24,728 24,728 24,975 25,225 25,540 27,020 9.3% 5.8%

1 This table shows staff in their substantive responsibility level unless on temporary promotion in which case staff are recorded at the higher responsibility level.  

2 Pay represents gross basic annual salaries only; overtime, allowances and non-consolidated payments are excluded.

3 Pay represents the full-time equivalent salaries of part-time employees.
4 Figures take account of backdated pay awards (either using calculations or actual data on backdated pay).
5 Staff not on NICS Pay Scales.
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Table 9
Increase in pay, March 2019 to March 2020, by Analogous Grade Level 1,2

Headcount Proportion Headcount Proportion Headcount Proportion Headcount Proportion Headcount Proportion
0% 0% 0.1% - 1.9% 0.1% - 1.9% 2% - 3.9% 2% - 3.9% 4% - 5.9% 4% - 5.9% 6% or more 6% or more

increase increase in increase in increase in increase in increase in increase in increase in increase in increase in Total Total 
Analogous Grade in pay pay pay pay pay pay pay pay pay pay Headcount Proportion

SCS * * 0 0.0% 79 36.4% 133-137 61.3%-63.1% 0 0.0% 217 100.0%

Grade 6 0 0.0% 0 0.0% 164 65.3% 87 34.7% 0 0.0% 251 100.0%

Grade 7 * * * * 692 65.5% 359 34.0% 0 0.0% 1,056 100.0%

DP 7 0.3% 0 0.0% 1,316 65.6% 682 34.0% 0 0.0% 2,005 100.0%

SO 8 0.4% * * 2,213 97.1% 53 2.3% * * 2,279 100.0%

EOI 66 2.8% * * 2,289 97.0% * * * * 2,360 100.0%

EOII 39 1.1% 5 0.1% 3,367 98.7% 0 0.0% 0 0.0% 3,411 100.0%

AO * * 0 0.0% 4,251 86.2% 677-680 13.7%-13.8% * * 4,933 100.0%

AA 0 0.0% 0 0.0% 350 98.6% 5 1.4% 0 0.0% 355 100.0%

Industrial 0 0.0% 0 0.0% 464 61.8% 283-286 37.7%-38.1% * * 751 100.0%
 3Other 0 0.0% 434 38.7% 159 14.2% 325 29.0% 204 18.2% 1,122 100.0%

Total 127 0.7% 446 2.4% 15,344 81.9% 2,612 13.9% 211 1.1% 18,740 100.0%

1 This table compares the salaries from March 2019 to March 2020 for Permanent and Casual staff who have not changed grade.
2 Some totals have been presented as ranges to avoid disclosing another number (lower than 5).
3 Staff not on NICS pay scales.
* The number of cases is below 5.
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Table 10
Median Pay (£) by Age: March 20201,2

Age Median Pay No. of staff
Under 21 21,370 28

21 20,664 37
22 21,500 20
23 21,500 45
24 22,420 55
25 24,285 88
26 25,229 87
27 25,777 135
28 25,229 167
29 25,777 182
30 25,504 259
31 25,504 318
32 25,504 387
33 25,504 477
34 25,777 578
35 25,504 627
36 25,504 636
37 25,777 704
38 25,777 738
39 26,051 753
40 26,051 765
41 26,100 703
42 27,845 709
43 27,845 678
44 28,141 593
45 27,845 591
46 28,436 640
47 28,141 694
48 27,845 680
49 28,436 675
50 28,141 724
51 28,730 781
52 28,436 799
53 28,730 818
54 28,730 803
55 28,730 792
56 28,730 816
57 28,730 764
58 28,730 768
59 28,730 690
60 28,730 510
61 28,730 430
62 28,730 348
63 28,730 220
64 26,051 218
65 26,051 148

Over 65 26,051 229

1 Pay represents gross basic annual salaries only; overtime, allowances and non-consolidated payments are excluded.

2 Pay represents the full-time equivalent salaries of part-time employees.
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Table 11
Median Pay (£) of Civil Servants across the UK, by Analogous Grade Level: March 20201,2,3,4,5,6,7,8

Analogous Grade
Northern Ireland

Median Pay
England

Median Pay

England 
(Excluding London)

Median Pay
Scotland

Median Pay
Wales

Median Pay

SCS 76,450 82,720 86,280 80,810 78,960

Grade 6 66,080 66,070 63,680 68,350 68,280

Grade 7 54,590 53,110 51,050 53,310 55,240

DP/Senior Executive Officer 41,800 39,790 39,000 41,420 40,730

SO/Higher Executive Officer 32,800 32,430 31,210 32,360 31,700

EOI & EOII/Executive Officer 26,050 26,890 26,890 26,890 26,860

AO 23,480 20,950 20,500 20,500 21,010

AA 18,880 18,440 18,410 19,320 17,540

All Employees 27,850 28,650 26,890 26,890 26,130

Sources: DoF (NICS figures) and Cabinet Office

1 Numbers are rounded to the nearest ten. 

2 Pay represents gross basic annual salaries only; overtime, allowances and non-consolidated payments are excluded.

3 Pay represents the full-time equivalent salaries of part-time employees.
4 This table shows staff in their substantive responsibility level unless on temporary promotion in which case staff are recorded at the higher grade level.  

5 For GB, workplace postcode data are used to derive geographical information.

6 The Northern Ireland (NICS) data excludes Industrial staff and other staff not on NICS pay scales.

7 For purposes of comparison, the NICS EOI and EOII grades are amalgamated.

8 GB Civil Service departments define their own grades below SCS Level. During the data collection that underlies these statistics, GB departments are asked to map their own grade structure onto the Civil 

Service-wide structure. Because of this mapping, these grade figures will contain the salaries of individuals who may have unusually high or low salaries for the grade.
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Table 12
Mean and Median Basic Weekly Pay (£), Northern Ireland: March/April 20201,2

Full-time Part-time Total Median Full-time Part-time Total Mean 
Sector Median Pay Median Pay Pay Mean Pay Mean Pay Pay
NICS 533.4 359.9 499.1 602.4 393.4 552.0

Public Sector 579.8 248.7 463.3 624.1 256.8 511.3

Private Sector 436.6 164.3 364.9 524.2 186.6 429.3

Sources: DoF (NICS figures) and Annual Survey of Hours and Earnings, NISRA

1 Pay represents gross basic annual salaries only; overtime, allowances and non-consolidated payments are excluded.

2 Pay represents the actual pay of part-time employees i.e. they are not full-time equivalent values. The pay of part-time employees are therefore dependent on the number of hours worked.
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BACKGROUND NOTES 

 
Concepts and Definitions 
 
The Northern Ireland Civil Service  
 
1. The NICS is the civil service of the devolved administration consisting of 10 Departments.  In this publication, 
“the NICS” also includes NICS staff working in the Health & Safety Executive Northern Ireland and in the Attorney 
General’s Office. 
 
2. In the NICS, there are two separate collective bargaining units for pay: one for Non-Industrial staff and one 
for Industrial staff.  There are separate arrangements for the pay of the Northern Ireland Prison Service (NIPS) 
Prison Grades, and Learning and Skills staff in NIPS.  Each of the pay systems differ in their pay progression 
arrangements – see Paragraphs 11 - 14.  Approximately 91% of NICS personnel are Non-Industrial staff on NICS 
pay scales. 
 
Coverage of NICS Staff 
 
3. Unless otherwise stated, figures relate to Industrial and Non-Industrial staff, both permanent and casual.  
When analyses are broken down by analogous grade, a separate row/column is presented for Industrial staff 
and Other staff (those not on NICS pay scales), as analogous grades are not available for some of these staff. 
Industrial staff, under the changes in the Industrial Pay and Grading review, have been re-assigned to grades 
which are analogous to Non-Industrial grades (AA to EOII). However, to allow comparison with previous years, 
we have kept Industrial staff as a single row/column where appropriate. 

Agency staff and a small number of other staff, in various Departments, who are not on NICS pay scales are 
excluded. 
 
Pay 
 
4. ‘Pay’ and ‘pay band’ refer to gross basic pay only. Overtime, allowances, and non-consolidated payments are 
excluded. 
 
5. Many of the tables relate to median pay.  The median is the middle number in a list of numbers which has 
been sorted from lowest to highest.  For pay data, this measure is preferred over the mean because it is less 
influenced by very high or low values, and pay data is particularly subject to very high and low values. Some of 
the tables also include the upper quartile (which is the value below which three-quarters of employees fall), the 
lower quartile (which is the value below which a quarter of employees fall), the top decile (which is the value 
below which 90 per cent of employees fall) and the bottom decile (which is the value below which 10 per cent 
of employees fall).  
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Data Sources, Quality and Validation 
 
6. Pay data for NIPS Prison Grade staff and a small number of non-Prison Grade staff have come from the data 
system (Compass) of this Agency.  Pay data for all other NICS staff25 have come from HRConnect, the Human 
Resource Service of the NICS. Figures take account of backdated pay awards (either using calculations or actual 
data on backdated pay). While every care has been taken in collating these data, they are subject to the 
limitations inherent in any large-scale recording system and to variation in recording practice over time. 
 
7. Both HR Connect and Compass provide individual-level data at a high level of detail. The data cover all staff 
in the NICS and other non-NICS public bodies. Both systems are managed on a day-to-day basis by private sector 
companies which run regular data quality checks. In addition to the quality checks carried out by the data 
supplier, pay data are also subject to extensive automated and manual quality assurance checks when the data 
are received by HRCS. 
 
8. Specific to this publication are, for example, checks carried out to ensure that changes to an individual’s pay 
and/or grade (e.g. through normal pay awards, movement up pay scales, by promotion, or temporary promotion) 
are correctly recorded from one year to the next. Any anomalies or errors identified as a result of these checks 
are referred back to HR Connect or Compass (via appropriate channels) to be corrected at source by the data 
supplier on their IT systems. 
 
9. Given the importance of pay to employees, and the fact that employees are very likely to quickly flag up 
problems with the data (for example, if they don’t receive their pay, or if they don’t receive their correct level of 
pay), the pay data are considered to be as complete and accurate as possible. 
Following guidance provided by the Office for National Statistics on the Quality Assessment of Administrative 
Data, information pertaining to data quality and validation is continually being assessed.   
  

25 Northern Ireland Courts and Tribunals Service (NICTS) staff moved onto HRConnect for pay purposes in October 2013.  
NICTS Pay data from March 2014 onwards were obtained from HRConnect, while historic pay data were obtained from the 
NICTS data system.  
Youth Justice Agency (YJA) staff moved onto HRConnect for pay purposes starting in December 2016. All YJA Pay data has 
been obtained from HRConnect for 2018 data, while historic pay data were obtained from the YJA data system. 
Most non-uniformed Northern Ireland Prison Service (NIPS) staff have moved onto HRConnect for pay purposes with effect 
from November 2018. 
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Analogous grades  
 
10. Each grade in each occupational group has an associated grade level.  The table below lists the grade 
levels in descending order of seniority, along with the abbreviation used for each grade. 
 
Grade Level Abbreviation 
Grade 5 (Assistant Secretary) and above SCS 
Grade 6 (Senior Principal) G6 
Grade 7 (Principal) G7 
Deputy Principal DP 
Staff Officer SO 
Executive Officer I EOI 
Executive Officer II EOII 
Administrative Officer AO 
Administrative Assistant AA 

 

Pay Progression arrangements of the pay systems in the NICS26 
 
Non-Industrial Staff 
 
11. Each Non-Industrial grade has a pay scale consisting of a minimum pay point, a maximum pay point and a 
number of fixed pay points in between.  Individuals may be paid on any pay point within the pay scale.  

The operative date of the annual pay award is 1 August.  The reporting year, upon which the pay award is based, 
is 1 April to 31 March.  

Individuals whose performance is deemed as satisfactory and who meet certain eligibility criteria, for example 
in relation to service during the reporting period, would be eligible for the annual pay award. 
 
NIPS Prison Grades 
 
12. Prison grades either have pay scales consisting of a minimum pay point, a maximum pay point and a number 
of fixed pay points in between, or single point rates. The operative date of the annual pay award is 1 April. 
Progression arrangements are dependent on grade and pay structure. 
 
NIPS Learning and Skills Staff 
 
13. Teachers within NIPS are paid on a pay scale consisting of a minimum pay point, a maximum pay point and 
a number of fixed pay points in between. The operative date of the annual pay award is 1 September.  Pay 
scales are increased in reference to Further Education pay scales as determined by the College Employers 
Forum.  Individuals whose performance is deemed as satisfactory and who meet certain eligibility criteria, for 
example in relation to service during the reporting period, would be eligible for an incremental progression 
increase.  
  

26 Sources: NICS HR, Department of Finance (DoF), NIPS & YJA. 

25



Industrial Staff 
 
14. Prior to 2016, the Industrial pay system was very different from that of Non-Industrial staff.  However over 
the course of 2016 and 2017, the NICS implemented the outcome of an Industrial Pay and Grading Review, 
the purpose of which was to simplify and improve the Industrial pay system and align it with Non-Industrial pay.   

As with the Non-Industrial staff, the operative date of the annual pay award is 1 August. 
 
Non-Industrial Pay and Grading Review 
 
15. In 2011 the NICS commenced a Comprehensive Pay and Grading Review.  As a result of this, in August 
2012 all pay scales below SCS level were shortened to a maximum of 6 points between the minima and maxima 
and the EOII and EOI maxima and minima were increased to a greater extent than that for other grade levels.  For 
staff at EOII and EOI levels, assimilation to the new pay scales was based on their period of reckonable service 
in the grade.  Revised pay scales for all grades were introduced in August 2013.  For staff at SO, DP, Grade 7, 
and Grade 6 levels, assimilation to the new pay scales was based on their period of reckonable service in the 
grade.  In cases where the assimilation terms resulted in staff being assimilated to a pay less than their current 
pay, staff were assimilated to a point on the pay scale that was of the next highest monetary value, or the 
maximum if appropriate. 
 
Industrial Pay and Grading Review 
 
16. Over the course of 2016 and 2017, the NICS implemented the outcome of an Industrial Pay and Grading 
Review, the purpose of which was to simplify and improve the Industrial pay system and align it with Non-
Industrial pay.  This resulted in an increase in pay for some Industrial staff in this year, necessary to ensure 
equity of treatment of those staff.  Further details of the NICS Industrial Pay and Grading Review can be found 
at NICS Pay and Grading Review for Industrial Staff (opens a new window). 
 
Voluntary Exit Scheme 
 

17.  On 2 March 2015 the NICS-wide Voluntary Exit Scheme was launched.  The Scheme involved the voluntary 
early departure of staff in 5 tranches with the following leaving dates; 30 September 2015, 30 November 2015, 
31 January 2016, 30 March 2016 and 31 May 2016.  In total 2,996 staff members left the NICS under this 
scheme.   
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Further Information 
 

18. All media enquiries should be directed to the DoF Communications Office:- 

 

Telephone 028 9081 6724, 028 9081 6895 or Pager 028 9037 8110. 

 

 
Further statistical information can be obtained from: 
 
Tony O’Brien 
NISRA Human Resource Consultancy Services 
Floor 2 
Colby House 
Stranmillis Court 
Stranmillis Road 
BELFAST 
BT9 5RR 
 
Telephone:  028 9038 8444 
 
E-mail: Tony.O’Brien@nisra.gov.uk 
 

All content in this report is licensed and available under the Open Government Licence v3.0. 

 
To view this licence, go to OGL Licence V3 (opens a new window)
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Executive Summary 
 

Overview 
 

• This report provides a high-level statistical summary, from an equality perspective, of the 
recruitment of staff to the Northern Ireland Civil Service (NICS) during 2020. It provides 
analysis of applicants across various equality categories and compares the profile of 
appointees and applicants at different stages in recruitment competitions with what might 
be expected if the groups within each equality category (e.g. males and females) had been 
equal in terms of merit. 

 

• In 2020, 90 NICS recruitment competitions were held1, attracting 14,707 valid applications. 
By 1 February 2021, 135 appointments had been made. The competition which attracted 
the highest volume of applicants was for Work Coach (Executive Officer 2) (9,495 valid 
applicants).  The number of competitions was slightly lower than the 110 held in 2019, but 
the number of applicants was substantially lower than in that year (28,904). 

 

Permanent NICS jobs 
 

• There were 85 competitions for permanent NICS jobs, which attracted a total of 14,427 
applications. 

 

• By 1 Feb 2020, 104 appointments had been made from these competitions. The gender 
profile of appointees was broadly in line with what would be expected. The number of 
appointees from a Protestant community background was higher than expected and the 
number of Catholics lower. It should be noted that further appointments may be made from 
these competitions, which could change the profile of appointees.   
 

• In relation to the first key selection stage (invitation to interview), the analysis shows that 
across most of the equality categories, the profile of candidates invited to interview was 
broadly in line with what was expected.  
 

•  

• At the interview stage, the analysis shows that applicants with a declared disability and 
applicants aged over 50 were less likely to pass the interview than would be expected. 
Applicants with previous NICS experience were more likely to pass than might have been 
expected. 

 

• Of those candidates who passed the interview, candidates whose community background 
was Protestant were more likely and candidates aged 40-49 were less likely to have been 
offered a job than would be expected.   

 
 

Temporary NICS jobs 
 

• There were five recruitment competition for temporary NICS jobs. These competitions 
attracted 280 valid applications.  
 

• By 1 February 2021, 31 appointments had been made from these competitions. The profile 
of applicants offered appointment across the equality categories was broadly in line with 
the expected profile. 

 

• Among those applicants who passed interview the outcomes across the equality groups 
were broadly in line with what would be expected, with only small differences. 
 

 

Senior Civil Service jobs 
 

• There were 19 competitions for Senior Civil Service jobs, attracting 460 applications. By 
1 February 2021, 15 appointments had been made from these competitions. 
 

• Fewer females were appointed, based on what would be expected from the valid applicant 
pool. 
 

• In relation to the key interim stages, current NICS employees and candidates aged 50 or 
over were more likely to be deemed eligible for the competition. Fewer female candidates 
passed the interview than would be expected.

                                                 
1 Had a closing date for applications between 1 January and 31 December 2020.  
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Figure 1: Flowchart of stages of competitions for all NICS jobs in 20201 
 

 
 
 
 
 
Figure 2: Flowchart of stages of competitions for permanent NICS jobs in 20201 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 As at 1st February 2021.
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1. Purpose of the report 
 
The purpose of this report is to provide a high-level statistical summary, from an 
equality perspective, of the recruitment of staff to the Northern Ireland Civil Service 
(NICS). It provides analysis of applicants across various equality categories and 
compares the profile of appointees and of candidates remaining in the 
competitions at interim stages with what might be expected if the groups within 
each equality category (e.g. males and females) had been equal in merit. While the 
assessment of whether or not differences are noteworthy is subjective, for this 
report a difference is commented on when the absolute difference is 5 or more and 
differs from the expected number by at least 10%.  
 
Information is presented on those competitions which had a closing date for 
applications between 1 January 2020 and 31 December 2020.   
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2. NICS recruitment competitions which closed for 
applications during 20201 
 
2.1 Applications 
 
During 2020, there were 90 NICS recruitment competitions which closed for 
applications. The total number of valid applications received was 14,707.  
 
 
2.1.1 Applications for permanent jobs 
 
Of the 90 recruitment competitions which closed for applications during 2020, 85 
were for permanent NICS jobs. These competitions attracted 14,427 valid 
applications. A profile of these applicants2 is presented in Table 1. 
 
Around half of applicants were male (53.6%), with females representing 46.4% of 
applicants. In terms of community background, 43.1% of applications were from 
Protestants, with a larger proportion from Catholics (46.5%) and 10.4% from 
applicants whose community background was not determined. The proportion of 
applications from minority ethnic groups was 2.5% and the proportion of applicants 
who declared a disability was 5.7%.  In terms of age, over half (52.2%) were aged 
25-39, with 21.4% aged 16-24 and 16.4% aged 40-49. One in ten applicants were 
aged 50 or over (10.0%). In terms of sexual orientation, 93.6% of applicants stated 
their orientation was towards someone of a different sex, with 3.9% reporting 
orientation towards someone of the same sex and 2.5% reporting orientation 
towards both sexes.  For those applicants who provided their NICS employment 
history, just under one eighth (12.0%) reported they were a current NICS 
employee, 7.3% of applicants reported that they had previously been an NICS 
employee and 80.7% reported no NICS employment history.  
 
It should be noted that the profile of applicants is dependent on the occupations for 
which jobs were advertised and the numbers of applications for each competition.  
A different set of competitions being launched could yield a different applicant 
profile.  
 
The number of applicants for each of the various competitions analysed ranged 
from no applications to 9,495.   
 
 
 
2.1.2 Applications for temporary jobs 
 
Of the 90 NICS recruitment competitions analysed in this report, 5 were for 
temporary NICS jobs. These competitions attracted 280 valid applications. A profile 
of these applicants is presented in Table 2. 
 

                                                 
1 Competitions for which applications closed between 1 January 2020 and 31 December 2020 are included.  
2 In this report, the terms ‘applicants’ and ‘applications’ are used more or less interchangeably. Thus someone 
who applies for, say, two competitions is counted as two applicants. The term ‘appointees’ refers to applicants 
who have accepted an offer of appointment. 
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Over three fifths of applications were from males (64.6%) with 35.4% from females. 
In terms of community background, the largest proportion of applications received 
was from Catholics (49.6%), with 35.7% from Protestants and 14.6% from 
applicants whose community background was not determined. The proportion of 
applications from minority ethnic groups was 7.5% and the proportion of applicants 
who declared a disability was 5.4%. In terms of age, almost four fifths of applicants 
were aged 16-24 (79.3%). In relation to sexual orientation, 92.0% of applicants 
stated their orientation was towards someone of a different sex, with 2.3% 
reporting orientation towards someone of the same sex and 5.7% reporting 
orientation towards both sexes.  A small proportion of applicants reported they 
were a current NICS employee (1.1%), or had previously been an NICS employee 
(1.8%) while 97.1% reported no NICS employment history.  
 
2.2 Analysis of appointments from the 2020 recruitment competitions 
 
In analysing the outcomes of recruitment competitions, it is important to ensure 
that any comparison is made on a ‘like with like’ basis.  For each competition, the 
profile of applicants has been used to calculate the composition of appointees that 
would have been expected if the groups of applicants within each equality category 
(e.g. males and females) had been equal in merit. These results were then added 
together to obtain the overall ‘expected’ compositions. 
 
2.2.1 Appointments from competitions held in 2020 for permanent NICS jobs 
 
By 1 February 2021, a total of 104 appointments had been made from 42 of the 85 
competitions for permanent NICS jobs, while no appointments had yet been made 
from the remaining 43 competitions. Analysis of appointments from these 42 
competitions reveals some disparities between the actual number of appointees 
and the number expected if applicants within each category had been equal in 
merit across a number of equality groups. Details are shown in Table 3. While 
some differences may appear to be large in absolute terms, in percentage terms 
they are relatively small. For this report a difference is commented on when the 
absolute difference is 5 or more and differs from the expected number by at least 
10%. 
 
The gender profile of appointees was broadly in line with what would be expected if 
male and female applicants were equal in merit. The analysis in terms of 
community background shows that more Protestants (54 rather than 41) and fewer 
Catholics (38 rather than 47) than expected were appointed. The ethnicity profile of 
appointees was broadly in line with what would be expected if white and minority 
applicants were equal in merit. The profile of appointees in terms of declared 
disability was in line with the expected profile, as was the analysis in terms of age. 
The number of appointees with NICS experience was considerably higher than 
might have been expected (45 rather than 31). Disparities in terms of equality 
categories between the actual and expected numbers of appointees on an 
individual competition basis are generally small (typically less than 3), so the 
appointment of one candidate from a different category could change the outcome 
of the competition.  It should be noted that further appointments may be made from 
these competitions, which could change the profile of appointees. 
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2.3 Analysis of interim stages of the 2020 recruitment competitions for 
permanent NICS jobs 
 
2.3.1 Eligible applicants  
 
Overall, 12,219 of the 14,427 applicants (84.7%) were deemed to be eligible for the 
competition for which they had applied. For each competition, the profile of applicants 
has been used to calculate the composition of eligible applicants that would have 
been expected if the groups of applicants within each equality category (e.g. males 
and females) had been equal in merit. These results were then added together to 
obtain the overall ‘expected’ compositions reported in Table 5. 
 
In general, the analysis revealed only relatively small differences between the 
actual and expected numbers of eligible applicants. Minority ethnic groups were 
less likely to be eligible than expected. It may be worth noting that the eligibility 
stage may not be complete for all competitions held in 2020, so different results 
could emerge when this stage is complete. 
 
 
2.3.2 Applicants who withdrew prior to shortlisting  
 
The shortlisting stage can take different forms, depending on the competition, e.g. 
paper sift, shortlisting test, etc or even a combination of these. Of the 12,219 
eligible applicants, a total of 2,686 (22.0%) withdrew prior to shortlisting. The actual 
and expected numbers of applicants who withdrew prior to shortlisting (based on 
the assumption that eligible applicants in each of the groups are equally likely to 
withdraw) are presented in Table 6.  
 
The analysis shows that candidates aged 16-24 were more likely to withdraw from 
the competition prior to shortlisting, while applicants aged 40-49 and over 50 were 
less likely to withdraw. Minority ethnic groups were less likely to withdraw than 
expected while candidates who were orientated toward both sexes were more likely 
to do so. Applicants who were previously NICS staff were less likely to withdraw. 
Across the other categories the differences were relatively small.  
 
 
2.3.3 Applicants invited to interview  
 
Following shortlisting, 2,515 (or 26.4%) of the remaining 9,533 candidates were 
invited to interview.  
 
The analysis presented in Table 7 shows that the profiles of applicants invited to 
interview in terms of all equality categories were broadly in line with what would be 
expected if the groups within each equality category were equal in terms of merit.  
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2.3.4 Applicants who attended interview 
 
The profile of candidates who attended interview is compared with the expected 
profile, based on those candidates who were invited to interview, in Table 8.  Of 
the 2,515 candidates invited to interview, 1,711 (or 68.0%) attended interview. 
 
Some small differences between the actual and expected numbers of applicants in 
the various equality categories attending interview were observed, but none are 
particularly noteworthy. 
 
2.3.5 Applicants who passed interview 
 
A total of 1,101 candidates out of the 1,711 who attended interview (64.3%) 
passed the interview. In Table 9, the profile of candidates who passed the 
interview (and who may or may not have been offered a job) is presented 
alongside the profile that would be expected if each group who attended interview 
were equal in merit.  
 
The analysis shows that across the various equality categories the profile of 
applicants who passed the interview is broadly in line with what would be expected 
if interviewed applicants were equal in merit. Applicants with a declared disability 
were less likely to pass interview than would be expected, as were those aged 
over 50. Candidates with a previous employment history in the NICS were more 
likely to pass than would be expected.    
 
 
2.3.6 Applicants offered appointment 
 
By 1 February 2021, a total of 204 out of the 1,101 applicants who passed the 
interview (18.5%) had been offered a job. A profile of those candidates who had 
been offered a job is presented in Table 10 and compared with the expected 
profile, based on the profile of the candidates who passed the interview.  
 
The analysis shows the profile of applicants offered appointment across all equality 
categories was broadly similar to the expected profile. Protestant candidates were 
more likely to have been offered a job whereas applicants aged 40-49 were less 
likely than expected to be offered a post. 
 
 
2.3.7 Appointed candidates.  
 
Of the 204 applicants offered appointment, 104 (or 51.0%) had started in post by 1 
February 2021. A profile of these appointees is compared with the expected 
profile, if appointments were in line with those offered appointment, in Table 11.  
 
The analysis shows the profile of appointees across equality categories was very 
similar to the expected profile. Protestant candidates were more likely to have 
been appointed whereas Catholics were less likely.  
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2.4 Analysis of interim stages of the 2020 recruitment competitions for 
temporary NICS jobs 
 
2.4.1 Eligible applicants  
 
Overall, 169 of the 280 applicants (60.4%) were deemed eligible for the competition 
for which they had applied.    
 
In Table 12, the profile of eligible applicants is compared with the profile that might 
be expected if the groups of applicants with each equality category had been equal 
in merit. The analysis shows that the profile of eligible applicants was broadly in 
line with what would be expected. However, minority ethnic groups and applicants 
aged 25-39 provided fewer eligible applicants than expected. 
 
 
2.4.2 Applicants who withdrew prior to shortlisting  
 
No applicants withdrew prior to shortlisting. 
 
 
2.4.3 Applicants invited to interview  
 
A total of 156 of 169 eligible applicants (92.3%) were invited for interview. 
 
 
2.4.4 Applicants who attended interview 
 
A total of 102 of the 156 applicants (or 65.4%) invited to interview actually 
attended. In Table 13, the profile of the 102 candidates who attended interview is 
compared with the expected profile, based on those candidates who were invited 
to interview. 
  
The analysis shows that across the equality categories no noteworthy differences 
were observed. 
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2.4.5 Applicants who passed interview 
 
Of the 102 candidates who attended interview, 89 candidates (87.3%) passed the 
interview. In Table 14, the profile of candidates who passed the interview (and who 
may or may not have been offered a job) is presented alongside the profile that 
would be expected if each group who attended interview were equal in merit.  
 
The analysis shows that the profile of applicants who passed the interview was 
broadly in line with what would be expected. 
 
 
2.4.6 Applicants offered appointment 
 
By 1 February 2021, a total of 31 out of the 89 applicants who passed the interview 
had been offered a job (34.8%). A profile of these candidates is presented in Table 
15 and compared with the profile that would be expected if candidates in each 
group who passed the interview were equal in merit.  
 
The analysis shows no noteworthy differences between the actual and expected 
profiles of applicants offered appointment. 
 
2.4.7 Appointed candidates.  
 
By 1 February 2021, all of the 31 applicants offered appointment had been 
appointed. 
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3. NICS Senior Civil Service recruitment competitions 
which closed for applications during 2020 1 
 
 
3.1 Applications 
 
A total of 19 Senior Civil Service competitions with a closing date for applications in 
2020 were held. The total number of applications received was 460.  A profile of 
the applicants is presented in Table 16.  
 
Over half of applications were from males (55.4%), with 44.6% of applications from 
females.  In terms of community background, a smaller proportion of applications 
were from Protestants (39.3%) and Catholics (47.0%), with 13.7% from candidates 
whose community background was not determined. The proportion of applicants 
from a minority ethnic background was 3.5%. Around one in twenty applicants for 
Senior Civil Service jobs (4.8%) declared a disability. In terms of age, around two 
out of five applicants were aged 40-49 (38.7%) with a larger proportion (43.9%) 
aged 50 or over and 17.4% aged under 40.  In terms of sexual orientation, 2.9% of 
applicants reported orientation to both sexes or to the same sex. Just under half of 
candidates (46.1%) reported that they were a current NICS employee, while 44.3% 
reported no NICS employment history.  
 
It should be noted that the profile of applicants may vary in accordance with the 
posts advertised. A different set of competitions being launched could yield a 
different applicant profile.  
 
 
 
 
3.2 Appointments 
 
By 1 February 2021, a total of 15 candidates had been appointed from 12 
competitions, while no appointments had yet been made from the other seven 
competitions.  Ten males and five females were appointed, which was in line with 
what would be expected given the applicant profile of the competitions which made 
appointments. More current NICS staff were appointed than expected, and fewer 
candidates with no previous NICS experience. It should be noted that further 
appointments may be made from these competitions, which could change the 
profile of appointees. 
 
 
 
   

                                                 
1 Competitions for which applications closed between 1 January 2020 and 31 December 2020 are included.  
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3.3 Analysis of key interim stages of the 2020 recruitment competitions for 
NICS Senior Civil Service jobs 
 
3.3.1 Eligible applicants  
 
Overall, 165 of the 460 applicants (35.9%) were deemed eligible for the competition 
for which they had applied.    
 
In Table 17, the profile of eligible applicants is compared with the profile that might 
be expected if the groups of applicants within each equality category had been 
equal in merit.  
 
The analysis shows that Catholics were more likely than expected to be deemed 
eligible for the competition for which they had applied, while applicants whose 
community background was not determined were less likely to have submitted a 
valid application. Candidates aged 25-39 were less likely to be eligible whereas 
applicants aged over 50 were more likely. The analysis also shows that current 
NICS employees were more likely to meet the eligibility criteria and candidates with 
no NICS employment history were less likely to do so. 
 
 
 
3.3.3 Applicants who passed interview 
 
A total of 57 candidates out of the 100 who attended interview (57.0%) passed the 
interview. In Table 18, the profile of candidates who passed the interview (and who 
may or may not have been offered a job) is presented alongside the profile that 
would be expected if each group who attended interview were equal in merit.  
 
For the groups within each equality category, the number who passed the interview 
was broadly in line with what would be expected if the groups within each equality 
category were equal in merit. However, males were more likely, and females less 
likely, to pass than would be expected. 
 
 
 
3.3.4 Applicants who were offered appointment 
 
A total of 18 applicants out of the 57 who passed the interview (31.6%) were 
offered an appointment. In Table 19, the profile of candidates who were offered an 
appointment (and who may or may not have accepted the job) is presented 
alongside the profile that would be expected if each group who passed interview 
were equal in merit.  
 
The profile of those applicants who were offered appointment was broadly in line 
with what would be expected if the groups within each equality category were 
equal in merit.  
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4. Further Information 
 
4.1 Background Quality Report  
 
Introduction – Context for the quality report 
 
This bulletin is the latest in an annual series which began in 2009. It was designed 
to provide easy access to summary information on recruitment to the Northern 
Ireland Civil Service during a particular year.  NICS recruitment figures are 
compiled from HRConnect, the human resources service for the NICS, but 
appointments to the Northern Ireland Prison Service are verified using Compass, 
the NIPS system. Databases are compiled and analysis produced, with publication 
of figures relating to the stage reached in competitions with a closing date for 
applications during a calendar year by 1st February of the following year. The 
report is published in March on a pre-announced date. A set of open source 
downloadable tables are produced at the same time. Further details are available 
in the Quality Assurance of Administrative Data (QAAD) report published at 
www.nisra.gov.uk/publications/hrcs-qualityassurance-administrative-data-report-
march-2018. 
 
 
Relevance - The degree to which the statistical product meets user needs in 
both coverage and content.   
 
The initial consultation with key stakeholders indicated that both the coverage and 
content are appropriate to the needs of users. The February 2021 user survey 
indicated that the report is used for policy making and monitoring, performance 
monitoring, responding to information requests, to aid decisions on resource 
allocation and to inform public marketing campaigns.  
  
 
Accuracy and Reliability - The proximity between an estimate and the 
unknown true value  
 
Coverage of applicants is believed to be 100%.  While care is taken to ensure the 
competition list is accurate, it is possible that competitions could be included when 
they should be omitted or vice versa. However this process is managed by the 
statisticians within HRCS and it is felt that the risk of this happening is relatively 
low. While the vast majority of entries are complete, there can be missing values, 
particularly when a paper application is made. These are all footnoted in the report 
and no assumptions are made once all avenues for completion have been 
exhausted. Another potential source of bias is the requirement to publish while 
competitions are ongoing. This means that the stage reached by 1st February may 
not be the final stage reached in the competition. To mitigate against this aspect, 
updated appointment figures for the three previous years are provided in the 
appendix. However, information on key interim stages may be missing from the 
publications. This information however would form part of the reports on individual 
competitions provided to NICS HR. A further potential source of bias is that in 
providing an overall summary of competitions, the overall picture may be 
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influenced by one large competition. Similarly differences between actual and 
expected outcomes may cancel each other out – e.g. one competition with more 
males than expected appointed cancelled out in the tables by another with more 
females than expected appointed.   
 
Timeliness and Punctuality - Timeliness refers to the time gap between 
publication and the reference period. Punctuality refers to the gap between 
planned and actual publication dates.  
 
The publication relates to the stage reached in the competition by 1st February, 
and the report is published around 7 weeks after this date. The extraction of the 
database on 1st February ensures the data on applicants for the previous calendar 
year are as complete and accurate as possible, as it allows time for applications to 
be updated on HRConnect. Information on the outcomes of the various stages of 
the recruitment competitions is updated on a daily basis by HRConnect staff, so 
the information on stage reached should be up-to-date as possible. The publication 
date allows time for all the analysis and quality assurance to be undertaken. The 
latest survey of users in February 2021 indicated that 100% of users were ‘Very 
Satisfied’ or ‘Satisfied’ with the timeliness of the report.  
  
Accessibility and Clarity - Accessibility is the ease with which users are able 
to access the data, also reflecting the format in which the data are available 
and the availability of supporting information. Clarity refers to the quality and 
sufficiency of the metadata, illustrations and accompanying advice. 
 
The bulletin, together with open source data files, is published on the NISRA 
website. All respondents to the February 2021 user survey were satisfied with the 
content of the report and ease of finding the relevant statistics on the NISRA 
website. Large proportions of users were satisfied with presentation and format of 
reports (83%).  
  
Coherence and Comparability - Coherence is the degree to which data that 
are derived from different sources or methods, but refer to the same topic, 
are similar.  Comparability is the degree to which data can be compared over 
time and domain.  
 
Information on applicants and appointees from recruitment competitions is 
provided in the annual NISRA ‘Equality Statistics for the NICS’ report – it uses the 
same basis for applicants as this report. However as it is published later in the 
year, additional appointments may have been made and so are included.   As the 
NICS holds different recruitment competitions each year, year-on-year 
comparisons in terms of equality are not appropriate because different 
competitions attract different profiles of candidates. 
 
Trade-offs between Output Quality Components - Trade-offs are the extent to 
which different aspects of quality are balanced against each other.  
 
There is a trade-off between the timeliness of the report and its accuracy and 
reliability, with timeliness deemed more important to users.   
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Assessment of User Needs and Perceptions - The processes for finding out 
about users and uses, and their views on the statistical products.  
 
Staff involved in the production of the bulletin are in regular telephone and email 
contact with the key users of their statistics throughout the year, typically with 
specialist staff within NICS HR who have responsibility for the relevant work area 
and with staff in the Office of the Civil Service Commissioners. In addition to these 
meetings, HRCS staff would also have regular telephone and email contact with 
key users.  The most recent user survey was closed in February 2021. The main 
reasons for using the publication were for policy making and monitoring, 
performance monitoring, responding to information requests, to aid decisions on 
resource allocation and to inform public marketing campaigns. Overall satisfaction 
with the report was 83%, with most respondents saying that the statistics they used 
fully or mostly met their needs.  In the 2018 survey, one comment suggested that 
the lack of comment on significance of results from small samples may lead to 
unwarranted conclusions being drawn. To address this aspect, the commentary 
only draws attention to aspects which are worthy of mention, when the under-
representation is 5 people or more and the size of the under-representation is 10% 
lower than would be expected. 
   
 
Performance, Cost and Respondent Burden - The effectiveness, efficiency 
and economy of the statistical output.   
 
The operational cost (staff time) of producing each issue of the bulletin is 
approximately £6,000.  There is no respondent burden, since the data are held on 
an administrative system.  
  
 
Confidentiality, Transparency and Security - The procedures and policy used to 
ensure sound confidentiality, security and transparent practices.  
 
Data are held on a network that is only accessible to the few statisticians who need 
access. Suppression would be applied where the number of cases in a cell 
containing personal information is disclosive; this is described in table footnotes. If 
appropriate, cells are merged. More detailed information on the processes used to 
produce the database and output are outlined in the QAAD.    
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4.2  Next Publication:       March 2022 
 
4.3  Further Information 
 
All media enquiries should be directed to DoF Communications Office:   
028 9081 6724 or 028 9081 6895.  
 
Further statistical information can be obtained from: 
Michael Guiney, 
NISRA Human Resource Consultancy Services,             
Colby House,                                                                           
Stranmillis Court,  
Belfast,                                                                                          
BT9 5RR                                                                                                                                                                
                                                                                         

Telephone:     028 9038 8433                                                    
E-mail:            michael.guiney@nisra.gov.uk 
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ANNEX A – Departmental information and updated 
appointee profiles for competitions held during 2017, 
2018 and 2019 
 
 
 
A.1 Departmental Information  
 
 
Notes on tables 
 
The following tables provide an update on the number and profile of appointees 
from NICS competitions with a closing date for applications during 2017, 2018 and 
2019, as well as high-level departmental information for these years, and for 2020. 
The figures are as at 1st February 2021 and there may still be further appointments 
from these competitions, which could change the profile of appointees. The profile 
of appointees is compared with the profile that would be expected if candidates in 
each group of applicants were equal in merit. 
 
In addition, departmental applicant and appointee figures are provided. For the 
purpose of this report, all applicants and all appointees for a particular competition 
are included in the figures for a department which made an appointment from a 
competition. For example someone who applies for a competition from which 
appointments are made in two departments will be included in the applicant (and if 
appropriate appointee) figures for each of these two departments.  
 
Figures relating to eligible applicants may differ from previously published figures 
as the eligibility sift may not have taken place by the time of publication. All figures 
are taken from HRConnect as at 1st February 2021. 
 
Some competitions are resources for all departments and so are counted as 
corporate competitions in this report. 
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Number of competitions, applications and appointments by Department -
2020 
 

2020 
 Number of 

competitions 
included in the 

analysis1 

Eligible 
Applications 

Appointments by 
1 Feb 2021 

NICS 902 12,388 135 
DAERA 23 719 46 
DfC 6 9522 3 
DfE 9 111 8 
DE 4 20 2 
DoF 27 1070 63 
DoH 4 8 3 
DfI 10 336 2 
DoJ 11 362 7 
TEO 1 6 0 
PPS 1 13 0 
Other NICS 
organisations 

2 8 1 

Corporate 
competitions 

2 213 0 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1 Each corporate competition provided eligible applicants for one department. Of the non- corporate 
competitions, one provided applicants for 5 departments, three competitions provided eligible applicants for 3 
departments and 2 competitions provided eligible applicants for 2 departments.  
2 Two competitions did not provide any eligible recruits.  
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Number of competitions, applications and appointments by Department -
2019 
 

2019 
 Number of 

competitions 
included in the 

analysis1 

Eligible 
Applications 

Appointments by 
1 Feb 2021 

NICS 1102 23995 1299 
DAERA 26 702 146 
DfC 13 74 21 
DfE 5 38 8 
DE 2 2 2 
DoF 25 1054 153 
DoH 5 33 7 
DfI 13 464 123 
DoJ 14 728 52 
TEO 3 96 18 
PPS 1 68 6 
Other NICS 
organisations 

1 2 2 

Corporate 
competitions 

10 20734 761 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1 One corporate competition provided eligible applicants for 11 departments, 3 competitions provided eligible 
recruits for 10 departments, one competition provided eligible applicants for 8 departments, one competition 
provided eligible applicants for 6 departments, 2 corporate competitions provided eligible applicants for 3 
departments, one competition provided eligible applicants for 2 departments and one for one department. Of 
non- corporate competitions, 8 competitions provided eligible applicants for 2 departments and 1 competition 
provided eligible applicants for 3 departments.  
2 Three competitions did not provide any eligible recruits.  
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Number of competitions, applications and appointments by Department -
2018 
 

2018 
 Number of 

competitions 
included in the 

analysis1 

Eligible 
Applications 

Appointments by 
1 Feb 2021 

NICS 1092 4006 543 
DAERA 23 738 163 
DfC 9 108 16 
DfE 4 78 10 
DE 2 21 4 
DoF 17 539 90 
DoH 7 55 2 
DfI 8 411 76 
DoJ 17 1327 81 
TEO 2 12 1 
PPS 5 196 32 
Other NICS 
organisations 

6 96 10 

Corporate 
competitions 

9 425 58 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1 One corporate competition provided eligible applicants for 8 departments, 3 competitions provided eligible 
applicants for 5 departments, one competition provided eligible applicants for 4 departments 2 competitions 
provided eligible applicants for 3 departments, one competition provided eligible applicants for 2 departments 
and one competition provided eligible applicants for one department. Of non- corporate competitions, 4 
provided eligible applicants for 2 departments each. 
 2 Four competitions did not provide any eligible recruits.  
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Number of competitions, applications and appointments by Department -
2017 
 

2017 
 Number of 

competitions 
included in the 

analysis1 

Eligible 
Applications 

Appointments by 
1 Feb 2021 

NICS 882 4230 528 
DAERA 13 216 28 
DfC 4 276 8 
DfE 2 46 12 
DE 0 0 0 
DoF 27 747 107 
DoH 6 57 5 
DfI 14 354 65 
DoJ 10 1867 193 
TEO 1 2 0 
PPS 2 151 23 
Other NICS 
organisations 

3 68 5 

Corporate 
competitions 

9 446 82 

 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
1 One corporate competition provided eligible applicants for 8 departments 4 competitions provided eligible 
recruits for 4 departments, one competition provided eligible applicants for 3 departments, one competition 
provided eligible applicants for 2 departments and 2 corporate competitions provided eligible applicants for one 
department each. Of non- corporate competitions, one competition provided eligible applicants for 4 
departments and 1 competition provided eligible applicants for 2 departments. 
 2 One competition did not provide any eligible recruits.  
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NICS People Survey 2020 
Introduction 
 
The 2020 NICS People Survey was conducted across the nine NICS ministerial 
Departments as well as the Public Prosecution Service and the Health & Safety 
Executive for NI. 
 
All staff working in these organisations were invited to take part in the survey. 
The fieldwork ran from Monday 23rd November to Friday 18th December 
2020. 
 
The NICS People Survey is the successor to the Staff Attitudes Survey 
conducted within the NICS up to 2015. The 2020 People Survey is the fourth 
annual survey conducted among NICS staff. This year’s survey differs from 
previous surveys as this year’s questions relate primarily to the impact of 
Covid-19 and staff experiences in working during the pandemic. Only the staff 
engagement questions are retained from previous surveys. 
 
Response rate 
The NICS People Survey 2020 was issued as an online only questionnaire. 
Paper questionnaires were issued in previous years however this was not 
possible this year due to Covid-19 restrictions. 
 
The final overall response rate achieved was 46%. In total, 10,907 people 
participated in the survey. 
 
Information on question results 
The Employee Engagement Index (EEI) is the weighted average of the 
responses to the five employee engagement questions. It ranges from 0% to 
100%. 
 

Technical notes 
Further technical notes relating to the survey and its methodology are provided 
within the notes at the end of this report. These have been referenced as end 
notes throughout the report. 
 
In normal circumstances, the People Survey’s methodology is designed to 
mirror that of the GB Civil Service People Survey, which is conducted on an 
annual basis. Further details on the GB survey can be found here: 
https://www.gov.uk/government/collections/civil-service-people-surveys 
 
Participating bodies (Abbreviations used in report) 
Northern Ireland Civil Service (NICS) 

▪     Department of Agriculture, Environment and Rural Affairs (DAERA) 
▪     Department for Communities (DfC) 
▪     Department for the Economy (DfE) 
▪     Department of Education (DE) 
▪     Department of Finance (DoF) 
▪     Department of Health (DoH) 
▪     Department for Infrastructure (DfI) 
▪     Department of Justice (DoJ) 
▪     The Executive Office (TEO) 
▪     Health and Safety Executive for Northern Ireland (HSENI) 
▪     Public Prosecution Service (PPS) 
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The Coronavirus (Covid-19) Pandemic NICS
'20

DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS

Q6.Where have you mostly worked during the pandemic?

I've worked from home 60% 71% 44% 93% 78% 82% 83% 56% 26% 78% 91% 41%

NICS office or equivalent establishment 22% 8% 39% 1% 3% 6% 2% 22% 41% 8% 1% 25%

A mix of both office and home 18% 20% 17% 5% 20% 12% 15% 22% 32% 14% 8% 34%

* Q7. I have been unable to work at least one day since the Covid-19 
outbreak due to …^

being unwell with symptoms of Covid-19 5% 4% 7% 6% 4% 4% 3% 4% 7% 6% 3% 5%

being in quarantine or self-isolation for Covid-19 11% 7% 17% 4% 4% 4% 6% 9% 18% 5% 6% 17%

caring responsibilites related to Covid-19 10% 10% 13% 10% 7% 9% 8% 6% 9% 10% 3% 20%

other issues or disruption related to Covid-19 9% 7% 14% 8% 7% 7% 6% 7% 9% 7% 4% 12%

* Unable to work at least one day since the Covid-19 outbreak due to any 
reason related to Covid-19 ^

29% 22% 42% 22% 19% 19% 19% 23% 36% 21% 12% 40%

Q8.The Covid-19 pandemic has had..

a positive impact on my physical health 16% 19% 13% 21% 14% 19% 12% 14% 12% 13% 23% 13%

no impact on my physical health 52% 48% 53% 49% 54% 51% 52% 53% 56% 48% 47% 54%

* a negative impact on my physical health 33% 33% 34% 30% 32% 30% 36% 33% 32% 39% 29% 33%

NICS People Survey 2020: Results by Question
For most of the question scores in this table, the higher the score the better. However, there are some scores for which a high score would represent a negative finding. For these scores, which are marked with 
an asterisk ( * ), the lower the score the better. 

^ Multiple selection was allowed for Q7. Respondents could select more than one answer option if they had been unable to work at least one day due to multiple Covid-19 related reasons. 
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The Coronavirus (Covid-19) Pandemic NICS
'20

DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS

Q9.The Covid-19 pandemic has had..

a positive impact on my mental health 11% 13% 10% 14% 8% 12% 7% 10% 8% 11% 18% 9%

no impact on my mental health 33% 35% 30% 36% 31% 35% 37% 36% 34% 32% 24% 28%

* a negative impact on my mental health 56% 52% 60% 50% 61% 53% 56% 54% 58% 58% 58% 63%

Q10.The Covid-19 pandemic has had..

 a positive impact on my household finances 25% 28% 21% 37% 22% 32% 28% 24% 18% 31% 28% 20%

no impact on my household finances 56% 53% 57% 47% 62% 53% 60% 57% 63% 49% 56% 58%

* a negative impact on my household finances 19% 19% 22% 16% 16% 15% 12% 19% 19% 20% 15% 21%

Q11.The Covid-19 pandemic has had..

a positive impact on my caring responsibilities 15% 15% 13% 19% 10% 17% 12% 16% 11% 18% 19% 14%

no impact on my caring responsibilities 48% 46% 47% 46% 52% 50% 50% 48% 50% 44% 40% 47%

* a negative impact on my caring responsibilities 37% 38% 39% 35% 38% 32% 38% 36% 40% 38% 41% 39%

My Team

Q12.The Covid-19 pandemic has had a positive impact on my 
relationships with the people I work with

20% 22% 21% 20% 16% 18% 19% 18% 19% 20% 23% 18%

Q13. When working from home, my team is good at keeping up with 
informal connections

68% 69% 68% 68% 65% 68% 67% 68% 67% 64% 74% 60%

Q14.My team has been working well together to support each other 
through the coronavirus (Covid-19) pandemic

73% 77% 68% 79% 76% 77% 76% 72% 69% 76% 81% 65%

Q15.I have found that my team's way of working during the pandemic is 
more effective

36% 41% 36% 37% 37% 37% 30% 33% 31% 36% 35% 29%

NICS People Survey 2020: Results by Question
For most of the question scores in this table, the higher the score the better. However, there are some scores for which a high score would represent a negative finding. For these scores, which are marked with 
an asterisk ( * ), the lower the score the better. 

Certain questions were only asked of staff who stated that they had worked from home since the start of the pandemic or have had a mixture of working from home and in a NICS work location. These questions 
are displayed in italics. 
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My Manager NICS
'20

DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS

Q16.  My manager makes an effort to keep in touch with me when I'm 
working from home

80% 82% 80% 84% 81% 81% 78% 79% 80% 73% 82% 65%

Q17. Overall, my manager has been supportive in helping me adapt to 
changes caused by the coronavirus (Covid-19) pandemic 

74% 80% 68% 81% 81% 79% 72% 75% 68% 74% 83% 68%

NICS People Survey 2020: Results by Question

Certain questions were only asked of staff who stated that they had worked from home since the start of the pandemic or have had a mixture of working from home and in a NICS work location. These questions 
are displayed in italics. 

For most of the question scores in this table, the higher the score the better. However, there are some scores for which a high score would represent a negative finding. For these scores, which are marked with an 
asterisk ( * ), the lower the score the better. 

My Work

Q18.The Covid-19 pandemic has had a positive impact on my work 31% 34% 28% 37% 32% 36% 32% 29% 24% 34% 31% 22%

Q19. The Covid-19 pandemic has had a positive impact on my 
productivity

39% 42% 35% 48% 40% 45% 44% 37% 30% 45% 38% 31%

Q20. The Covid-19 pandemic has had a positive impact on my 
relationship with my manager 

33% 36% 31% 35% 37% 35% 36% 31% 29% 33% 36% 29%

Q21. Since the start of the pandemic, I feel I have adapted well in my 
work role

81% 83% 76% 85% 81% 86% 83% 80% 77% 84% 85% 77%

Q22. Where I work, we have been able to provide a good level of support 
to customers or service users during the coronavirus (Covid-19) 
pandemic

75% 77% 72% 78% 82% 84% 76% 70% 72% 80% 78% 67%

Work location

Q23. I have felt COVID-secure in the environment I have worked in during 
the pandemic

76% 85% 65% 94% 87% 89% 91% 70% 61% 87% 94% 70%

Q24. While working from home, my working environment has been 
suitable for long-term working

90% 92% 91% 90% 90% 91% 87% 88% 87% 86% 91% 86%

* Q25. Whilst working during the pandemic, I have been significantly 
impacted by isolation

20% 18% 22% 17% 25% 18% 24% 19% 21% 25% 23% 29%
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Work from home NICS
'20

DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS

Q26.  The IT equipment I have at home (or remote location) allows me to 
get my job done

87% 88% 90% 87% 86% 88% 84% 81% 88% 77% 90% 77%

Q27.  When working from home or another remote location during the 
Covid-19 pandemic, I have been able to work at times that suit my home 
life 

85% 85% 85% 87% 84% 88% 83% 82% 85% 78% 87% 86%

Q28.  I feel I am trusted to take breaks from work when I need to 90% 91% 88% 91% 89% 90% 91% 89% 89% 87% 91% 88%

Q29.  I feel I am trusted to do my job and manage my time 91% 93% 88% 93% 90% 91% 94% 91% 90% 90% 88% 90%

Q30.  I believe my work can be carried out as effectively at home as from 
the office

80% 82% 83% 80% 76% 84% 77% 76% 74% 74% 77% 74%

Q31.  Working from home has changed my overall quality of life for the 
better

66% 68% 69% 67% 52% 68% 57% 61% 66% 62% 64% 54%

Q32. Having had the experience of working from home, my preference 
would be to…

work from home everyday 22% 21% 32% 20% 18% 24% 14% 16% 14% 16% 21% 13%

work from home most days 38% 41% 36% 40% 32% 40% 33% 41% 33% 34% 39% 28%

have an equal mix of work from home/office 31% 30% 25% 30% 40% 29% 44% 32% 40% 37% 32% 39%

work from the office most days 6% 5% 4% 7% 7% 5% 8% 7% 10% 8% 4% 13%

work from the office everyday 2% 2% 2% 3% 2% 2% 2% 3% 3% 4% 1% 7%

access another NICS office location close to home where this is 
possible

1% 1% 1% 0% 1% 1% 0% 1% 1% 0% 3% 0%

NICS People Survey 2020: Results by Question

Certain questions were only asked of staff who stated that they had worked from home since the start of the pandemic or have had a mixture of working from home and in a NICS work location. These questions 
are displayed in italics. 

For most of the question scores in this table, the higher the score the better. However, there are some scores for which a high score would represent a negative finding. For these scores, which are marked with an 
asterisk ( * ), the lower the score the better. 
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Physical/Mental Health NICS
'20

DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS

Q33. In general, how would you rate your overall physical health now?

Excellent 8% 8% 6% 10% 8% 10% 9% 8% 7% 8% 10% 12%

Very Good 26% 27% 23% 31% 26% 28% 31% 26% 25% 29% 26% 25%

Good 36% 37% 36% 33% 35% 36% 33% 36% 38% 33% 39% 34%

Fair 24% 22% 27% 21% 26% 21% 21% 24% 22% 25% 18% 21%

Poor 7% 6% 8% 5% 6% 5% 6% 7% 7% 5% 6% 8%

Overall physical health rated as being Excellent, Very Good or Good 70% 73% 65% 73% 69% 73% 73% 70% 70% 70% 75% 72%

Q34. In general, how would you rate your overall mental health now?

Excellent 7% 7% 5% 9% 6% 9% 6% 7% 6% 7% 9% 8%

Very Good 19% 21% 17% 23% 17% 20% 20% 19% 18% 20% 17% 15%

Good 31% 34% 29% 31% 31% 32% 31% 33% 29% 26% 26% 25%

Fair 30% 30% 30% 28% 32% 28% 32% 31% 31% 34% 37% 35%

Poor 13% 9% 18% 9% 13% 11% 11% 10% 15% 12% 11% 16%

Overall mental health rated as being Excellent, Very Good or Good 57% 61% 52% 63% 55% 61% 57% 59% 53% 54% 53% 49%

NICS People Survey 2020: Results by Question
For most of the question scores in this table, the higher the score the better. However, there are some scores for which a high score would represent a negative finding. For these scores, which are marked with an 
asterisk ( * ), the lower the score the better. 
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Background questions ^ NICS
'20

DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS NICS
'19

J1a. What is your sex?*

Female 54% 53% 59% 59% 57% 51% 62% 33% 57% 58% 51% 63% 50%

Male 46% 47% 41% 41% 43% 49% 38% 67% 43% 42% 49% 37% 50%

J1b. Is the gender you identify with the same as your sex registered at 
birth?

Yes >99% >99% >99% >99% >99% >99% >99% >99% >99% >99% >99% >99% n/a

No <1% <1% <1% <1% <1% <1% <1% <1% <1% <1% <1% <1% n/a

J2. What is your age?

Aged 16-34  10% 11% 10% 8% 4% 13% 7% 7% 11% 11% 5% 13% 14%

Aged 35-44  29% 28% 28% 31% 28% 32% 32% 27% 27% 28% 37% 35% 29%

Aged 45-54 34% 36% 33% 34% 41% 30% 35% 31% 39% 34% 37% 35% 33%

Aged 55+ 27% 26% 28% 27% 27% 24% 26% 35% 23% 27% 22% 17% 23%

J3. What is your ethnic group?

White 99% >99% 99% >99% 99% 99% >99% 98% 99% 98% >99% >99% 99%

Other Ethnic Group 1% <1% 1% <1% 1% 1% <1% 2% 1% 2% <1% <1% 1%

J4a. Do you have any physical or mental health conditions or illnesses 
lasting or expected to last 12 months or more?*

Yes 29% 26% 36% 26% 28% 24% 25% 25% 29% 31% 22% 30% 20%

No 71% 74% 64% 74% 72% 76% 75% 75% 71% 69% 78% 70% 80%

J4b. Do any of your conditions or illnesses reduce your ability to carry out 
day-to-day activities?*
(answered only by respondents who selected "Yes" for question J4a)

Yes 60% 56% 65% 56% 48% 55% 63% 57% 62% 69% 80% 48% 80%

No 40% 44% 35% 44% 52% 45% 37% 43% 38% 31% 20% 52% 20%

NICS People Survey 2020: Background Questions by Department
^ The following questions were voluntary with a proportion of staff choosing 'prefer not to say' answer options. Consequently, the below results exclude any 'prefer not to say' responses. 
*The wording of Gender questions J1a and Health questions J4a & J4b have been modified for the NICS People Survey 2020 in comparison to the NICS People Survey 2019.
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Background questions ^ NICS
'20

DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS NICS
'19

J5. Do you look after or give help or support to anyone because they 
have long-term physical or mental conditions, or illness or
problems related to old age?

Yes 61% 58% 58% 64% 57% 68% 70% 61% 62% 67% 48% 64% 64%

No 39% 42% 42% 36% 43% 32% 30% 39% 38% 33% 52% 36% 36%

J6. Do you have childcare responsibilities as a primary care giver (e.g. 
parent /guardian)?

Yes 56% 54% 58% 56% 53% 56% 57% 54% 58% 54% 46% 52% 57%

No 44% 46% 42% 44% 47% 44% 43% 46% 42% 46% 54% 48% 43%

J7. Which of the following phrases best describes your sexual 
orientation?

Heterosexual / Straight 97% 98% 97% 97% 98% 96% 96% 98% 96% 97% >99% 98% 97%

Lesbian, Gay, Bisexual or Other 3% 2% 3% 3% 2% 4% 4% 2% 4% 3% <1% 2% 3%

J8. What is your religion?

Catholic 44% 46% 52% 41% 29% 41% 35% 49% 30% 29% 35% 54% 42%

Protestant 38% 37% 32% 41% 51% 37% 43% 38% 51% 51% 45% 31% 34%

Other Religion 3% 3% 2% 3% 4% 3% 2% 4% 4% 2% 6% 3% 5%

No Religion 15% 14% 14% 15% 17% 18% 20% 10% 15% 18% 13% 12% 19%

^ The following questions were voluntary and a small number of staff chose the 'prefer not to say' option. Consequently, the below results exclude any 'prefer not to say' responses. 

NICS People Survey 2020: Background Questions by Department
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NICS Benchmark Score Change in benchmark score 

NICS People Survey 2020
Annex A - Employee Engagement Index changes over time 

Employee Engagement 2009 2011 2013 2015 2017 2018 2019 2020
2009 - 
2011

2011 - 
2013

2013 - 
2015

2015 - 
2017

2017 - 
2018

2018 - 
2019

2019-
2020

B47. I am proud when I tell others I am part of my department 28% 31% 34% 32% 32% 35% 36% 49% +3 +3 -2 0 +3 +1 +13

B48. I would recommend my department as a great place to 
work

29% 32% 36% 31% 35% 39% 40% 51% +3 +4 -5 +4 +4 +1 +11

B49. I feel a strong personal attachment to my department 27% 29% 30% 30% 28% 30% 31% 39% +2 +1 0 -2 +2 +1 +8

B50. My department inspires me to do the best in my job 25% 25% 27% 25% 27% 30% 31% 42% 0 +2 -2 +2 +3 +1 +11

B51. My department motivates me to help it achieve its 
objectives

23% 24% 26% 24% 27% 29% 30% 41% +1 +2 -2 +3 +2 +1 +11

Employee Engagement Index (EEI) 46% 48% 49% 47% 49% 51% 51% 57% +2 +1 -2 +2 +2 0 +6

Engagement index - by grade

Employee Engagement Index - Grade 7 and above n/a 59% 60% 58% 60% 61% 63% 64% n/a +1 -2 +2 +1 +2 +1

Employee Engagement Index - Deputy Principal n/a 51% 54% 51% 53% 53% 55% 60% n/a +3 -3 +2 0 +2 +5

Employee Engagement Index - Staff Officer n/a 50% 53% 50% 51% 54% 54% 60% n/a +3 -3 +1 +3 0 +6

Employee Engagement Index - EOI / EOII n/a 45% 48% 46% 47% 48% 47% 53% n/a +3 -2 +1 +1 -1 +6

Employee Engagement Index - AO / AA n/a 45% 47% 45% 46% 47% 47% 54% n/a +2 -2 +1 +1 0 +7

Employee Engagement Index - Technical & Industrial Grades* n/a 49% 52% 50% 48% 47% 44% 42% n/a +3 -2 -2 -1 -3 -2

Employee Engagement Index - Prison Grades n/a n/a 31% 28% 31% 30% 41% 36% n/a n/a -3 +3 -1 +11 -5

Employee Engagement Index - Temporary / Agency Staff n/a n/a n/a n/a n/a 63% 60% 67% n/a n/a n/a n/a n/a -3 +7

'*' Results for Technical & Industrial grades in 2019 & 2020 consist of TG1 Vehicle Inspectors and Industrial staff, while results in previous years this included all Technical grades and Industrial staff
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NICS
'20 DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS

All Grades * 22,999 3,217 6,840 1,185 558 3,430 513 2,991 3,378 333 109 445

Grade 7 and above 2,109 388 219 185 134 496 138 157 192 86 21 93

Deputy Principal 2,687 496 366 243 100 573 125 313 256 75 38 102

Staff Officer 3,163 748 615 215 89 572 117 375 331 70 9 22

EOI / EOII 7,297 972 3,225 359 126 993 86 722 648 61 24 81

AO / AA 5,297 427 2,390 183 109 786 47 546 604 41 17 147

Vehicle Inspectors TG1 Grade 345 0 0 0 0 0 0 345 0 0 0 0

Industrial Grades 774 186 25 0 0 10 0 533 20 0 0 0

Prison Grades 1,327 ─ ─ ─ ─ ─ ─ ─ 1,327 ─ ─ ─

AA and above^ 20,553 3,031 6,815 1,185 558 3,420 513 2,113 2,031 333 109 445

Staff Officer and above 7,959 1,632 1,200 643 323 1,641 380 845 779 231 68 217

AA to EOI^ 12,594 1,399 5,615 542 235 1,779 133 1,268 1,252 102 41 228

* Overall and Departmental total head counts do not include Temporary/Agency staff as staff headcount information is not available for these groups. 

^ Figures exclude Vehicle Inspectors, Industrial and Prison Grades and Temporary Staff

 ─ denotes departments with no staff at this grade

NICS People Survey 2020
Annex B - Headcount of NICS civil servants invited to take part in 2020 People Survey
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NICS
'20 DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS

All Grades * 10,907 1,537 3,397 692 345 1,833 286 1,236 1,091 198 78 214

Grade 7 and above 1,340 215 184 123 85 323 73 116 104 52 10 55

Deputy Principal 1,700 301 287 150 71 344 67 207 156 44 35 38

Staff Officer 1,804 357 439 130 58 304 76 216 160 41 7 16

EOI / EOII 3,429 389 1,578 188 84 462 46 339 252 37 16 38

AO / AA 1,935 187 761 85 43 325 16 243 195 18 10 52

Vehicle Inspectors TG1 Grade 78 0 0 0 0 0 0 78 0 0 0 0

Industrial Grades 60 36 16 0 0 2 0 6 0 0 0 0

Prison Grades 191 0 0 0 0 0 0 0 191 0 0 0

Temporary / Agency Staff 370 52 132 16 4 73 8 31 33 6 0 15

AA and above^ 10,208 1,449 3,249 676 341 1,758 278 1,121 867 192 78 199

Staff Officer and above 4,844 873 910 403 214 971 216 539 420 137 52 109

AA to EOI 5,364 576 2,339 273 127 787 62 582 447 55 26 90

* Overall and Departmental response counts include Temporary/Agency staff. 

^ Figures exclude Vehicle Inspectors, Industrial and Prison Grades and Temporary Staff

 ─ denotes departments with no staff at this grade

NICS People Survey 2020
Annex C - Response count of NICS civil servants who completed the 2020 People Survey
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NICS
'20 DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS

All Grades* 46% 46% 48% 57% 61% 51% 54% 40% 31% 58% 72% 45%

Grade 7 and above 64% 55% 84% 66% 63% 65% 53% 74% 54% 60% 48% 59%

Deputy Principal 63% 61% 78% 62% 71% 60% 54% 66% 61% 59% 92% 37%

Staff Officer 57% 48% 71% 60% 65% 53% 65% 58% 48% 59% 78% 73%

EOI / EOII 47% 40% 49% 52% 67% 47% 53% 47% 39% 61% 67% 47%

AO / AA 37% 44% 32% 46% 39% 41% 34% 45% 32% 44% 59% 35%

Vehicle Inspectors TG1 Grade 23% ─ ─ ─ ─ ─ ─ 23% ─ ─ ─ ─

Industrial Grades 8% 19% 64% ─ ─ 20% ─ 1% 0% ─ ─ ─

Prison Grades 14% ─ ─ ─ ─ ─ ─ ─ 14% ─ ─ ─

AA and above^ 50% 48% 48% 57% 61% 51% 54% 53% 43% 58% 72% 45%

Staff Officer and above 61% 53% 76% 63% 66% 59% 57% 64% 54% 59% 76% 50%

AA to EOI 43% 41% 42% 50% 54% 44% 47% 46% 36% 54% 63% 39%

* Overall and Departmental response rates are calculated excluding Temporary/Agency staff response counts as staff headcount information is not available for these groups.

^ Figures exclude Vehicle Inspectors, Industrial and Prison Grades and Temporary Staff

 ─ denotes departments with no staff at this grade

NICS People Survey 2020
Annex D - Response rate of NICS civil servants who completed the 2020 People Survey
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Question 
No.

Survey Question
 

How it was calculated

Q1 I am proud when I tell others I am part of my department  % of staff selecting 'Agree' or 'Strongly Agree'

Q2 I would recommend my department as a great place to work % of staff selecting 'Agree' or 'Strongly Agree'

Q3 I feel a strong personal attachment to my department % of staff selecting 'Agree' or 'Strongly Agree'

Q4 My department inspires me to do the best in my job % of staff selecting 'Agree' or 'Strongly Agree'

Q5 My department motivates me to help it achieve its objectives % of staff selecting 'Agree' or 'Strongly Agree'

Q6_1 During the pandemic, I've mostly worked from... Home  % selecting 'I've worked from home'

Q6_2 During the pandemic, I've mostly worked from...NICS office or equivalent establishment  
% of staff selecting 'NICS office or equivalent establishment' or 
'Other location'

Q6_3 During the pandemic, I've mostly worked from…A mix of both office and home  % selecting 'A mix of both office and home'

Q7_1
I have been unable to work at least one day since the Covid-19 outbreak due to …Being unwell with symptoms of 
Covid-19

 % selecting 'being unwell with symptoms of Covid-19'

Q7_2
I have been unable to work at least one day since the Covid-19 outbreak due to …Being in quarantine or self-
isolation for Covid-19

% selecting 'being in quarantine or self-isolation for Covid-19'

Q7_3
I have been unable to work at least one day since the Covid-19 outbreak due to …Caring responsibilities related 
to Covid-19

% selecting 'caring responsibilites related to Covid-19'

Q7_4
I have been unable to work at least one day since the Covid-19 outbreak due to …Other issues or disruption 
related to Covid-19

% selecting 'other issues or disruption related to Covid-19'

Q7_5 I have been unable to work at least one day since the Covid-19 outbreak due to …any reason related to Covid-19 

% of staff selecting any of the answer options: 'being unwell 
with symptoms of Covid-19', 'being in quarantine or self-
isolation for Covid-19', 'caring responsibilites related to Covid-
19', 'other issues or disruption related to Covid-19'

NICS People Survey 2020
Annex E - Calculation of Percentage Scores for each Question
Survey questions listed by theme & the calculation for each percentage score

Employee Engagement

The Coronavirus (Covid-19) Pandemic
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Question 
No.

Survey Question
 

How it was calculated

Q8_1 The Covid-19 pandemic has had...a positive impact on my physical health
% of staff selecting 'Significant positive impact' or 'Fairly 
positive impact'

Q8_2 The Covid-19 pandemic has had…no impact on my physical health % selecting 'No impact'

Q8_3 The Covid-19 pandemic has had...a negative impact on my physical health
% of staff selecting 'Significant negative impact' or 'Fairly 
negative impact'

Q9_1 The Covid-19 pandemic has had...a positive impact on my mental health
% of staff selecting 'Significant positive impact' or 'Fairly 
positive impact'

Q9_2 The Covid-19 pandemic has had…no impact on my mental health % selecting 'No impact'

Q9_3 The Covid-19 pandemic has had...a negative impact on my mental health
% of staff selecting 'Significant negative impact' or 'Fairly 
negative impact'

Q10_1 The Covid-19 pandemic has had...a positive impact on my household finances
% of staff selecting 'Significant positive impact' or 'Fairly 
positive impact'

Q10_2 The Covid-19 pandemic has had…no impact on my household finances % selecting 'No impact'

Q10_3 The Covid-19 pandemic has had...a negative impact on my household finances
% of staff selecting 'Significant negative impact' or 'Fairly 
negative impact'

Q11_1 The Covid-19 pandemic has had...a positive impact on my caring responsibilities 
% of staff selecting 'Significant positive impact' or 'Fairly 
positive impact'

Q11_2 The Covid-19 pandemic has had…no impact on my caring responsibilities % selecting 'No impact'

Q11_3 The Covid-19 pandemic has had...a negative impact on my caring responsibilities 
% of staff selecting 'Significant negative impact' or 'Fairly 
negative impact'

Q12 The Covid-19 pandemic has had a positive impact on my relationships with the people I work with  
% of staff selecting 'Significant positive impact' or 'Fairly 
positive impact'

Q13 When working from home, my team is good at keeping up with informal connections  % of staff selecting 'Agree' or 'Strongly Agree'

Q14 My team has been working well together to support each other through the coronavirus (Covid-19) pandemic  % of staff selecting 'Agree' or 'Strongly Agree'

Q15 I have found that my team's way of working during the pandemic is more effective
% of staff selecting 'Significantly more effective' or Somewhat 
more effective'

NICS People Survey 2020
Annex E - Calculation of Percentage Scores for each Question

The Coronavirus (Covid-19) Pandemic

My Team
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Question 
No.

Survey Question
 

How it was calculated

Q16 My manager makes an effort to keep in touch with me when I'm working from home.  % of staff selecting 'Agree' or 'Strongly Agree'

Q17
Overall, my manager has been supportive in helping me adapt to changes caused by the coronavirus (Covid-19) 
pandemic.

 % of staff selecting 'Agree' or 'Strongly Agree'

Q18 The Covid-19 pandemic has had a positive impact on my work
% of staff selecting 'Significant positive impact' or 'Fairly 
positive impact'

Q19 The Covid-19 pandemic has had a positive impact on my productivity
% of staff selecting 'Significant positive impact' or 'Fairly 
positive impact'

Q20 The Covid-19 pandemic has had a positive impact on my relationship with my manager 
% of staff selecting 'Significant positive impact' or 'Fairly 
positive impact'

Q21 Since the start of the pandemic, I feel I have adapted well in my work role % of staff selecting 'Agree' or 'Strongly Agree'

Q22
Where I work, we have been able to provide a good level of support to customers or service users during the 
coronavirus (Covid-19) pandemic

% of staff selecting 'Agree' or 'Strongly Agree'

Q23 I have felt COVID-secure in the environment I have worked in during the pandemic % of staff selecting 'Agree' or 'Strongly Agree'

Q24 While working from home, my working environment has been suitable for long-term working % of staff selecting 'Yes' or 'Yes - with IT modifications'

Q25 Whilst working during the pandemic, I have been significantly impacted by isolation
% of staff selecting 'I've found isolation difficult' or 'Isolation 
has been very difficult for me'

Q26 The IT equipment I have at home (or remote location) allows me to get my job done % of staff selecting 'Agree' or 'Strongly Agree'

Q27
When working from home or another remote location during the Covid-19 pandemic, I have been able to work at 
times that suit my home life 

% of staff selecting 'Every day' or 'Most days'

Q28 I feel I am trusted to take breaks from work when I need to % of staff selecting 'Agree' or 'Strongly Agree'

Q29 I feel I am trusted to do my job and manage my time % of staff selecting 'Agree' or 'Strongly Agree'

Q30 I believe my work can be carried out as effectively at home as from the office % of staff selecting 'Agree' or 'Strongly Agree'

Q31 Working from home has changed my overall quality of life for the better % selecting 'Changed for the better'

Work location

Work from home

My Work

NICS People Survey 2020
Annex E - Calculation of Percentage Scores for each Question

My Manager
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Question 
No.

Survey Question
 

How it was calculated

Q32_1 Having had the experience of working from home, my preference would be to…work from home everyday % selecting 'Work from home everyday'

Q32_2 Having had the experience of working from home, my preference would be to…work from home most days % selecting 'Work from home most days'

Q32_3
Having had the experience of working from home, my preference would be to…have an equal mix of work from 
home/office

% selecting 'Have an equal mix of work from home/office'

Q32_4 Having had the experience of working from home, my preference would be to…work from the office most days % selecting 'Work from the office most days'

Q32_5 Having had the experience of working from home, my preference would be to…work from the office everyday % selecting 'Work from the office everyday'

Q32_6
Having had the experience of working from home, my preference would be to…access another NICS office 
location close to home where this is possible

 
% of selecting 'access another NICS office location close to 
home where this is possible'

Q33_1 In general, how would you rate your overall physical health now…Excellent  % selecting 'Excellent'

Q33_2 In general, how would you rate your overall physical health now…Very Good  % selecting 'Very Good'

Q33_3 In general, how would you rate your overall physical health now…Good  % selecting 'Good'

Q33_4 In general, how would you rate your overall physical health now…Fair  % selecting 'Fair'

Q33_5 In general, how would you rate your overall physical health now…Poor  % selecting 'Poor'

Q34_1 In general, how would you rate your overall mental health now…Excellent  % selecting 'Excellent'

Q34_2 In general, how would you rate your overall mental health now…Very Good  % selecting 'Very Good'

Q34_3 In general, how would you rate your overall mental health now…Good  % selecting 'Good'

Q34_4 In general, how would you rate your overall mental health now…Fair  % selecting 'Fair'

Q34_5 In general, how would you rate your overall mental health now…Poor  % selecting 'Poor'

NICS People Survey 2020
Annex E - Calculation of Percentage Scores for each Question

Work from home

Physical and Mental Health
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Question 
No.

Survey Question
 

How it was calculated

J1a_1 What is your sex…Female  % selecting 'Female'

J1a_2 What is your sex…Male  % selecting 'Male'

J1b_1 Is the gender you identify with the same as your sex registered at birth…Yes  % selecting 'Yes'

J1b_2 Is the gender you identify with the same as your sex registered at birth…No  % selecting 'No'

J2_1 What is your age…Aged 16-34  % of staff selecting '16-19' or '20-24' or '25-29' or '30-34'

J2_2 What is your age…Aged 35-44  % of staff selecting '35-39' or '40-44'

J2_3 What is your age…Aged 45-54  % of staff selecting '45-49' or '50-54'

J2_4 What is your age…Aged 55+  % of staff selecting '55-59' or '60-64' or '65 or older'

J3_1 What is your ethnic group…White  % selecting 'White'

J3_2 What is your ethnic group…Other Ethnic Group
% selecting 'Black' or 'Irish Traveller' or 'Indian' or 'Pakistani' or 
'Bangladeshi' or 'Chinese' or 'Asian Other' or 'Mixed/Multiple' 
or 'Other Ethnic Group'

J4a_1 Do you have any long-standing physical or mental health condition, illness, impairment or disability…Yes % selecting 'Yes'

J4a_2 Do you have any long-standing physical or mental health condition, illness, impairment or disability…No % selecting 'No'

J4b_1 Does this condition, illness or disability have an impact on your daily activity or the work you can do…Yes, a lot % selecting 'Yes, a lot'

J4b_2 Does this condition, illness or disability have an impact on your daily activity or the work you can do…Yes, a little % selecting 'Yes, a little'

J4b_3 Does this condition, illness or disability have an impact on your daily activity or the work you can do…No % selecting 'No'

NICS People Survey 2020
Annex E - Calculation of Percentage Scores for each Question

Background Questions
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Question 
No.

Survey Question
 

How it was calculated

J5_1
Do you look after or give help or support to anyone because they have long-term physical or mental conditions, or 
illness or problems related to old age…Yes

% selecting 'Yes'

J5_2
Do you look after or give help or support to anyone because they have long-term physical or mental conditions, or 
illness or problems related to old age…No

% selecting 'No'

J6_1 Do you have childcare responsibilities as a primary care giver (e.g. parent /guardian)…Yes % selecting 'Yes'

J6_2 Do you have childcare responsibilities as a primary care giver (e.g. parent /guardian)…No % selecting 'No'

J7_1 Which of the following phrases best describes your sexual orientation…Heterosexual/Straight % selecting 'Heterosexual/Straight'

J7_2 Which of the following phrases best describes your sexual orientation…Lesbian, Gay, Bisexual or Other
% of staff selecting 'Gay or Lesbian' or 'Bisexual' or 'Other 
sexual orientation'

J8_1 What is your religion…Catholic % selecting 'Catholic'

J8_2 What is your religion…Protestant % selecting 'Protestant'

J8_4 What is your religion…No Religion % selecting 'No religion'

J8_5 What is your religion…Other Religion
% of staff selecting 'Other Christian' or 'Sikh' or 'Buddhist' or 
'Jewish' or 'Muslim' or 'Hindu' or 'Other Religion'

Background Questions

NICS People Survey 2020
Annex E - Calculation of Percentage Scores for each Question
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NICS People Survey 2020 
Technical Notes 
1. Employee Engagement Index
The Employee Engagement Index (EEI) is the
weighted average of the responses to the five
employee engagement questions (Q1-Q5). It
ranges from 0% to 100%.

A score of 0% represents respondents who give a 
rating of “strongly disagree” to all five questions. 
A score of 100% represents respondents who give 
a rating of “strongly agree” to all five questions. 

The NICS score is the average across all 10,907 
respondents (not organisations). The scores for 
individual departments and business areas are 
averages across all staff employed in those 
departments and business areas. 

2. EEI changes from 2019
Changes in EEI is calculated as the 2020 score
minus the equivalent score for 2019. The
calculation is based on the rounded figures
published in this report and its 2019 equivalent.

3. Results by Question: Q1 to Q34
In previous years, questions B01 to B61 had the
same answer response ‘Strongly agree’ to
‘Strongly disagree’. This year, the answer
responses options for Q1 to Q34 vary. Annex E
provides an explanation of how percentage results
were calculated for Q1 to Q34.

4. Temporary/Agency Workers
Statistical results presented in this report do
include responses received from the 370
Temporary / Agency workers who participated in
the NICS People Survey 2020. However, the
number of Temporary / Agency workers employed
across NICS departments was unknown at the
time of the 2020 survey. Therefore it was not
possible to calculate response rates that included
these workers.

As a result, any tables in this report which display 
the headcounts of NICS staff invited to complete 
the survey, as well as any final response rate 
figures, have by necessity excluded counts of 
Temporary / Agency workers. 

5. Comparisons with NICS People Survey 2019
Differences from NICS 2019 are calculated as the
2020 score minus the equivalent score for 2019.
The calculation is based on the rounded figures
published in this report and its 2019 equivalent.

6. Multiple response option for Q7
For Q7, respondents could select more than one
answer option for been unable to work at least
one day due to Covid-19 related reasons.

7. Work from Home Questions
The questions Q13, Q16, Q24 and Q26 to Q32
were only asked of staff who stated that they had
worked from home since the start of the
pandemic, or who have had a mixture of working
from home and in an NICS location.

8. Result by Question: Background Questions
The wording of questions J1a, J1b, J4a and J4b
has been modified and differs from the 2019
NICS People Survey. As these questions are no
longer directly comparable to 2019, a
comparative figure cannot be provided.
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Analysis of the completed stages of the Administrative Officer Competition IRC240709
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1

Executive Summary
This report provides an overview of diversity and equality in the Northern Ireland Civil Service (NICS) at 1st January 2021 and 
how it has changed over time. The key findings are summarised below.

1) Composition
Females made up 50.3% of the NICS workforce in 2021, up from 47.9% in 2000 and slightly down from the previous two 
years. Within the most senior grades, female representation has increased since 2000 (11.3%). However, it decreased 
slightly from 41.5% in 2020 to 41.4% in 2021. 

Excluding those with a community background recorded as ‘Not Determined’, Protestants made up 50.5% and Catholics 49.5% 
of NICS staff in 2021, a difference of 1.0 percentage points. The comparative difference in 2000 was 16.6 percentage points 
(Protestants made up 58.3% and Catholics 41.7%). 

The NICS has an older age profile than that of the economically active population with 11.7% of NICS staff aged 16-34
compared with 45.2% among the economically active.  In 2021 the average age (median 47 years) of staff was eight years 
older than in 2000 (39 years). 

The proportion of staff who declared a disability (5.6%) or who were from minority ethnic groups (NICS, 0.3%; economically 
active population, 3.6%) continues to be lower than in the economically active population. 

2) Recruitment and promotion
Recruitment (405 appointees) and promotion (327 appointees) competitions with a 2020 closing date were analysed. 
Differences were observed between the profile of successful candidates and the expected profile based on the applicant pool 
across the various equality categories. It is worth noting however that further appointments may be made from these 
competitions, which may change the profile of successful candidates. 

3) Leavers
Retirements accounted for 53.5% of the 634 individuals who left the NICS in 2020; resignations accounted for 22.6% and ill 
health accounted for 14.0%. The proportion of leavers aged 50 and above (69.4%), or who were male (54.6%) or who had a 
Protestant community background (53.7%) each constituted a greater proportion of leavers than staff in post in 2020 (50+, 
42.8%; male, 49.5%; Protestant, 50.6%). 





2 Introduction

Context
The Northern Ireland Civil Service (NICS) holds data on 
Section 75 equality categories of staff to allow the 
measurement of the effectiveness of equality policies and to 
assess whether HR policies or practices adversely affect any 
particular group. It also enables the NICS to fulfil its statutory 
obligations under the Fair Employment and Treatment (NI) 
Order 1998 i.e. to carry out triennial Article 55 Reviews and 
to complete an annual Fair Employment Monitoring Return 
(FEMR) for the Equality Commission for Northern Ireland 
(ECNI), detailing the community background, full/part-time 
status, occupational group and gender profile of the 
workforce.  

About this Report
This report provides an overview of diversity and equality in 
the NICS. It includes an analysis of composition and how that 
composition has changed over time. Where appropriate, 
comparisons are made with the wider labour market and the 
Civil Service in Great Britain (GB). An analysis of the flows 
into, through and out of the NICS using recruitment, promotion 
and leaver information is also provided.

Data Coverage
The primary data source for this report1, with the exception in 
part of the NI Prison Service (NIPS), was HRConnect, the 
Human Resource Service for the NICS. Data for NIPS staff not 
already on HRConnect was obtained from NIPS’s own 
personnel data systems. 

Information is based on data at 1st January each year with 
the exception of 2016 when the information was based on 
data at 1st April. This was to provide an overview of the NICS 
workforce following the departure of staff leaving under the 
voluntary exit scheme during 2015/2016. 

Figures include all permanent and casual staff. Those on 
career breaks or secondments outside the NICS are excluded. 

Figures are on a headcount basis and include both industrial 
and non-industrial staff.

The equality categories reported on are gender, community 
background, age group, ethnicity and disability2.

Note that the statistics in this report differ from those 
contained in the FEMR to the Equality Commission due to the 
inclusion of additional employee groupings (e.g. Employment 
Support Staff, Fee Paid Interviewers) in the FEMR.

1Figures in this report prior to 2009 are based on extracts taken from the Human Resource Management System (HRMS). 
2Further information on the availability of information relating to marital status, sexual orientation, dependants status and political opinion is provided in the accuracy and reliability section 
of Appendix 5. 3



2 Introduction

Discontinuities
Since 2002 several parts of the NICS changed their status and ceased to be part of the civil service. NICS staff on 
secondment to the Police Service of Northern Ireland (PSNI) ceased to be civil servants and became PSNI employees 
while the NI Court Service and the YJA became part of the NICS. The table below lists the years in which the main 
changes occurred, and the approximate number of people who ceased to be, or who became NICS staff as a result. 
These changes are highlighted in this report on charts relating to gender and community background to help explain 
composition changes, where appropriate.  

Year of change Staff ceasing to be, or becoming, 
included in NICS figures

Size of change (headcount) 
in NICS figures

2002-04 Industrial Development Board (creation of 
Invest NI)

-400

2006 Department of Agriculture and Rural 
Development Science Service became part 
of Agri-Food and Biosciences Institute

-700

2007 Water Service became NI Water -1,700

2008 Civilian staff seconded to PSNI became PSNI 
staff

-1,200

2010 NI Court Service and YJA (devolution of 
policing and justice)

+1,000

2012 Prison Grade staff (availability of 
sufficiently detailed data for inclusion in the 
Equality Report)

+1,750

4



3 Composition

About this chapter
At 1st January 2021 there were 22,883 staff in the NICS; 239 (1.0%) were in the most senior grades (Grade 5 and above), 
lower than the proportion in senior grades in the Civil Service in Great Britain1 (1.4%). This chapter provides an overview of the 
composition of NICS staff in terms of gender, community background, age group, ethnicity and disability. 

Throughout this chapter, contextual figures are provided, using data on the economically active population, which comprises both
the employed and the unemployed. Contextual figures for gender, community background, age and ethnicity have been sourced 
from the 2011 Census. Comparative disability data is sourced from the January to March 2021 Labour Force Survey (LFS)2.  
While some jobs in the NICS will have no qualification requirement, most will have at least a basic qualification requirement and 
so the NICS profile is compared with the economically active population with Level 1 qualifications3 or higher.

It is important to note that the contextual figures are ‘broad brush’ in character, and the comparison is made on data at an 
aggregate level. Any comparisons should therefore only be taken as general and approximate and we acknowledge that the 
compositions may have changed since the time of the Census. Further information relating to the limitations of this approach can 
be found in Appendix 1. Contextual statistics for Grade 5 and above are detailed in Appendix 2.

Tables showing the composition of staff overall by gender, community background, age and disability are given in Appendix 3. 
Information for ethnicity has not been provided due to the small numbers of staff involved.

1Civil Service Statistics: 2020 (Opens in a new window)
2Comparative disability data prior to the 2018 report was sourced from the 2007 Northern Ireland Survey of Activity Limitation and Disability (NISALD).
3GCSE (grades D-G), CSE (grades 2-5, 1-4 CSEs (grade 1), 1-4 GCSEs (grades A-C), 1-4 ‘O’ level passes, NVQ level 1, GNVQ Foundation or equivalents 5



















3 Composition: Ethnicity

Ethnicity

Ethnicity data is based on the answers of each member of 
staff (or applicant) to the monitoring questions -

Are you:
White Of Black African origin 
Of Black Caribbean origin Of Bangladeshi origin
Of Chinese origin Of Indian origin
Of Pakistani origin Other (please specify)

Are you a member of a mixed ethnic group?
Yes No

Are you a member of the Irish Travelling Community?
Yes No

At 1st January 2021 data on ethnicity (first question above) was missing for 2,497 staff (10.9%). Excluding these cases from the 
analyses 0.3% (67 staff) of NICS staff were from an ethnic minority (including members of mixed ethnic groups and the Irish 
Travelling Community). 

The proportion of NICS staff from an ethnic minority is 3.3 percentage points lower than from the economically active 
population1 (3.6%). The comparative figure for the GB civil service was 12.7%².

Figures have not been broken down by grade due to the small numbers of staff involved. 

1Source- the economically active population taken from the January to March 2021 Labour Force Survey (LFS), with Level 1 qualifications or above. i.e. at least GCSE (grades 
D-G), CSE (grades 2-5, 1-4 CSEs (grade 1), 1-4 GCSEs (grades A-C), 1-4 ‘O’ level passes, NVQ level 1, GNVQ Foundation or equivalents. Estimates are subject to sampling 
error. 

² Civil Service Diversity and Inclusion Dashboard (Opens in a new window) The most recent available data is for 2019. 
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Appendix 1 – Limitations of general comparisons between contextual 
figures and the composition of the NICS
Introduction
The NICS consists of a wide variety of occupations. To be a civil servant in these occupations often requires particular academic or 
vocational qualifications and/or experience in the occupations, outside the civil service. For each occupation there will be an eligible 
pool of labour. Ideally, the composition of this eligible pool of labour, with respect to the various equality categories, would be 
known. In practice, this is not the case and the best that can be done is to use data from the most recent Census of Population as a 
proxy. (This will necessarily be several years out of date, and does not contain information on specific qualifications, e.g. degree 
subject, or length of experience). The occupational classification does not always distinguish between NICS specialisms, e.g. economists 
and statisticians.

Overall contextual figures
The overall contextual figures given in this report relate to the economically active population, and do not take account of the
occupational profile of the NICS. They therefore give only a broad general comparison and cannot be used to conclude that there is 
under- or over-representation of  any equality group. Accordingly, more detailed analysis is required in order to make such an 
assessment. For example, Census data on people in employment show that women constituted 18% of science and technology 
professionals, but 65% of teaching and research professionals. Comparisons need to be at the level of specific occupations. For 
community background, such analysis is undertaken for “Article 55” reviews. The most recent review can be accessed at Article 55 
Reviews (Opens in a new window).

How aggregation can conceal inequalities
Imagine, for the sake of argument, an organisation with 500 staff, 100 of whom are science and technology professionals, and 400
of whom are teaching and research professionals. Suppose the gender composition of the organisation was as shown in the table.

Whilst the overall gender composition is 50% female, women 
are underrepresented among science and technology 
professionals where they constitute 10% of staff (compared 
with the Census figure of 18%) and are also under-
represented among teaching and research professionals 
where they constitute 60% of staff (compared with the Census 
figure of 65%).

Male Female Total

Science and Technology professionals 90 10 100

Teaching and Research professionals 160 240 400

Total 250 250 500
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Appendix 2 – Contextual figures for Grade 5 and above

Economically active population aged 16-64 with at least 2 A levels
Source: 2011 Census of Population for all information with the exception of disability which has been calculated using the 
Labour Force Survey1.

Equality Category Description Proportion3

Gender2
Male 50.6%

Female 49.4%

Community background2
Catholic 42.3%

Protestant 57.7%

Age group

16-24 20.2%

25-34 33.6%

35-49 34.0%

50-59 10.8%

60+ 1.5%

Ethnicity
White 98.2%

Minority Ethnic Groups 1.8%

Disability
With a disability 8.2%

Without a disability 91.8%

1Source the economically active population taken from the January to March 2021 Labour Force Survey (LFS), with two or more A levels or 4 or more AS levels or equivalent. Estimates are subject to 
sampling error. The definition for disability used in the LFS reflects the Equality Act 2010 changes to the legal definition of disabled and uses the GSS Harmonised Standard definition. In summary, the GSS 
Harmonised Standard Definition covers people who report a current physical or mental health condition(s) or illnesses lasting or expected to last 12 months or more; and the condition(s) or illness(es) reduce 
their ability to carry out day-to-day activities.
2Adjusted for age profile of staff at Grade 5 and above. 
3Percentages may not sum to 100.0% due to rounding.
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Appendix 3 – Composition of NICS overall 

Table 1: Gender composition at each analogous grade level, 2021

Analogous
grade level

Number of 
Males

Number of 
Females

Total % of Males % of 
Females

Grade 5+ 140 99 239 58.6% 41.4%

Grade 6 122 136 258 47.3% 52.7%

Grade 7 678 651 1,329 51.0% 49.0%

DP 1,301 1,233 2,534 51.3% 48.7%

SO 1,600 1,452 3,052 52.4% 47.6%

EOI 1,687 1,464 3,151 53.5% 46.5%

EOII 1,760 2,388 4,148 42.4% 57.6%

AO 2,200 3,369 5,569 39.5% 60.5%

AA 235 258 493 47.7% 52.3%

Industrial 754 37 791 95.3% 4.7%

Prison Grades 890 429 1,319 67.5% 32.5%

Total 11,367 11,516 22,883 49.7% 50.3%
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Appendix 3 – Composition of NICS overall 

Table 2: Community background composition at each analogous grade level, 2021
Analogous
grade level

No. of 
Protestants

No. of 
Catholics

No. of Not 
Determined

Total % of 
Protestants

% of 
Catholics

Not 
Determined

Grade 5+ 127 90 22 239 53.1% 37.7% 9.2%

Grade 6 105 146 7 258 40.7% 56.6% 2.7%

Grade 7 639 620 70 1,329 48.1% 46.7% 5.3%

DP 1,236 1,203 95 2,534 48.8% 47.5% 3.7%

SO 1,506 1,434 112 3,052 49.3% 47.0% 3.7%

EOI 1,464 1,558 129 3,151 46.5% 49.4% 4.1%

EOII 1,891 2,195 62 4,148 45.6% 52.9% 1.5%

AO 2,585 2,882 102 5,569 46.4% 51.8% 1.8%

AA 257 211 25 493 52.1% 42.8% 5.1%

Industrial 382 375 34 791 48.3% 47.4% 4.3%

Prison Grades 928 171 220 1,319 70.4% 13.0% 16.7%

Total 11,120 10,885 878 22,883 48.6% 47.6% 3.8%
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Appendix 3 – Composition of NICS overall 

Table 3: Age composition at each analogous grade level, 2021
Analogous
grade level

No. of 
staff 
aged 
16-34 
years

No. of 
staff 
aged 
35-49 
years

No. of 
staff 
aged 
50-59 
years

No. of 
staff 
aged 
60+ 

years

Total % of 
staff 
aged 
16-34 
years

% of 
staff 
aged 
35-49 
years

% of 
staff 

aged 50-
59 

years

% of 
staff 

aged 60+ 
years

Grade 5+ 1 69 132 37 239 0.4% 28.9% 55.2% 15.5%

Grade 6 6 99 107 46 258 2.3% 38.4% 41.5% 17.8%

Grade 7 38 607 553 131 1,329 2.9% 45.7% 41.6% 9.9%

DP 148 1,144 982 260 2,534 5.8% 45.1% 38.8% 10.3%

SO 342 1,198 1,186 326 3,052 11.2% 39.3% 38.9% 10.7%

EOI 356 1,337 1,063 395 3,151 11.3% 42.4% 33.7% 12.5%

EOII 456 2,079 1,241 372 4,148 11.0% 50.1% 29.9% 9.0%

AO 702 2,778 1,560 529 5,569 12.6% 49.9% 28.0% 9.5%

AA 116 161 125 91 493 23.5% 32.7% 25.4% 18.5%

Industrial 65 224 357 145 791 8.2% 28.3% 45.1% 18.3%

Prison 
Grades 441 440 379 59 1,319 33.4% 33.4% 28.7% 4.5%

Total 2,671 10,136 7,685 2,391 22,883 11.7% 44.3% 33.6% 10.4%
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Appendix 3 – Composition of NICS overall 

Table 4: Disability status at each analogous grade level, 2021

Analogous
grade level

No. of 
No 

declared 
disability

No. of 
Disability 
declared

Total % of No 
declared 
disability

% of 
Disability 
declared

Grade 5+ 232 7 239 97.1% 2.9%

Grade 6 251 7 258 97.3% 2.7%

Grade 7 1,279 50 1,329 96.2% 3.8%

DP 2,433 101 2,534 96.0% 4.0%

SO 2,894 158 3,052 94.8% 5.2%

EOI 2,971 180 3,151 94.3% 5.7%

EOII 3,878 270 4,148 93.5% 6.5%

AO 5,149 420 5,569 92.5% 7.5%

AA 436 57 493 88.4% 11.6%

Industrial 778 13 791 98.4% 1.6%

Prison Grades 1,310 9 1,319 99.3% 0.7%

Total 21,611 1,272 22,883 94.4% 5.6%
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Abbreviation Analogous grade

G5 Grade 5 (Assistant Secretary)

G6/7 Grade 6 (Senior Principal) and Grade 7 (Principal)

DP Deputy Principal

SO Staff Officer

EOI/EOII Executive Officer I and Executive Officer II

AO Administrative Officer

AA Administrative Assistant

Appendix 4 – Analogous grade level
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Appendix 5 – Quality Assessment
This section provides information about the quality of the data used to produce this publication, and any statistics derived 
from these data.

Dimension Assessment by the author

Introduction:- This report provides an overview of the equality profile of the Northern Ireland Civil 
Service (NICS) at 1st January 2021 and how it has changed over time. It includes an 
analysis of composition by gender, community background, age, disability status and 
ethnicity, and how that composition has changed over time. An analysis of the flows into, 
through and out of the NICS using recruitment, promotion and leaver information is also 
provided.
The primary data source, with the exception in part of the NIPS, was HRConnect, the 
Human Resource Service for the NICS. Data for NIPS staff not on HRConnect was 
obtained from NIPS’s own personnel data systems. Figures are based on actual staff in 
post at 1st January each year; analyses of leavers are based on the previous calendar
year. Recruitment and promotion analyses are based on appointments to date from 
competitions with a closing date for applications in the previous calendar year.

Relevance:- The degree to which the 
statistical product meets user needs in 
both coverage and content.

Covers the composition of NICS staff at 1st January 2021 by gender, community 
background, age group, ethnicity and disability. Comparative information has been 
included from 2000 onwards. The report also includes analysis of leavers for 2020, and 
of success in recruitment and promotion competitions with a 2020 closing date.

Disability and ethnicity data are missing for 54.6% and 10.9% of staff respectively. 
Information on sexual orientation is missing for 83.7% of staff, while information on 
dependants is missing for 82.0% of staff. The low coverage for these two categories 
means that it would not be appropriate to present figures with the same level of detail 
as other categories due to uncertainty about the representativeness of the staff for 
whom information is available. Information on sexual orientation is collected from all 
applicants to recruitment competitions and so information is presented relating to this 
aspect in the recruitment section. 
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Appendix 5 – Quality Assessment
Dimension Assessment by the author

Accuracy and reliability:- The proximity 
between an estimate and the unknown 
true value.

Coverage of staff is 100%, but ethnicity and disability are affected by missing data.

Ethnicity data are missing for 10.9% of staff. Of staff for whom ethnicity is available, 
0.3% were from ethnic minorities. While the true proportion of minority ethnic staff could 
be as high as 11.2% (on the most extreme scenario where all missing data related to 
minority ethnic staff), there is no evidence that the ethnicity of staff whose information is 
missing differ from those whose is recorded, and so the actual proportion of staff from a 
minority ethnic background is unlikely to differ substantially from the reported figure of 
0.3%.

Disability data are missing for 54.6% of staff. Some 5.6% of all staff were recorded as 
disabled. Potentially, therefore, the true proportion of disabled staff could be as high as 
60.2% (on the most extreme scenario where all missing data related to disabled staff). 
The reported proportion of 5.6% should therefore be considered as a minimum – some 
staff whose disability information is missing may have a disability, and some others who 
are recorded as not having a disability may have developed a disability since the 
information was provided. Both of these scenarios would mean a larger proportion of all 
staff having a disability. 

Sexual orientation data are missing for 83.7% of NICS staff. Of those staff for whom 
data are available 2.8% described their orientation as towards someone of the same sex, 
1.4% towards both sexes and 95.8% towards someone of different sex. However since 
coverage is limited to a relatively small proportion of staff, staff with a recorded sexual 
orientation may not be representative of the whole NICS and so it would not be 
appropriate to use these figures as an estimate of the NICS profile.
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Dimension Assessment by the author

Accuracy and reliability:- The proximity 
between an estimate and the unknown true 
value.

Data on dependants are missing for 82.0% of NICS staff. For those staff with data on 
dependants, 61.4% identify as having no dependants, with 38.6% stating they have 
dependants. However since coverage is limited to a relatively small proportion of staff, 
staff with recorded information on dependants may not be representative of the whole 
NICS and so it would not be appropriate to use these figures as an estimate of the NICS 
profile.

Data on marital status are missing or unknown for 6.8% of NICS staff. Of those staff 
for whom data are available, 30.6% are recorded as single and 62.0% as married. 

The NICS does not collect data on the political opinion of staff.

Timeliness and punctuality:- Timeliness 
refers to the time gap between publication 
and the reference period. Punctuality refers 
to the gap between planned and actual 
publication dates.

The report relates to 1st January 2021, and is published on 27th July 2021, three weeks 
earlier than the 2020 report. The gap between the reference date and the publication 
date permits downloads of promotion data and recruitment data to be taken in June 
and enables a more complete picture of appointments from competitions to be analysed. 
It also allows a comparison with more up to date Labour Force Survey information.  The 
gap also includes the time it takes to resolve various data quality issues. 

Accessibility and clarity:- Accessibility is 
the ease with which users are able to access 
the data, also reflecting the format in 
which the data are available and the 
availability of supporting information. 
Clarity refers to the quality and sufficiency 
of metadata, illustrations and 
accompanying advice.

The report is available on the NISRA website and contains contact details for further 
information.

Explanatory information including sources, discontinuities and missing data have been 
included.

Data tables to accompany the charts in the report are available on the website in a non-
proprietary open format.
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Dimension Assessment by the author

Coherence and comparability:-
Coherence is the degree to which data that 
are derived from different sources or 
methods, but refer to the same topic, are 
similar. Comparability is the degree to 
which data can be compared over time and 
domain.

Counts of staff depend on the reference date, whether staff are permanent or casual, 
whether those on a career break are included, and whether secondees are included.

There are two alternative sources of information on the equality composition of the NICS 
– the Quarterly Employment Survey Supplement (gender), and the annual Monitoring
Report published by the Equality Commission for Northern Ireland (community 
background). The Quarterly Employment Survey differs from this report in that it relates 
to data captured at a different point in time. The annual Monitoring Report differs from 
our report in that it includes additional employee groupings.

There have been various changes in the scope of the NICS over the past decade as a 
result of the transfer of functions (and the associated staff) to new bodies outside the 
NICS, or from outside bodies to the NICS. 

Previous editions of this report have compared the NICS position with the current year’s 
position in GB. GB information relating to 2020 was not available by the time of 
publication.
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Dimension Assessment by the author

Assessment of user needs and 
perceptions:- The process for finding out 
about users and uses, and their views on the 
statistical products.

When this publication was first being developed, we conducted a consultation with key 
stakeholders – NICS Corporate HR, the Equality Commission, Civil Service Commissioners, 
Departments, the trade union NIPSA, and the Statistics Advisory Committee. The 
consultation letter offered a meeting, and several of the bodies consulted took up this 
offer. Responses to the illustrative draft in the consultation were very favourable; specific 
suggestions were taken on board where feasible.

Specific uses identified were the measurement of the effectiveness of NICS equality 
policies, identifying possible areas for further action and contextual data, for other 
employers, on applicant pools.

The report currently contains contact details in case users wish to provide feedback, 
comments or queries on the publication. Where possible changes have been incorporated 
– for example the 50 years and over category has been split into 50-59 years and 60
years and over.

Key stakeholders, notably NICS HR, also regularly communicate their requirements to 
NISRA. In addition a regular customer satisfaction survey is undertaken to review the 
publication by gathering feedback on the statistics produced, how well they meet user 
needs and whether there are any suggested improvements. The most recent survey 
conducted in February 2021 indicated that 82.4% of respondents were very satisfied or 
satisfied with the publication overall. The remaining 17.6% said they were neither 
satisfied nor dissatisfied.



Appendix 5 – Quality Assessment
Dimension Assessment by the author

Trade-offs between output
and quality components:-

Coverage of staff is 100% although as previously highlighted information for the disability and 
ethnicity variables is not complete. The main computer system from which the data are extracted is 
also used to pay staff.

Performance, cost and 
respondent burden:- The 
effectiveness, efficiency and 
economy of the statistical 
output.

The annual operational cost (staff time) of producing the report is approximately £11,500. There 
is no respondent burden, since the data are held on an administrative system, and data on new 
recruits are collected as part of the job application process.

Confidentiality, transparency 
and security:- The procedures 
and policy used to ensure sound 
confidentiality, security and 
transparent practices.

Suppression would be applied where the number of cases in a cell containing personal information 
is disclosive; this is described in table footnotes. If appropriate, cells are merged.

Data are held on a network that is only accessible to the few statisticians who need access. Printouts 
containing individual records or small cell sizes are locked away, and shredded as soon as possible.
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NICS People Survey 2020 
Introduction 
 
The 2020 NICS People Survey was conducted across the nine NICS ministerial 
Departments as well as the Public Prosecution Service and the Health & Safety 
Executive for NI. 
 
All staff working in these organisations were invited to take part in the survey. 
The fieldwork ran from Monday 23rd November to Friday 18th December 
2020. 
 
The NICS People Survey is the successor to the Staff Attitudes Survey 
conducted within the NICS up to 2015. The 2020 People Survey is the fourth 
annual survey conducted among NICS staff. This year’s survey differs from 
previous surveys as this year’s questions relate primarily to the impact of 
Covid-19 and staff experiences in working during the pandemic. Only the staff 
engagement questions are retained from previous surveys. 
 
Response rate 
The NICS People Survey 2020 was issued as an online only questionnaire. 
Paper questionnaires were issued in previous years however this was not 
possible this year due to Covid-19 restrictions. 
 
The final overall response rate achieved was 46%. In total, 10,907 people 
participated in the survey. 
 
Information on question results 
The Employee Engagement Index (EEI) is the weighted average of the 
responses to the five employee engagement questions. It ranges from 0% to 
100%. 
 

Technical notes 
Further technical notes relating to the survey and its methodology are provided 
within the notes at the end of this report. These have been referenced as end 
notes throughout the report. 
 
In normal circumstances, the People Survey’s methodology is designed to 
mirror that of the GB Civil Service People Survey, which is conducted on an 
annual basis. Further details on the GB survey can be found here: 
https://www.gov.uk/government/collections/civil-service-people-surveys 
 
Participating bodies (Abbreviations used in report) 
Northern Ireland Civil Service (NICS) 

▪     Department of Agriculture, Environment and Rural Affairs (DAERA) 
▪     Department for Communities (DfC) 
▪     Department for the Economy (DfE) 
▪     Department of Education (DE) 
▪     Department of Finance (DoF) 
▪     Department of Health (DoH) 
▪     Department for Infrastructure (DfI) 
▪     Department of Justice (DoJ) 
▪     The Executive Office (TEO) 
▪     Health and Safety Executive for Northern Ireland (HSENI) 
▪     Public Prosecution Service (PPS) 
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The Coronavirus (Covid-19) Pandemic NICS
'20

DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS

Q6.Where have you mostly worked during the pandemic?

I've worked from home 60% 71% 44% 93% 78% 82% 83% 56% 26% 78% 91% 41%

NICS office or equivalent establishment 22% 8% 39% 1% 3% 6% 2% 22% 41% 8% 1% 25%

A mix of both office and home 18% 20% 17% 5% 20% 12% 15% 22% 32% 14% 8% 34%

* Q7. I have been unable to work at least one day since the Covid-19 
outbreak due to …^

being unwell with symptoms of Covid-19 5% 4% 7% 6% 4% 4% 3% 4% 7% 6% 3% 5%

being in quarantine or self-isolation for Covid-19 11% 7% 17% 4% 4% 4% 6% 9% 18% 5% 6% 17%

caring responsibilites related to Covid-19 10% 10% 13% 10% 7% 9% 8% 6% 9% 10% 3% 20%

other issues or disruption related to Covid-19 9% 7% 14% 8% 7% 7% 6% 7% 9% 7% 4% 12%

* Unable to work at least one day since the Covid-19 outbreak due to any 
reason related to Covid-19 ^

29% 22% 42% 22% 19% 19% 19% 23% 36% 21% 12% 40%

Q8.The Covid-19 pandemic has had..

a positive impact on my physical health 16% 19% 13% 21% 14% 19% 12% 14% 12% 13% 23% 13%

no impact on my physical health 52% 48% 53% 49% 54% 51% 52% 53% 56% 48% 47% 54%

* a negative impact on my physical health 33% 33% 34% 30% 32% 30% 36% 33% 32% 39% 29% 33%

NICS People Survey 2020: Results by Question
For most of the question scores in this table, the higher the score the better. However, there are some scores for which a high score would represent a negative finding. For these scores, which are marked with 
an asterisk ( * ), the lower the score the better. 

^ Multiple selection was allowed for Q7. Respondents could select more than one answer option if they had been unable to work at least one day due to multiple Covid-19 related reasons. 
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The Coronavirus (Covid-19) Pandemic NICS
'20

DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS

Q9.The Covid-19 pandemic has had..

a positive impact on my mental health 11% 13% 10% 14% 8% 12% 7% 10% 8% 11% 18% 9%

no impact on my mental health 33% 35% 30% 36% 31% 35% 37% 36% 34% 32% 24% 28%

* a negative impact on my mental health 56% 52% 60% 50% 61% 53% 56% 54% 58% 58% 58% 63%

Q10.The Covid-19 pandemic has had..

 a positive impact on my household finances 25% 28% 21% 37% 22% 32% 28% 24% 18% 31% 28% 20%

no impact on my household finances 56% 53% 57% 47% 62% 53% 60% 57% 63% 49% 56% 58%

* a negative impact on my household finances 19% 19% 22% 16% 16% 15% 12% 19% 19% 20% 15% 21%

Q11.The Covid-19 pandemic has had..

a positive impact on my caring responsibilities 15% 15% 13% 19% 10% 17% 12% 16% 11% 18% 19% 14%

no impact on my caring responsibilities 48% 46% 47% 46% 52% 50% 50% 48% 50% 44% 40% 47%

* a negative impact on my caring responsibilities 37% 38% 39% 35% 38% 32% 38% 36% 40% 38% 41% 39%

My Team

Q12.The Covid-19 pandemic has had a positive impact on my 
relationships with the people I work with

20% 22% 21% 20% 16% 18% 19% 18% 19% 20% 23% 18%

Q13. When working from home, my team is good at keeping up with 
informal connections

68% 69% 68% 68% 65% 68% 67% 68% 67% 64% 74% 60%

Q14.My team has been working well together to support each other 
through the coronavirus (Covid-19) pandemic

73% 77% 68% 79% 76% 77% 76% 72% 69% 76% 81% 65%

Q15.I have found that my team's way of working during the pandemic is 
more effective

36% 41% 36% 37% 37% 37% 30% 33% 31% 36% 35% 29%

NICS People Survey 2020: Results by Question
For most of the question scores in this table, the higher the score the better. However, there are some scores for which a high score would represent a negative finding. For these scores, which are marked with 
an asterisk ( * ), the lower the score the better. 

Certain questions were only asked of staff who stated that they had worked from home since the start of the pandemic or have had a mixture of working from home and in a NICS work location. These questions 
are displayed in italics. 
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My Manager NICS
'20

DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS

Q16.  My manager makes an effort to keep in touch with me when I'm 
working from home

80% 82% 80% 84% 81% 81% 78% 79% 80% 73% 82% 65%

Q17. Overall, my manager has been supportive in helping me adapt to 
changes caused by the coronavirus (Covid-19) pandemic 

74% 80% 68% 81% 81% 79% 72% 75% 68% 74% 83% 68%

NICS People Survey 2020: Results by Question

Certain questions were only asked of staff who stated that they had worked from home since the start of the pandemic or have had a mixture of working from home and in a NICS work location. These questions 
are displayed in italics. 

For most of the question scores in this table, the higher the score the better. However, there are some scores for which a high score would represent a negative finding. For these scores, which are marked with an 
asterisk ( * ), the lower the score the better. 

My Work

Q18.The Covid-19 pandemic has had a positive impact on my work 31% 34% 28% 37% 32% 36% 32% 29% 24% 34% 31% 22%

Q19. The Covid-19 pandemic has had a positive impact on my 
productivity

39% 42% 35% 48% 40% 45% 44% 37% 30% 45% 38% 31%

Q20. The Covid-19 pandemic has had a positive impact on my 
relationship with my manager 

33% 36% 31% 35% 37% 35% 36% 31% 29% 33% 36% 29%

Q21. Since the start of the pandemic, I feel I have adapted well in my 
work role

81% 83% 76% 85% 81% 86% 83% 80% 77% 84% 85% 77%

Q22. Where I work, we have been able to provide a good level of support 
to customers or service users during the coronavirus (Covid-19) 
pandemic

75% 77% 72% 78% 82% 84% 76% 70% 72% 80% 78% 67%

Work location

Q23. I have felt COVID-secure in the environment I have worked in during 
the pandemic

76% 85% 65% 94% 87% 89% 91% 70% 61% 87% 94% 70%

Q24. While working from home, my working environment has been 
suitable for long-term working

90% 92% 91% 90% 90% 91% 87% 88% 87% 86% 91% 86%

* Q25. Whilst working during the pandemic, I have been significantly 
impacted by isolation

20% 18% 22% 17% 25% 18% 24% 19% 21% 25% 23% 29%
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Work from home NICS
'20

DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS

Q26.  The IT equipment I have at home (or remote location) allows me to 
get my job done

87% 88% 90% 87% 86% 88% 84% 81% 88% 77% 90% 77%

Q27.  When working from home or another remote location during the 
Covid-19 pandemic, I have been able to work at times that suit my home 
life 

85% 85% 85% 87% 84% 88% 83% 82% 85% 78% 87% 86%

Q28.  I feel I am trusted to take breaks from work when I need to 90% 91% 88% 91% 89% 90% 91% 89% 89% 87% 91% 88%

Q29.  I feel I am trusted to do my job and manage my time 91% 93% 88% 93% 90% 91% 94% 91% 90% 90% 88% 90%

Q30.  I believe my work can be carried out as effectively at home as from 
the office

80% 82% 83% 80% 76% 84% 77% 76% 74% 74% 77% 74%

Q31.  Working from home has changed my overall quality of life for the 
better

66% 68% 69% 67% 52% 68% 57% 61% 66% 62% 64% 54%

Q32. Having had the experience of working from home, my preference 
would be to…

work from home everyday 22% 21% 32% 20% 18% 24% 14% 16% 14% 16% 21% 13%

work from home most days 38% 41% 36% 40% 32% 40% 33% 41% 33% 34% 39% 28%

have an equal mix of work from home/office 31% 30% 25% 30% 40% 29% 44% 32% 40% 37% 32% 39%

work from the office most days 6% 5% 4% 7% 7% 5% 8% 7% 10% 8% 4% 13%

work from the office everyday 2% 2% 2% 3% 2% 2% 2% 3% 3% 4% 1% 7%

access another NICS office location close to home where this is 
possible

1% 1% 1% 0% 1% 1% 0% 1% 1% 0% 3% 0%

NICS People Survey 2020: Results by Question

Certain questions were only asked of staff who stated that they had worked from home since the start of the pandemic or have had a mixture of working from home and in a NICS work location. These questions 
are displayed in italics. 

For most of the question scores in this table, the higher the score the better. However, there are some scores for which a high score would represent a negative finding. For these scores, which are marked with an 
asterisk ( * ), the lower the score the better. 
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Physical/Mental Health NICS
'20

DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS

Q33. In general, how would you rate your overall physical health now?

Excellent 8% 8% 6% 10% 8% 10% 9% 8% 7% 8% 10% 12%

Very Good 26% 27% 23% 31% 26% 28% 31% 26% 25% 29% 26% 25%

Good 36% 37% 36% 33% 35% 36% 33% 36% 38% 33% 39% 34%

Fair 24% 22% 27% 21% 26% 21% 21% 24% 22% 25% 18% 21%

Poor 7% 6% 8% 5% 6% 5% 6% 7% 7% 5% 6% 8%

Overall physical health rated as being Excellent, Very Good or Good 70% 73% 65% 73% 69% 73% 73% 70% 70% 70% 75% 72%

Q34. In general, how would you rate your overall mental health now?

Excellent 7% 7% 5% 9% 6% 9% 6% 7% 6% 7% 9% 8%

Very Good 19% 21% 17% 23% 17% 20% 20% 19% 18% 20% 17% 15%

Good 31% 34% 29% 31% 31% 32% 31% 33% 29% 26% 26% 25%

Fair 30% 30% 30% 28% 32% 28% 32% 31% 31% 34% 37% 35%

Poor 13% 9% 18% 9% 13% 11% 11% 10% 15% 12% 11% 16%

Overall mental health rated as being Excellent, Very Good or Good 57% 61% 52% 63% 55% 61% 57% 59% 53% 54% 53% 49%

NICS People Survey 2020: Results by Question
For most of the question scores in this table, the higher the score the better. However, there are some scores for which a high score would represent a negative finding. For these scores, which are marked with an 
asterisk ( * ), the lower the score the better. 
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Background questions ^ NICS
'20

DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS NICS
'19

J1a. What is your sex?*

Female 54% 53% 59% 59% 57% 51% 62% 33% 57% 58% 51% 63% 50%

Male 46% 47% 41% 41% 43% 49% 38% 67% 43% 42% 49% 37% 50%

J1b. Is the gender you identify with the same as your sex registered at 
birth?

Yes >99% >99% >99% >99% >99% >99% >99% >99% >99% >99% >99% >99% n/a

No <1% <1% <1% <1% <1% <1% <1% <1% <1% <1% <1% <1% n/a

J2. What is your age?

Aged 16-34  10% 11% 10% 8% 4% 13% 7% 7% 11% 11% 5% 13% 14%

Aged 35-44  29% 28% 28% 31% 28% 32% 32% 27% 27% 28% 37% 35% 29%

Aged 45-54 34% 36% 33% 34% 41% 30% 35% 31% 39% 34% 37% 35% 33%

Aged 55+ 27% 26% 28% 27% 27% 24% 26% 35% 23% 27% 22% 17% 23%

J3. What is your ethnic group?

White 99% >99% 99% >99% 99% 99% >99% 98% 99% 98% >99% >99% 99%

Other Ethnic Group 1% <1% 1% <1% 1% 1% <1% 2% 1% 2% <1% <1% 1%

J4a. Do you have any physical or mental health conditions or illnesses 
lasting or expected to last 12 months or more?*

Yes 29% 26% 36% 26% 28% 24% 25% 25% 29% 31% 22% 30% 20%

No 71% 74% 64% 74% 72% 76% 75% 75% 71% 69% 78% 70% 80%

J4b. Do any of your conditions or illnesses reduce your ability to carry out 
day-to-day activities?*
(answered only by respondents who selected "Yes" for question J4a)

Yes 60% 56% 65% 56% 48% 55% 63% 57% 62% 69% 80% 48% 80%

No 40% 44% 35% 44% 52% 45% 37% 43% 38% 31% 20% 52% 20%

NICS People Survey 2020: Background Questions by Department
^ The following questions were voluntary with a proportion of staff choosing 'prefer not to say' answer options. Consequently, the below results exclude any 'prefer not to say' responses. 
*The wording of Gender questions J1a and Health questions J4a & J4b have been modified for the NICS People Survey 2020 in comparison to the NICS People Survey 2019.
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Background questions ^ NICS
'20

DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS NICS
'19

J5. Do you look after or give help or support to anyone because they 
have long-term physical or mental conditions, or illness or
problems related to old age?

Yes 61% 58% 58% 64% 57% 68% 70% 61% 62% 67% 48% 64% 64%

No 39% 42% 42% 36% 43% 32% 30% 39% 38% 33% 52% 36% 36%

J6. Do you have childcare responsibilities as a primary care giver (e.g. 
parent /guardian)?

Yes 56% 54% 58% 56% 53% 56% 57% 54% 58% 54% 46% 52% 57%

No 44% 46% 42% 44% 47% 44% 43% 46% 42% 46% 54% 48% 43%

J7. Which of the following phrases best describes your sexual 
orientation?

Heterosexual / Straight 97% 98% 97% 97% 98% 96% 96% 98% 96% 97% >99% 98% 97%

Lesbian, Gay, Bisexual or Other 3% 2% 3% 3% 2% 4% 4% 2% 4% 3% <1% 2% 3%

J8. What is your religion?

Catholic 44% 46% 52% 41% 29% 41% 35% 49% 30% 29% 35% 54% 42%

Protestant 38% 37% 32% 41% 51% 37% 43% 38% 51% 51% 45% 31% 34%

Other Religion 3% 3% 2% 3% 4% 3% 2% 4% 4% 2% 6% 3% 5%

No Religion 15% 14% 14% 15% 17% 18% 20% 10% 15% 18% 13% 12% 19%

^ The following questions were voluntary and a small number of staff chose the 'prefer not to say' option. Consequently, the below results exclude any 'prefer not to say' responses. 

NICS People Survey 2020: Background Questions by Department
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NICS Benchmark Score Change in benchmark score 

NICS People Survey 2020
Annex A - Employee Engagement Index changes over time 

Employee Engagement 2009 2011 2013 2015 2017 2018 2019 2020
2009 - 
2011

2011 - 
2013

2013 - 
2015

2015 - 
2017

2017 - 
2018

2018 - 
2019

2019-
2020

B47. I am proud when I tell others I am part of my department 28% 31% 34% 32% 32% 35% 36% 49% +3 +3 -2 0 +3 +1 +13

B48. I would recommend my department as a great place to 
work

29% 32% 36% 31% 35% 39% 40% 51% +3 +4 -5 +4 +4 +1 +11

B49. I feel a strong personal attachment to my department 27% 29% 30% 30% 28% 30% 31% 39% +2 +1 0 -2 +2 +1 +8

B50. My department inspires me to do the best in my job 25% 25% 27% 25% 27% 30% 31% 42% 0 +2 -2 +2 +3 +1 +11

B51. My department motivates me to help it achieve its 
objectives

23% 24% 26% 24% 27% 29% 30% 41% +1 +2 -2 +3 +2 +1 +11

Employee Engagement Index (EEI) 46% 48% 49% 47% 49% 51% 51% 57% +2 +1 -2 +2 +2 0 +6

Engagement index - by grade

Employee Engagement Index - Grade 7 and above n/a 59% 60% 58% 60% 61% 63% 64% n/a +1 -2 +2 +1 +2 +1

Employee Engagement Index - Deputy Principal n/a 51% 54% 51% 53% 53% 55% 60% n/a +3 -3 +2 0 +2 +5

Employee Engagement Index - Staff Officer n/a 50% 53% 50% 51% 54% 54% 60% n/a +3 -3 +1 +3 0 +6

Employee Engagement Index - EOI / EOII n/a 45% 48% 46% 47% 48% 47% 53% n/a +3 -2 +1 +1 -1 +6

Employee Engagement Index - AO / AA n/a 45% 47% 45% 46% 47% 47% 54% n/a +2 -2 +1 +1 0 +7

Employee Engagement Index - Technical & Industrial Grades* n/a 49% 52% 50% 48% 47% 44% 42% n/a +3 -2 -2 -1 -3 -2

Employee Engagement Index - Prison Grades n/a n/a 31% 28% 31% 30% 41% 36% n/a n/a -3 +3 -1 +11 -5

Employee Engagement Index - Temporary / Agency Staff n/a n/a n/a n/a n/a 63% 60% 67% n/a n/a n/a n/a n/a -3 +7

'*' Results for Technical & Industrial grades in 2019 & 2020 consist of TG1 Vehicle Inspectors and Industrial staff, while results in previous years this included all Technical grades and Industrial staff
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NICS
'20 DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS

All Grades * 22,999 3,217 6,840 1,185 558 3,430 513 2,991 3,378 333 109 445

Grade 7 and above 2,109 388 219 185 134 496 138 157 192 86 21 93

Deputy Principal 2,687 496 366 243 100 573 125 313 256 75 38 102

Staff Officer 3,163 748 615 215 89 572 117 375 331 70 9 22

EOI / EOII 7,297 972 3,225 359 126 993 86 722 648 61 24 81

AO / AA 5,297 427 2,390 183 109 786 47 546 604 41 17 147

Vehicle Inspectors TG1 Grade 345 0 0 0 0 0 0 345 0 0 0 0

Industrial Grades 774 186 25 0 0 10 0 533 20 0 0 0

Prison Grades 1,327 ─ ─ ─ ─ ─ ─ ─ 1,327 ─ ─ ─

AA and above^ 20,553 3,031 6,815 1,185 558 3,420 513 2,113 2,031 333 109 445

Staff Officer and above 7,959 1,632 1,200 643 323 1,641 380 845 779 231 68 217

AA to EOI^ 12,594 1,399 5,615 542 235 1,779 133 1,268 1,252 102 41 228

* Overall and Departmental total head counts do not include Temporary/Agency staff as staff headcount information is not available for these groups. 

^ Figures exclude Vehicle Inspectors, Industrial and Prison Grades and Temporary Staff

 ─ denotes departments with no staff at this grade

NICS People Survey 2020
Annex B - Headcount of NICS civil servants invited to take part in 2020 People Survey
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NICS
'20 DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS

All Grades * 10,907 1,537 3,397 692 345 1,833 286 1,236 1,091 198 78 214

Grade 7 and above 1,340 215 184 123 85 323 73 116 104 52 10 55

Deputy Principal 1,700 301 287 150 71 344 67 207 156 44 35 38

Staff Officer 1,804 357 439 130 58 304 76 216 160 41 7 16

EOI / EOII 3,429 389 1,578 188 84 462 46 339 252 37 16 38

AO / AA 1,935 187 761 85 43 325 16 243 195 18 10 52

Vehicle Inspectors TG1 Grade 78 0 0 0 0 0 0 78 0 0 0 0

Industrial Grades 60 36 16 0 0 2 0 6 0 0 0 0

Prison Grades 191 0 0 0 0 0 0 0 191 0 0 0

Temporary / Agency Staff 370 52 132 16 4 73 8 31 33 6 0 15

AA and above^ 10,208 1,449 3,249 676 341 1,758 278 1,121 867 192 78 199

Staff Officer and above 4,844 873 910 403 214 971 216 539 420 137 52 109

AA to EOI 5,364 576 2,339 273 127 787 62 582 447 55 26 90

* Overall and Departmental response counts include Temporary/Agency staff. 

^ Figures exclude Vehicle Inspectors, Industrial and Prison Grades and Temporary Staff

 ─ denotes departments with no staff at this grade

NICS People Survey 2020
Annex C - Response count of NICS civil servants who completed the 2020 People Survey
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NICS
'20 DAERA DfC DfE DE DoF DoH DfI DoJ TEO HSENI PPS

All Grades* 46% 46% 48% 57% 61% 51% 54% 40% 31% 58% 72% 45%

Grade 7 and above 64% 55% 84% 66% 63% 65% 53% 74% 54% 60% 48% 59%

Deputy Principal 63% 61% 78% 62% 71% 60% 54% 66% 61% 59% 92% 37%

Staff Officer 57% 48% 71% 60% 65% 53% 65% 58% 48% 59% 78% 73%

EOI / EOII 47% 40% 49% 52% 67% 47% 53% 47% 39% 61% 67% 47%

AO / AA 37% 44% 32% 46% 39% 41% 34% 45% 32% 44% 59% 35%

Vehicle Inspectors TG1 Grade 23% ─ ─ ─ ─ ─ ─ 23% ─ ─ ─ ─

Industrial Grades 8% 19% 64% ─ ─ 20% ─ 1% 0% ─ ─ ─

Prison Grades 14% ─ ─ ─ ─ ─ ─ ─ 14% ─ ─ ─

AA and above^ 50% 48% 48% 57% 61% 51% 54% 53% 43% 58% 72% 45%

Staff Officer and above 61% 53% 76% 63% 66% 59% 57% 64% 54% 59% 76% 50%

AA to EOI 43% 41% 42% 50% 54% 44% 47% 46% 36% 54% 63% 39%

* Overall and Departmental response rates are calculated excluding Temporary/Agency staff response counts as staff headcount information is not available for these groups.

^ Figures exclude Vehicle Inspectors, Industrial and Prison Grades and Temporary Staff

 ─ denotes departments with no staff at this grade

NICS People Survey 2020
Annex D - Response rate of NICS civil servants who completed the 2020 People Survey
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Question 
No.

Survey Question
 

How it was calculated

Q1 I am proud when I tell others I am part of my department  % of staff selecting 'Agree' or 'Strongly Agree'

Q2 I would recommend my department as a great place to work % of staff selecting 'Agree' or 'Strongly Agree'

Q3 I feel a strong personal attachment to my department % of staff selecting 'Agree' or 'Strongly Agree'

Q4 My department inspires me to do the best in my job % of staff selecting 'Agree' or 'Strongly Agree'

Q5 My department motivates me to help it achieve its objectives % of staff selecting 'Agree' or 'Strongly Agree'

Q6_1 During the pandemic, I've mostly worked from... Home  % selecting 'I've worked from home'

Q6_2 During the pandemic, I've mostly worked from...NICS office or equivalent establishment  
% of staff selecting 'NICS office or equivalent establishment' or 
'Other location'

Q6_3 During the pandemic, I've mostly worked from…A mix of both office and home  % selecting 'A mix of both office and home'

Q7_1
I have been unable to work at least one day since the Covid-19 outbreak due to …Being unwell with symptoms of 
Covid-19

 % selecting 'being unwell with symptoms of Covid-19'

Q7_2
I have been unable to work at least one day since the Covid-19 outbreak due to …Being in quarantine or self-
isolation for Covid-19

% selecting 'being in quarantine or self-isolation for Covid-19'

Q7_3
I have been unable to work at least one day since the Covid-19 outbreak due to …Caring responsibilities related 
to Covid-19

% selecting 'caring responsibilites related to Covid-19'

Q7_4
I have been unable to work at least one day since the Covid-19 outbreak due to …Other issues or disruption 
related to Covid-19

% selecting 'other issues or disruption related to Covid-19'

Q7_5 I have been unable to work at least one day since the Covid-19 outbreak due to …any reason related to Covid-19 

% of staff selecting any of the answer options: 'being unwell 
with symptoms of Covid-19', 'being in quarantine or self-
isolation for Covid-19', 'caring responsibilites related to Covid-
19', 'other issues or disruption related to Covid-19'

NICS People Survey 2020
Annex E - Calculation of Percentage Scores for each Question
Survey questions listed by theme & the calculation for each percentage score

Employee Engagement

The Coronavirus (Covid-19) Pandemic
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Question 
No.

Survey Question
 

How it was calculated

Q8_1 The Covid-19 pandemic has had...a positive impact on my physical health
% of staff selecting 'Significant positive impact' or 'Fairly 
positive impact'

Q8_2 The Covid-19 pandemic has had…no impact on my physical health % selecting 'No impact'

Q8_3 The Covid-19 pandemic has had...a negative impact on my physical health
% of staff selecting 'Significant negative impact' or 'Fairly 
negative impact'

Q9_1 The Covid-19 pandemic has had...a positive impact on my mental health
% of staff selecting 'Significant positive impact' or 'Fairly 
positive impact'

Q9_2 The Covid-19 pandemic has had…no impact on my mental health % selecting 'No impact'

Q9_3 The Covid-19 pandemic has had...a negative impact on my mental health
% of staff selecting 'Significant negative impact' or 'Fairly 
negative impact'

Q10_1 The Covid-19 pandemic has had...a positive impact on my household finances
% of staff selecting 'Significant positive impact' or 'Fairly 
positive impact'

Q10_2 The Covid-19 pandemic has had…no impact on my household finances % selecting 'No impact'

Q10_3 The Covid-19 pandemic has had...a negative impact on my household finances
% of staff selecting 'Significant negative impact' or 'Fairly 
negative impact'

Q11_1 The Covid-19 pandemic has had...a positive impact on my caring responsibilities 
% of staff selecting 'Significant positive impact' or 'Fairly 
positive impact'

Q11_2 The Covid-19 pandemic has had…no impact on my caring responsibilities % selecting 'No impact'

Q11_3 The Covid-19 pandemic has had...a negative impact on my caring responsibilities 
% of staff selecting 'Significant negative impact' or 'Fairly 
negative impact'

Q12 The Covid-19 pandemic has had a positive impact on my relationships with the people I work with  
% of staff selecting 'Significant positive impact' or 'Fairly 
positive impact'

Q13 When working from home, my team is good at keeping up with informal connections  % of staff selecting 'Agree' or 'Strongly Agree'

Q14 My team has been working well together to support each other through the coronavirus (Covid-19) pandemic  % of staff selecting 'Agree' or 'Strongly Agree'

Q15 I have found that my team's way of working during the pandemic is more effective
% of staff selecting 'Significantly more effective' or Somewhat 
more effective'

NICS People Survey 2020
Annex E - Calculation of Percentage Scores for each Question

The Coronavirus (Covid-19) Pandemic

My Team
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Question 
No.

Survey Question
 

How it was calculated

Q16 My manager makes an effort to keep in touch with me when I'm working from home.  % of staff selecting 'Agree' or 'Strongly Agree'

Q17
Overall, my manager has been supportive in helping me adapt to changes caused by the coronavirus (Covid-19) 
pandemic.

 % of staff selecting 'Agree' or 'Strongly Agree'

Q18 The Covid-19 pandemic has had a positive impact on my work
% of staff selecting 'Significant positive impact' or 'Fairly 
positive impact'

Q19 The Covid-19 pandemic has had a positive impact on my productivity
% of staff selecting 'Significant positive impact' or 'Fairly 
positive impact'

Q20 The Covid-19 pandemic has had a positive impact on my relationship with my manager 
% of staff selecting 'Significant positive impact' or 'Fairly 
positive impact'

Q21 Since the start of the pandemic, I feel I have adapted well in my work role % of staff selecting 'Agree' or 'Strongly Agree'

Q22
Where I work, we have been able to provide a good level of support to customers or service users during the 
coronavirus (Covid-19) pandemic

% of staff selecting 'Agree' or 'Strongly Agree'

Q23 I have felt COVID-secure in the environment I have worked in during the pandemic % of staff selecting 'Agree' or 'Strongly Agree'

Q24 While working from home, my working environment has been suitable for long-term working % of staff selecting 'Yes' or 'Yes - with IT modifications'

Q25 Whilst working during the pandemic, I have been significantly impacted by isolation
% of staff selecting 'I've found isolation difficult' or 'Isolation 
has been very difficult for me'

Q26 The IT equipment I have at home (or remote location) allows me to get my job done % of staff selecting 'Agree' or 'Strongly Agree'

Q27
When working from home or another remote location during the Covid-19 pandemic, I have been able to work at 
times that suit my home life 

% of staff selecting 'Every day' or 'Most days'

Q28 I feel I am trusted to take breaks from work when I need to % of staff selecting 'Agree' or 'Strongly Agree'

Q29 I feel I am trusted to do my job and manage my time % of staff selecting 'Agree' or 'Strongly Agree'

Q30 I believe my work can be carried out as effectively at home as from the office % of staff selecting 'Agree' or 'Strongly Agree'

Q31 Working from home has changed my overall quality of life for the better % selecting 'Changed for the better'

Work location

Work from home

My Work

NICS People Survey 2020
Annex E - Calculation of Percentage Scores for each Question

My Manager
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Question 
No.

Survey Question
 

How it was calculated

Q32_1 Having had the experience of working from home, my preference would be to…work from home everyday % selecting 'Work from home everyday'

Q32_2 Having had the experience of working from home, my preference would be to…work from home most days % selecting 'Work from home most days'

Q32_3
Having had the experience of working from home, my preference would be to…have an equal mix of work from 
home/office

% selecting 'Have an equal mix of work from home/office'

Q32_4 Having had the experience of working from home, my preference would be to…work from the office most days % selecting 'Work from the office most days'

Q32_5 Having had the experience of working from home, my preference would be to…work from the office everyday % selecting 'Work from the office everyday'

Q32_6
Having had the experience of working from home, my preference would be to…access another NICS office 
location close to home where this is possible

 
% of selecting 'access another NICS office location close to 
home where this is possible'

Q33_1 In general, how would you rate your overall physical health now…Excellent  % selecting 'Excellent'

Q33_2 In general, how would you rate your overall physical health now…Very Good  % selecting 'Very Good'

Q33_3 In general, how would you rate your overall physical health now…Good  % selecting 'Good'

Q33_4 In general, how would you rate your overall physical health now…Fair  % selecting 'Fair'

Q33_5 In general, how would you rate your overall physical health now…Poor  % selecting 'Poor'

Q34_1 In general, how would you rate your overall mental health now…Excellent  % selecting 'Excellent'

Q34_2 In general, how would you rate your overall mental health now…Very Good  % selecting 'Very Good'

Q34_3 In general, how would you rate your overall mental health now…Good  % selecting 'Good'

Q34_4 In general, how would you rate your overall mental health now…Fair  % selecting 'Fair'

Q34_5 In general, how would you rate your overall mental health now…Poor  % selecting 'Poor'

NICS People Survey 2020
Annex E - Calculation of Percentage Scores for each Question

Work from home

Physical and Mental Health
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Question 
No.

Survey Question
 

How it was calculated

J1a_1 What is your sex…Female  % selecting 'Female'

J1a_2 What is your sex…Male  % selecting 'Male'

J1b_1 Is the gender you identify with the same as your sex registered at birth…Yes  % selecting 'Yes'

J1b_2 Is the gender you identify with the same as your sex registered at birth…No  % selecting 'No'

J2_1 What is your age…Aged 16-34  % of staff selecting '16-19' or '20-24' or '25-29' or '30-34'

J2_2 What is your age…Aged 35-44  % of staff selecting '35-39' or '40-44'

J2_3 What is your age…Aged 45-54  % of staff selecting '45-49' or '50-54'

J2_4 What is your age…Aged 55+  % of staff selecting '55-59' or '60-64' or '65 or older'

J3_1 What is your ethnic group…White  % selecting 'White'

J3_2 What is your ethnic group…Other Ethnic Group
% selecting 'Black' or 'Irish Traveller' or 'Indian' or 'Pakistani' or 
'Bangladeshi' or 'Chinese' or 'Asian Other' or 'Mixed/Multiple' 
or 'Other Ethnic Group'

J4a_1 Do you have any long-standing physical or mental health condition, illness, impairment or disability…Yes % selecting 'Yes'

J4a_2 Do you have any long-standing physical or mental health condition, illness, impairment or disability…No % selecting 'No'

J4b_1 Does this condition, illness or disability have an impact on your daily activity or the work you can do…Yes, a lot % selecting 'Yes, a lot'

J4b_2 Does this condition, illness or disability have an impact on your daily activity or the work you can do…Yes, a little % selecting 'Yes, a little'

J4b_3 Does this condition, illness or disability have an impact on your daily activity or the work you can do…No % selecting 'No'

NICS People Survey 2020
Annex E - Calculation of Percentage Scores for each Question

Background Questions
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Question 
No.

Survey Question
 

How it was calculated

J5_1
Do you look after or give help or support to anyone because they have long-term physical or mental conditions, or 
illness or problems related to old age…Yes

% selecting 'Yes'

J5_2
Do you look after or give help or support to anyone because they have long-term physical or mental conditions, or 
illness or problems related to old age…No

% selecting 'No'

J6_1 Do you have childcare responsibilities as a primary care giver (e.g. parent /guardian)…Yes % selecting 'Yes'

J6_2 Do you have childcare responsibilities as a primary care giver (e.g. parent /guardian)…No % selecting 'No'

J7_1 Which of the following phrases best describes your sexual orientation…Heterosexual/Straight % selecting 'Heterosexual/Straight'

J7_2 Which of the following phrases best describes your sexual orientation…Lesbian, Gay, Bisexual or Other
% of staff selecting 'Gay or Lesbian' or 'Bisexual' or 'Other 
sexual orientation'

J8_1 What is your religion…Catholic % selecting 'Catholic'

J8_2 What is your religion…Protestant % selecting 'Protestant'

J8_4 What is your religion…No Religion % selecting 'No religion'

J8_5 What is your religion…Other Religion
% of staff selecting 'Other Christian' or 'Sikh' or 'Buddhist' or 
'Jewish' or 'Muslim' or 'Hindu' or 'Other Religion'

Background Questions

NICS People Survey 2020
Annex E - Calculation of Percentage Scores for each Question
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NICS People Survey 2020 
Technical Notes 
1. Employee Engagement Index
The Employee Engagement Index (EEI) is the
weighted average of the responses to the five
employee engagement questions (Q1-Q5). It
ranges from 0% to 100%.

A score of 0% represents respondents who give a 
rating of “strongly disagree” to all five questions. 
A score of 100% represents respondents who give 
a rating of “strongly agree” to all five questions. 

The NICS score is the average across all 10,907 
respondents (not organisations). The scores for 
individual departments and business areas are 
averages across all staff employed in those 
departments and business areas. 

2. EEI changes from 2019
Changes in EEI is calculated as the 2020 score
minus the equivalent score for 2019. The
calculation is based on the rounded figures
published in this report and its 2019 equivalent.

3. Results by Question: Q1 to Q34
In previous years, questions B01 to B61 had the
same answer response ‘Strongly agree’ to
‘Strongly disagree’. This year, the answer
responses options for Q1 to Q34 vary. Annex E
provides an explanation of how percentage results
were calculated for Q1 to Q34.

4. Temporary/Agency Workers
Statistical results presented in this report do
include responses received from the 370
Temporary / Agency workers who participated in
the NICS People Survey 2020. However, the
number of Temporary / Agency workers employed
across NICS departments was unknown at the
time of the 2020 survey. Therefore it was not
possible to calculate response rates that included
these workers.

As a result, any tables in this report which display 
the headcounts of NICS staff invited to complete 
the survey, as well as any final response rate 
figures, have by necessity excluded counts of 
Temporary / Agency workers. 

5. Comparisons with NICS People Survey 2019
Differences from NICS 2019 are calculated as the
2020 score minus the equivalent score for 2019.
The calculation is based on the rounded figures
published in this report and its 2019 equivalent.

6. Multiple response option for Q7
For Q7, respondents could select more than one
answer option for been unable to work at least
one day due to Covid-19 related reasons.

7. Work from Home Questions
The questions Q13, Q16, Q24 and Q26 to Q32
were only asked of staff who stated that they had
worked from home since the start of the
pandemic, or who have had a mixture of working
from home and in an NICS location.

8. Result by Question: Background Questions
The wording of questions J1a, J1b, J4a and J4b
has been modified and differs from the 2019
NICS People Survey. As these questions are no
longer directly comparable to 2019, a
comparative figure cannot be provided.
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6.09 Dignity at Work v1.0 

 

6.09 Dignity at Work Homepage 
 

This policy is about creating and sustaining a productive working environment for all staff free 

from any form of inappropriate behaviour.  It provides information on what to do should you 

feel your dignity at work has been affected, and also if you have been accused of offensive 

behaviour.  It also sets out the procedures to be used to lodge a complaint. 

 

• If you are unsure what constitutes unacceptable behaviour, please read the definition and 

information provided in Section 2 Unacceptable behaviour 

• Please refer to Section 3 What can you do if you feel your dignity at work has been 

affected?, if you need advice on who to speak to 

• If you are being accused of unwelcome behaviour, please read Section 4 What can you do 

if you are advised that your conduct is offensive? 

• If you are a witness to unacceptable behaviour – see Section 5 What can you do if you 

witness conduct and  Section 6 Complaints involving individuals outside your Department 

or Agency 

• Information on the legal position is given in Section 7 Statutory Rights and Section 8 Data 

Protection Act 

 

 

The following terms within this policy are defined in the glossary: 

 

Inappropriate behaviour, whistleblowing 

 

 

You may also be interested in the following policies: 

1.05 Career Opportunities and Promotion, 4.01 Personnel Records and Data Protection, 6.01 

Standards of Conduct, 6.03 Discipline, 6.04 Grievance, 6.06 Inefficiency Sickness Absence 

and 6.07 Inefficiency Performance 
 

 

This policy is version 1. 

For a printable version please click the icon. Please make sure that your printed version is current with the one on 

this portal. 

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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6.09 DIGNITY AT WORK 

 
1 Introduction 
 

1.1 The Northern Ireland Civil Service (NICS) is committed to equality of opportunity and 

to creating and sustaining an environment where everyone is treated with respect and dignity, 

free from any form of inappropriate behaviour, and one in which all employees can give of 

their best. 

 

1.2 Unwanted, unreasonable and offensive conduct can and does occur in any 

workplace and at any level. It detracts from a productive working environment and 

can affect health, confidence, morale and performance.   

 

1.3 The aim of this policy is to make staff aware of the types of behaviour that might cause 

offence, to highlight the sources of information and assistance which are available and the 

procedures for dealing with inappropriate behaviour.  There are separate Informal and Formal 

procedures for resolving complaints under this policy, the details of which are set out in the 

User Guide 6.04 Dignity at Work.   

What type of behaviour may affect dignity at work? 

1.4 A variety of terms can be used to describe inappropriate behaviours that may impact on a 

person’s dignity at work, including harassment, bullying, discrimination and victimisation.  

This policy is deliberately broad in scope and addresses: 

Any form of unwanted, unreasonable and offensive conduct that has the purpose 

or effect of violating a person’s dignity or creating an intimidating, hostile, 

degrading, humiliating or offensive environment.  Conduct shall be regarded as 

having this effect only if, having regard to all the circumstances and in particular 

the complainant’s perception, it should be reasonably considered as having that 

effect. 

1.5 At times the offensive conduct can be unintentional on the perpetrator’s part.  However, 

it must be emphasised that it is the impact of the conduct on the recipient and not the intention 

of the perpetrator that is significant.   Staff whose behaviour constitutes harassment, bullying, 

discrimination or victimisation can be liable for disciplinary action which could lead to their 

dismissal.  

 

1.6 It will always be assumed that complaints have been made in good faith unless there is 

evidence to the contrary.  If it becomes apparent that an accusation was deliberately false, 

mischievous or vexatious, and was not due to a misunderstanding or genuine mistake, it will 

be treated as a serious matter and may lead to disciplinary action.   

 



      

2 Unacceptable behaviour 

Harassment 

2.1 Harassment is unwanted, unreasonable and offensive conduct that it linked to aspects of 
a person's social identity, in other words sex, race/ethnic origin, marital status, religious 
 belief, political opinion, age, disability, sexual orientation, whether or not they have 
dependants, pregnancy and maternity leave, gender reassignment, and being a civil partner.  

Bullying 

2.2 Where the unwanted conduct is not linked to a person’s social identity then it is often 

referred to as bullying.  There is no legal definition of bullying.  However, it is generally 

accepted that bullying comprises “persistent offensive, abusive, intimidating, malicious or 

insulting behaviour, which makes the recipient feel upset, threatened, humiliated or 

vulnerable, which undermines his/her self confidence and which may cause him/ her to suffer 

stress.  It can be carried out by senior staff against more junior staff, by staff of the same grade 

as the victim(s) or by junior staff against more senior staff”. 

What is not bullying 

2.3 Legitimate, constructive and fair criticism of an employee’s performance or behaviour at 

work is not bullying.  Isolated incidents of unreasonable behaviour such as abruptness, 

sharpness or rudeness whilst totally unacceptable, should not be described as bullying.  Many 

of these are legitimate employment relations difficulties that, wherever possible, should be 

dealt with in the first instance by letting the person know how their behaviour has made you 

feel.  Only offensive behaviour, which is persistent, should be regarded as bullying. 

Discrimination 

2.4 Discrimination is unlawful when someone is treated less favourably or unfairly 

compared to others on the grounds of a protected characteristic, in other words their gender (or 

gender re-assignment), marital status, religious belief and/or political opinion, race, disability,

age, pregnancy and maternity leave, sexual orientation, being a civil partner or membership 
 or non-membership of a Trade Union. It can be direct - when people are treated less 
favourably because of a protected characteristic, or indirect - when a condition or 
requirement is applied equally to all but which is harder for one group to meet than another 
 or which has a disproportionate or otherwise detrimental impact on them and cannot be
justified. A failure to make a reasonable adjustment for a disabled person is also a form of  
 discrimination.   



          

Victimisation 

2.5 This policy will also protect staff who make complaints of harassment or bullying and 

others who give evidence or information in connection with a complaint from victimisation.  

Victimisation occurs where a person who has made a complaint or assisted a complainant 

under this policy, is treated less favourably than others as a consequence.   

Forms of unwanted, unreasonable and offensive conduct 

2.6 The following list, while not exhaustive, provides guidance as to the common forms of 

unwanted, unreasonable and offensive conduct dealt with under this policy. 

 

• Unwanted physical contact, ranging from unnecessary touching or brushing to serious 

assault; 

• Use of verbal or physical threats or abuse, including sectarian, political, racial or 

sexually derogatory or stereotyped remarks and statements or offensive terminology 

relating to people with a disability; 

• Jokes or remarks that are related to age, that have a lewd, sectarian, racist or disability 

content, or which contain innuendo or mockery; 

• Unwanted, intrusive questioning of a person about their marital status, sexual interests or 

orientation, age, religious belief, political opinion, race or ethnic origin; 

• Coercion, including suggestions that sexual favours may further a person’s career or that 

not providing them may adversely affect their career; 

• Visual display of pornographic, sexually explicit or suggestive pictures, objects or 

written material (including the use of e-mail to send such material), political posters, 

graffiti, obscene gestures, flags, bunting, emblems and the wearing of distinctive 

clothing or sportswear which may be deemed offensive by others, for example, football, 

GAA, rugby tops, any clothing containing lewd or offensive images/slogans; 

• Isolation and/or non co-operation at work, exclusion from work-related social activities; 

• Use of implicit or explicit behaviour to control, influence or affect the career of another 

person whom they manage or over whom they exert actual or perceived authority; 

• Persistent and unreasonable criticism;  

• Unreasonable demands and impossible targets; 

• Refusing to make reasonable adjustments to accommodate a disabled person; 

• Refusing annual leave in connection with observance of religious and cultural events 

such as Islamic Festivals or Chinese New Year without reasonable justification. 



          

Work-related social events 

2.7 Inappropriate behaviour such as those listed above can lead to complaints of bullying or 

harassment whether they occur at the workplace or at other venues during work-related events.  

Recent tribunal cases have made it clear that work related events are considered under the law 

as a continuation of the workplace and that inappropriate behaviour which occurs at training 

courses or social events such as Christmas parties, or in the pub after work, can constitute 

unlawful discrimination in the same way as if it had occurred in the workplace. 

 

 

3 What can you do if you feel your dignity at work has been affected? 
 

3.1 If you feel you have been subjected to unwanted, unreasonable and offensive conduct 

you should discuss your concerns with someone and explore with them your options for 

resolving the problem.  Work colleagues are obvious sources of help.  However you can also 

speak to your Line Manager or supervisor (unless this is the person who has caused the 

problem, in which case you can speak to another person in the management chain) or a 

Harassment Contact Officer.   

 

3.2 Harassment Contact Officers are fully conversant with NICS policy and procedures, and 

are trained to offer support and information to any member of staff who considers that s/he has 

been subjected to unwanted, unreasonable and offensive behaviour.  Other sources of help and 

assistance are your Departmental Equal Opportunities Officer or Trade Union representative.  

Full details of the informal and formal procedures that can be used to resolve complaints can 

be found in User Guide 6.04 Dignity at Work.   

 

 

4 What can you do if you are advised that your conduct is offensive? 
 

4.1 If you are advised that your behaviour is considered to be offensive, you will probably 

find this accusation very stressful and upsetting.  You can speak to a Harassment Contact 

Officer for advice and/or guidance.  Contact numbers can be obtained from your Departmental 

Equal Opportunities Officer.  You should treat this as a serious matter and do all you can to 

resolve the situation at an early stage.  If you are approached in this context there are a number 

of things to consider, including: 
 

• Remember that if a person feels offended by your behaviour, the feelings are very real to 

them, therefore try to remain calm and objective, be open and receptive to the comments 

being made; 

• Do not try to convince the complainant that the complaint is invalid or to withdraw it as 

this may amount to victimisation;  

• Look at your behaviour to see how it might have given rise to the complaint and how it 

might be modified; 



          

• An informal meeting often presents an opportunity to clarify actions or behaviour and an 

apology, for example, if your behaviour has been misinterpreted, often remedies the 

situation; 

• You may wish to keep a record of any discussions or meetings that take place 

subsequent to being approached. 

 

5 What can you do if you witness offensive conduct? 
 

5.1 All staff have a role in creating and sustaining a working environment in which 

individuals are treated with dignity and respect.  If you witness inappropriate behaviour it is 

therefore important that you should try to discourage it by: 

 

• making it clear that you find the behaviour unacceptable; 

• showing support to colleagues who suffer such treatment; 

• reporting the incident to your Line Manager/supervisor or another officer in the 

management chain; 

• making a personal note of what happened.  This will be useful if you are later asked to 

provide information as part of an investigation into a formal complaint. 

 

6 Complaints involving individuals outside your Department or Agency 
 

Staff in another NICS Department or Agency 

 

6.1 Where a complaint involves staff from another Department or Agency, it will be handled 

by the Equal Opportunities Officer in the complainant’s department, who will liaise closely 

with the Equal Opportunities Officer in the alleged offender’s department to keep them 

informed of progress.  As with all complaints it is important that staff involved receive 

whatever assistance is required.  When the investigation is completed, the Departmental Equal 

Opportunities Officer handling the complaint will discuss the outcome of the investigation, 

and whether or not the complaint should be upheld, with the alleged offender’s Departmental 

Equal Opportunities Officer.  Both Departmental Equal Opportunities Officers will ensure that 

the decision is quickly communicated to all parties.  Where a complaint is upheld, the report 

will be passed to the alleged offender’s department who will decide if disciplinary action is 

appropriate in accordance with normal procedures. 

 



          

Harassment or bullying of staff by members of the public 

 

6.2 If you are subjected to offensive conduct by a member of the public, you should report 

the incident as soon as possible to your Line Manager.  As the Northern Ireland Civil Service 

representative at local level, it is the manager’s responsibility to satisfy him/herself that the 

complaint is well founded and take steps to ensure that the behaviour is stopped.  The manager 

should make the member of the public aware that his/her behaviour is unacceptable and must 

stop.  It should be made clear that if the behaviour is not stopped, the member of the public 

may be excluded from the office and will only be dealt with by telephone or correspondence, 

or the contact may be suspended or terminated.  If necessary a warning letter should be sent.  

The manager should keep a record of the incident and the action s/he took to ensure the 

offensive behaviour was stopped. 

 

Complaints involving contractors 

 

6.3 Complaints involving contractors’ employees will normally be handled by local 

management.  If attempts to resolve complaints are unsuccessful they can be raised with the 

Departmental Equal Opportunities Officer.  If necessary, complaints can be dealt with under 

the provisions of this policy. 

 

Staff on secondment 

 

6.4 In all secondments both inward, when staff from other organisations come to work in the 

NICS, and outward, when NICS staff go to work in outside bodies, the secondment agreement 

should specifically state the arrangements that will apply in the event of a complaint involving 

the secondee.  It is expected that in such cases both organisations will jointly agree on who 

will take the lead in carrying out the investigation.  

 

 

7 Procedures that apply to complaints outside the scope of this policy 
 

7.1 Complaints about a protected disclosure under the Public Interest Disclosure Order 

(“Whistleblowing”) can be raised under the procedures set out in Annex 3 of the policy 

6.01 Standards of Conduct in the HR Handbook. 

 

7.2 Complaints relating to a matter of conscience under the NICS Code of Ethics can be 

raised under the procedures set out in Annex 1 of the policy 6.01 Standards of Conduct on the 

HR Handbook. 

 

7.3 Separate procedures apply if you wish to appeal against the outcome of action taken 

under the formal Disciplinary or Inefficiency procedures and are set out in the policies 

6.03 Discipline and 6.06 Inefficiency Sickness Absence and 6.07 Inefficiency Performance in 

the Electronic Staff Handbook.  A complaint about informal disciplinary or inefficiency action 

will be treated as a grievance and dealt with under the Grievance procedure set out in policy 

6.04 Grievance.  

 



          

7.4 The Occupational Health Service (OHS) has a process for appealing against a medical 

retirement decision. 

 

7.5 Separate internal procedures apply when dealing with disputes relating to pension 

matters. 

 

7.6 Where the complaint relates to a promotion matter, the existing appeal mechanisms 

within the promotion process as set out in the Electronic Staff Handbook can be used to seek 

informal resolution (1.05 Career Opportunities and Promotion).  The Grievance procedures 

can be used to resolve formal complaints. 

 

7.7 Complaints relating to any employment related matter outside the policies listed above 

will be dealt with under the Grievance procedures set out in the Electronic Staff Handbook 

(6.04 Grievance). 

 

 

8 Statutory rights 
 

8.1 There are various legal remedies available to those who are subjected to unwanted, 

unreasonable and offensive conduct in the workplace and the procedures accompanying this 

policy do not prevent staff from exercising those rights.  Should the behaviour constitute a 

criminal offence (for example assault) then criminal law will apply otherwise the civil 

remedies below are available.  The common law duty of care requires an employer to provide 

a safe environment.   

 

Anti-Discrimination Legislation 

 

8.2 Unwanted, unreasonable and offensive conduct that is based on social identity or 

protected characteristics, is covered by the following legislation: 
 

• Sex Discrimination (NI) Order 1976 as amended (gender, marital status, pregnancy
          and maternity leave, gender reassignment or being a civil partner); 

     • Fair Employment and Treatment (NI) Order 1998 as amended (religious belief, political 

      opinion); 

     •  Race Relations (NI) Order 1997 as amended (colour, race, belonging to the Irish

          Traveller community, nationality or ethnic or national origin); 

          • Disability Discrimination Act 1995 (protection for disabled persons against 

          discrimination on the grounds of disability); 

        • Employment Equality (Sexual Orientation) Regulations (NI) 2003 (sexual orientation); 

        • Employment Rights (NI) Order 1996 (discrimination on grounds of Trade Union 

        Membership); 

       • Employment Equality (Age) Regulations (NI) 2006 (age). 



          

 

Other Legislation 

 

8.3 Where the above legislation is not relevant (in other words, where the unwanted conduct 

is not related to social identity or protected characteristic) the following legislation may be 

cited: 

 

• Health & Safety at Work (NI) Order 1978 

• Protection form Harassment (NI) Order 1997 

8.4 There are time limits within which action must be taken and staff who are considering 

this option should consult their legal advisers.  Other sources of advice include Citizens 

Advice, the Equality Commission and the Labour Relations Agency.  If the complaint involves 

sex, sexual orientation, disability, age or racial discrimination the complaint must be lodged 

with the Industrial Tribunal within three months from the date that the last act of 

discrimination occurred.  For religious or political discrimination a complaint must be lodged 

with the Fair Employment Tribunal within three months from the date when the person first 

knew or might reasonably have been expected that have first known of the act of 

discrimination, or within six months from the date on which the act was done, whichever is 

earlier.  However staff should be aware that if they wish to present a claim to a tribunal they 

will normally be expected to have raised their complaint under the NICS internal procedures 

and have waited 28 days before lodging a complaint with the tribunal office. 

 

 

9 Data Protection Act 
 

9.1 Under the Data Protection Act you have the right to request information held on you and 

this may, in certain circumstances, apply for information provided in connection with a 

Dignity at Work complaint. 

 

9.2 On request the Departmental Equal Opportunities Officer will consider supplying 

information held about the individual making the request.  The consent of the person who 

supplied the information will be sought before any disclosure is made.  However, if consent to 

disclose information provided by one individual about another is not given, and it is 

considered necessary to comply with the request for information, anything that would identify 

the supplier of the information will be redacted (in other words edited for publication).  

Further information is contained in 4.01 Personnel Records and Data Protection section of the 

Electronic Staff Handbook. 

 

 



          

10 Personal Liability 
 

10.1 If legal proceedings are invoked then the alleged offender (the respondent) may be held 

personally liable for acts of unwanted, unreasonable and offensive conduct.  If a member of 

staff is considered to have been acting outside the scope of his/her duty or this policy, so that 

the Department has no legal responsibility, that officer will have to arrange his/her own 

representation and the Department will not accept responsibility for compensation or damages. 

 

 

11 Rights, roles and responsibilities 
 

All Staff 

 

11.1 Every member of staff has the right to work in an environment free from unwanted, 

unreasonable and offensive conduct that may violate his/her dignity or create an intimidating, 

hostile, degrading, humiliating or offensive environment.  The NICS fully recognises the right 

of employees to raise a complaint about such behaviour if it occurs and all complaints will be 

dealt with seriously and as quickly as possible.   

 

11.2 Every employee has a responsibility to familiarise themselves with the Dignity at Work 

policy and to comply with it.  In addition, there is a legal requirement to comply with the 

relevant legislation, in other words the Fair Employment and Treatment (NI) Order 1998, the 

Sex Discrimination (NI) Order 1976, the Employment Equality (Sexual Orientation) 

Regulations (NI) 2003, the Disability Discrimination Act 1995, the Employment Equality 

(Age) Regulations (NI) 2006 and the Race Relations (NI) Order 1997.  

 

11.3 Employees also have a role to play in helping to create and sustain a working 

environment in which individuals are treated with dignity and respect.  They can contribute to 

preventing inappropriate behaviour by ensuring that their own standards of conduct do not 

cause offence and should discourage inappropriate behaviour by others by making it clear that 

they find such actions unacceptable and by supporting colleagues who suffer such treatment.  

 

Managers/Supervisors 

 

11.4 Managers and supervisors have a duty to implement this policy and to make every effort 

to ensure that unwanted, unreasonable and offensive behaviour does not occur.  Persistent or 

serious failure on the part of managers or supervisors in this respect will impact adversely on 

performance appraisals and can, in certain circumstances, give rise to disciplinary 

proceedings.  They should set a good example by treating all staff and customers with dignity 

and respect.  They must act on alleged incidents of unwanted, unreasonable and offensive 

behaviour, which comes to their attention from whatever source, by taking prompt and 

appropriate action to end the behaviour. 

 



          

11.5 Managers and supervisors should be fully conversant with this policy and procedures for 

dealing with complaints and should ensure that staff are also aware of them.  Managers and 

supervisors should be aware of the services offered by the Harassment Contact Officer 

network for both complainants and alleged offenders.  This network can also provide advice 

for managers.   

 

11.6 Staff affected by bullying or harassment may be reluctant or nervous about complaining. 

They may be worried about not being taken seriously, about reprisal, about damaging their 

career prospects and about creating a bad atmosphere in the workplace.  Managers and 

supervisors must therefore take steps to quickly resolve any problems in a sensitive manner 

supporting and reassuring staff as necessary. 

 

11.7 Confidentiality must be maintained at all times and the rights of both parties should be 

respected. 

 

11.8 Following the resolution of a complaint, managers and supervisors will be expected to 

monitor the situation to ensure that further problems or victimisation of anyone involved does 

not occur. 

 

Staff Welfare and Carecall 

 

11.9 Staff Welfare and/or the Employee Assistance Programme (EAP) provider can provide 

emotional support for anyone involved in a complaint or who may be contemplating this 

action.    

 

Harassment Contact Officers 

 

11.9 Harassment Contact Officers have been appointed by Departments to provide guidance, 

support and advice to those who have been subjected to, or accused of, offensive behaviour.  

The same Harassment Contact Officer cannot act for both parties. 

 

11.10 The role of the Harassment Contact Officers is to: 

 

• Offer a private and confidential environment to encourage discussion of the alleged 

incident(s); 

• Discuss with individuals the courses of action open to them, but they will not 

recommend a particular option unless the information is judged to be so serious that 

action is required irrespective of the wishes of the enquirer; 

• Support individuals through their chosen action; 

• Approach the alleged offender on behalf of the complainant if requested;  

• Monitor and provide statistical reports to the Departmental Equal Opportunities Officer;  



          

• Maintain confidential notes of any interviews, which they will retain for one year and 

will only be released if there is a formal investigation or Tribunal proceedings.  

11.11 Departmental Equal Opportunities Officers hold up-to-date lists of Harassment Contact 

Officers in their Department that can be supplied on request.  Lists may also be available from 

Departmental intranet sites.   

 

Investigating Officer 

 

11.12 Investigating Officers are appointed under stage 2 of the formal procedures to carry out 

formal investigations.  They are trained in investigation techniques and will interview the 

parties to a complaint and relevant witnesses.  Following the completion of their enquiries, 

Investigating Officers will prepare written reports setting out the facts and their conclusion as 

to whether or not the complaint should be upheld.  Reports are submitted to the Departmental 

Equal Opportunities Officer.  

 

Departmental Equal Opportunities Officers  

 

11.13 Departmental Equal Opportunities Officers will act to ensure that this policy and 

procedures are properly implemented and operated, and in particular that: 

 

• Details of the policy and procedures are communicated to all staff; 

• Appropriate training is provided to make each employee aware of his/her 

responsibilities; 

• Complaints are processed appropriately through informal and formal channels; 

• Adequate resources are made available to implement the policy, achieve its objectives 
and operate the procedures; 

• Designated staff are given appropriate training to enable them to perform their roles 

sensitively and effectively. 

11.14 Departmental Equal Opportunities Officers will carry out preliminary enquiry meetings 

as part of the formal procedures and on receipt of the investigation report, will decide whether 

or not to uphold the complaint.  They will monitor and review complaints and how they have 

been resolved on a regular basis in order to ensure that proper standards are being maintained 

and that the procedures are working effectively.  They will also prepare statistical returns in an 

anonymous format on the incidence of various types of cases to senior management in the 

Department or Agency and the Trade Union on an annual basis. 

 

 

 

 



 

Intranet Article 

 

 

Email to all staff 

 

 

 




