Policies and Benefits: Part 1

Section 1: Policies and Benefits

This section comprises of 7 questions and examines the policies and benefits the organisation has in
place to support LGBT staff. The questions scrutinise policy audit process, policy content and
communication. This section is worth 7.5% of your total score.

Below each question you can see guidance on content and evidence. At any point, you may
save and exit the form using the buttons at the bottom of the page.

1.1 Does the organisation have an audit process to ensure relevant policies (for
example, HR policies) are explicitly inclusive of same-sex couples and use gender

neutral language?

GUIDANCE: The audit process should be systematic in its implementation across all relevant policies.
Relevant policies include HR policies, for example leave policy.

Yes

Please describe the audit process:

State when the process last happened: The process was last completed within the business for our
Joint Protocol on Domestic Abuse between Police Scotland
and COPFS on 28th February 2017.

Describe the audit process: The audit process for the Domestic Abuse policy was as
follows: Our Policy Division led on the audit process for this
protocol and took responsibility for recording and
progressing the assessment. The policy lead consulted the
COPFS Toolkit which contains a flowchart on how to complete
an EQIA record .In addition they accessed the COPFS
Comprehensive Guidance on Equality Impact Assessment
published in 2013 and assessed that a comprehensive EQIA
was required due to the high impact that this protocol would
have on victims of domestic abuse. When scoping the
project they used the COPFS quick guide to EQIAs to properly
consider the impact on the various groups which would be
affected and to ensure that they assembled an appropriate
focus group to provide feedback. The group which they
assembled consisted of 18 third sector organisations
including LGBT Youth and Abused Men in Scotland (AMIS). An
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Describe any previous outcomes of the
audit process:

Equality of Opportunity template is available to all staff as
part of the toolkit to help them to consider the equality
considerations and in respect of sexual orientation it reminds
staff of our requirement to use inclusive language and to
reference civil partnerships. The template also provides staff
with links to other equality data sources such as Stonewall
Scotland. As a result of using this guidance and through
consulting with an appropriate focus group for the subject
matter the policy lead secured valuable feedback which
helped to shape the final protocol and this feedback was
recorded in the final EQIA record. In particular the EQIA
references the following: " the Protocol does not discriminate
and specifically acknowledges that men can be victims of
domestic abuse by women and parties in same sex
relationships can also experience and perpetrate domestic
abuse....the Protocol specifically acknowledges that
transgender and intersex individuals can be victims of
domestic abuse .We consulted with stakeholders to ensure
that the Protocol was inclusive and used appropriate
terminology. We are explicit in the policy that we
acknowledge that domestic abuse may take place within
both heterosexual and same sex relationships".

The comprehensive audit process which was undertaken for
the Domestic Abuse protocol is the process which COPFS
expects all staff to undertake if they are creating or revising
a policy or process which affects people. In such
circumstances staff are required to assemble an appropriate
focus group to provide feedback, complete the Equality of
Opportunity template contained in the toolkit, complete the
EQIA record and thereafter send it to our Library for
publication on our website. Our Senior Equality advisor in our
Policy division monitors all EQIAs submitted for publication.

The process was completed on 18th July 2016 for the COPFS
Transitioning at Work policies for line managers and all staff.
A lead Equality Impact Assessor, I 25
appointed to oversee the audit process. She accessed the
COPFS EQIA toolkit to ensure that she assembled a broad
range of stakeholders to consult with throughout the drafting
process. She consulted with a member of the Scottish
Transgender Alliance who provided her with access to
transgender people living across Scotland. The EQIA group
also included members of the LGBT Proud in COPFS network,
our COPFS Transgender ambassador, our senior Equality
policy advisor and the PCS and FDA Trades unions. Their
feedback was documented and used to shape the policies
and the toolkit acted as an aide memoire to remind her to
consider issues such as gender neutral language and to
consider issues such as the dress code and gender neutral
facilities. Most feedback was around the use of appropriate
terminology and our assessor was guided by the transgender
community as to what terminology should be used. The
completed EQIA was published on our external website along
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with all other policies which have been through the EQIA
auditing process.

1.2 Does the organisation have a policy (or policies) which includes the following?

Tick all that apply

GUIDANCE: The policy/policies should clearly state that the organisation will not tolerate discrimination

against employees on the grounds of sexual orientation or gender identity. These may be listed along
with other protected characteristics. The policy/policies should also demonstrate, through careful
wording, a zero-tolerance approach to homophobic, biphobic and transphobic bullying and
harassment. They should explicitly include examples of what homophobia, biphobia and transphobia in
the workplace may look like.

A. Explicit ban on discrimination based on sexual orientation

B. Explicit ban on discrimination based on gender identity and gender expression
C. Explicit ban on bullying & harassment based on sexual orientation

D. Explicit ban on bullying & harassment based gender identity and gender expression

Name the policy and paste the relevant policy excerpt:

Policy Excerpt

The right of every employee to be
treated fairly and without fear of
bullying, harassment, victimisation or
abuse is protected by law. This policy
highlights the responsibilities of us all to
ensure that the policy is upheld and
what to do should you believe that you
or others have been unfairly
treated...Harassment, victimisation,
discrimination and/or bullying at work
can be discriminatory and unlawful.
COPFS and/or the individual who
discriminates, harasses or bullies may
be liable under civil law or subject to
criminal prosecution under the following
statutes and regulations : The Equality
Act 2010 sets out the protected
characteristics that qualify for
protection from discrimination .A person
is protected from discrimination on the
basis of; age, disability, gender
reassignment *, marriage and civil
partnership, pregnancy and maternity,
race, religion or belief, sex and sexual

A. Explicit ban on orientation."

discrimination Fair Treatment at Work Policy
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based on sexual
orientation
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Recognising fair and avoiding unfair
treatment examples:

Sexual Orientation -

. When organising an external
recruitment drive aimed at attracting
LGBT employees ,all staff members
were invited to volunteer to work on the
stall at the Pride event ( ticked as
correct answer)

.An openly gay member of the team is
told they can't work on a case as it
involves another gay person and that
case requires objectivity ( x as wrong
answer)

Sam is a lesbian and is open about her
sexual orientation at work. Sam was
subjected to inappropriate comments at
work from other colleagues. Colleagues
described her as ‘not looking or acting like
a lesbian” and that she was ‘going through
a phase’. Sam was also excluded from
social events. (x as wrong answer)

Lee a well-respected member of the team
recently came out at work as bisexual. He
applied for a role with responsibility for
making a series of key decisions. The
interview went well however he was
unsuccessful as the panel we concerned
about his decision making ability due to a
perception of difficulty to do this in his
personal life. (x as wrong answer)

Trevor manages a team and has been
accidentally copied in to an e-mail
circulated by Susan, a member of his
staff, to everyone else within his team.
In her e-mail Susan boasts about an
offensive nickname she has come up
with for Trevor and is encouraging
others to use this name when they refer
to Trevor amongst themselves ( x unfair
treatment)



B. Explicit ban on
discrimination
based on gender
identity and
gender expression

Fair Treatment at Work Policy
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The right of every employee to be
treated fairly and without fear of
bullying, harassment, victimisation or
abuse is protected by law. This policy
highlights the responsibilities of us all to
ensure that the policy is upheld and
what to do should you believe that you
or others have been unfairly treated.
Harassment, victimisation,
discrimination and/or bullying at work
can be discriminatory and unlawful.
COPFS and/or the individual who
discriminates, harasses or bullies may
be liable under civil law or subject to
criminal prosecution under the following
statutes and regulations : The Equality
Act 2010 sets out the protected
characteristics that qualify for
Protection from discrimination .A person
is protected from discrimination on the
basis of; age, disability, gender
reassignment *, marriage and civil
partnership, pregnancy and maternity,
race, religion or belief, sex and sexual
orientation.

* Whilst the Equality Act 2010 covers
discrimination on the grounds of gender
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reassignment COPFS recognises that
this covers gender identity more
broadly and this policy applies equally
to fair treatment for reasons related to
gender identity.

Recognising fair and avoiding unfair
treatment examples:

Gender reassignment/gender identity-
.The new rota to manage the public
counter during opening hours includes
all suitably qualified staff who express
an interest to help( ticked as correct
answer)

.Sam is suitably qualified and expressed
an interest in being included in the rota
to manage the public counter
.Managers considered Sam to be
unsuitable because Sam has recently
presented at work as the opposite sex (
X Wrong answer)

Alex underwent gender reassignment
with their consent; colleagues were
made aware of Alex’s new gender.
Several colleagues continued to refer
to Alex by their former name and used
inappropriate pronouns including in an
open plan office which led to
embarrassment and upset to Alex. (x
wrong answer)



C. Explicit ban on
bullying &
harassment based
on sexual
orientation

Fair Treatment at Work Policy
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The right of every employee to be
treated fairly and without fear of
bullying, harassment, victimisation or
abuse is protected by law. This policy
highlights the responsibilities of us all to
ensure that the policy is upheld and
what to do should you believe that you
or others have been unfairly
treated...Harassment as ACAS describe
" can occur when someone engages in
unwanted conduct related to a
protected characteristic (e.g.

disability, race or sexual orientation)
which has the purpose of effect of
violating someone else's dignity or
creating an intimidating ,hostile

, degrading or humiliating or offensive
environment"...Harassment,
victimisation, discrimination and/or
bullying at work can be discriminatory
and unlawful. COPFS and/or the
individual who discriminates, harasses
or bullies may be liable under civil law
or subject to criminal prosecution under
the following statutes and regulations :
The Equality Act 2010 sets out the
protected characteristics that qualify for
protection from discrimination .A person
is protected from discrimination on the
basis of ; age, disability, gender



D. Explicit ban on
bullying &
harassment based
gender identity
and gender
expression

Fair Treatment at Work Policy
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reassignment *, marriage and civil
partnership, pregnancy and maternity,
race, religion or belief, sex and sexual
orientation."

The right of every employee to be
treated fairly and without fear of
bullying, harassment, victimisation or
abuse is protected by law. This policy
highlights the responsibilities of us all to
ensure that the policy is upheld and
what to do should you believe that you
or others have been unfairly
treated...Harassment as ACAS describe
" can occur when someone engages in
unwanted conduct related to a
protected characteristic (e.g.

disability, race or sexual orientation)
which has the purpose of effect of
violating someone else's dignity or
creating an intimidating ,hostile

, degrading or humiliating or offensive
environment"...Harassment,
victimisation, discrimination and/or
bullying at work can be discriminatory
and unlawful. COPFS and/or the
individual who discriminates, harasses
or bullies may be liable under civil law
or subject to criminal prosecution under
the following statutes and regulations :
The Equality Act 2010 sets out the
protected characteristics that qualify for
protection from discrimination .A person
is protected from discrimination on the
basis of ; age, disability, gender
reassignment *, marriage and civil
partnership, pregnancy and maternity,
race, religion or belief , sex and sexual
orientation."

* Whilst the Equality Act 2010 covers
discrimination on the grounds of gender
reassignment COPFS recognises that
this covers gender identity more
broadly and this policy applies equally
to fair treatment for reasons related to
gender identity



1.3 Where the organisation has the following policies, do they explicitly state they

are applicable to same-sex couples and use gender neutral language?

Tick all that apply

GUIDANCE: The policies should explicitly state that they apply to same-sex couples (or same-gender or

non-heterosexual couples). Alternatively they should explicitly state that they apply regardless of the
gender of an employee's partner. The policies should also avoid unnecessarily gendered language and
pronouns, for example, by using the term partner instead of husband or wife (as long as you have
previously stated what constitutes a partner).

A. Adoption policy
B. Leave policy

C. Maternity policy
D. Paternity policy

E. Shared Parental leave policy

Provide a brief description of the policy/policies you have uploaded: A:

Our Adoption policy is contained within the Staff handbook under “Adoption Leave" B:

This is our special leave policy

C: This is our Maternity policy

D: Our paternity policy is contained in our staff handbook under “Additional Paternity Leave".
E: this is our Shared Parental Leave Policy
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Policies and Benefits: Part 2

1.4 Does the organisation have a Yes
policy (or policies) which support
employees who are

transitioning?

Does the policy (or policies) in place to support employees who are transitioning
cover thefollowing?

Tick all that apply

GUIDANCE: Evidence submitted should demonstrate how information around organisational support for

people transitioning is tailored to different employee groups. For guidance on creating a transitioning at
work policy, see Stonewall’s resource here.

A. Work related guidance for an employee who is transitioning

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

C. Work related guidance for HR staff on how to support an employee who is transitioning
D. Work related guidance for managers on how to support an employee who is transitioning

E. Work related guidance for employees on how to support a colleague who is transitioning
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http://www.stonewall.org.uk/sites/default/files/creating_a_transitioning_at_work_policy_2016_0.pdf

Provide a brief description of the policy/policies you have uploaded:

We have a Transitioning at Work Policy (TAWP) which provides guidance to all staff on this issue
including staff members who are going through the transitioning process. We also have a separate Line
Managers Guide and a separate guide for HR staff to support them in implementing the policy in order
to ensure that they are providing the correct support to transitioning staff.

Regarding section A-The TAWP includes specific guidance for a transitioning employee at section 10.
Regarding section B-The TAWP includes guidance at section 5 and at section 10.9. Also, the line
Managers guide provides information at 3.2 and at 4.1 and at 6.1.6.

Regarding section C-We have a separate guide for HR staff which provides bespoke advice to HR staff on
how to support an employee who is transitioning

Regarding section D- We have a separate guide for line managers on supporting an employee who is
transitioning.

Regarding section E- guidance for employees on how to support a colleague is contained within the TWAP
at section 5, section 6 ,section 8 and section 10.11.
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1.5 Does the organisation have a Yes
policy (or policies) in place to
support all trans employees,
including people with non-binary

identities?

Does the policy (or policies) in place to support all trans employees, including people

with non-binary identities cover the following?

Tick all that apply

GUIDANCE: Policies submitted should include clear information around how the organisation supports all
trans employees, including non-binary people.

A. A clear commitment to supporting all trans people, including those with non-binary identities
B. Information on language, terminology and different trans identities

C. Guidance on facilities and dress code for non-binary people

Provide a brief description of the policy/policies you have uploaded:

We have a Transitioning at Work Policy (TAWP) which is accompanied by a line manager’s guide and an HR
guide to support staff who are transitioning.

Regarding section A-Our TAWP states at section 4 our commitment to "treat all transgender and non-
binary employees with dignity and respect".

Regarding section B-the definitions are contained in section 2 (and also in our line managers guide at
chapter 2)

Regarding section C-Our TAWP at section 10.7 covers dress codes and 10.8 covers facilities. The dress
code guidance is hyperlinked within the TAWP.
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1.6 In the past two years, has the organisation communicated that its policies are

LGBT inclusive to all employees?

GUIDANCE: The communication uploaded should demonstrate the organisation has informed employees

that policies are LGBT inclusive. This may be on a post on an intranet system, but any file or screenshot
must demonstrate the reach of the communication and the date is was created.

Yes

Provide a brief description of the communication you have uploaded:

A post on our staff forum by our Equality Champion | hich is freely accessible to all COPFS
employees on PF eye which is our internal website. This post was created on 4th September 2017 and
alerted staff to the location of our shared parental leave policy within the Staff handbook. While
highlighting this policy Ruth took the opportunity to remind staff that all our policies are LGBT inclusive.

Upload a communication from the past two years highlighting the relevant content:

please be aware only one file is allowed per answer

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

1.7 Does the organisation provide private healthcare insurance to its employees?

No
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