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1. INTRODUCTION 

1.1 The Working Time Regulations 1998 (the Regulations) specify the rights of employees and 
the obligations of employers concerning working hours. 

1.2 There is a general responsibility for employers and employees under health & safety law to 
protect as far as is practicable the health & safety of all employees at work. 

1.3 The Trust therefore considers the control of the working hours of its employees is an integral 
and critical element of managing health & safety at work, reducing the risk of ill-health, 
fatigue, errors and omissions and incidents/accidents within the workplace. 

2. PURPOSE 

2.1 To outline arrangements for the implementation of the Regulations within the Trust, which 
have been agreed between the managers and recognised trade union representatives 
through the JCC. 

2.2 To outline the key provisions of the Regulations and the resulting impact on working 
practices and resource management. 

3. SCOPE 

3.1 This policy applies to all Trust employees. 

3.2 The Regulations also contain, however, the facility for certain workers and/or activities within 
the Ambulance Service to be exempt from some of the rights and obligations of the 
Regulations.  Namely, Regulation 2 cites ambulance staff as falling within the definition of 
Civil Protection services due to the particular nature of the services we provide; ie, patient 
care, Accident and Emergency cover and where the individual has a high level of decision-
making powers.  Section 27.5 of the NHS Terms & Conditions Handbook (NHS Handbook) 
refers.  

3.3 South Central Ambulance Service NHS Trust, hereinafter referred to as “the Trust”, intends 
to apply the Regulations as far as it is able since, to do this is considered to be in the best 
interests of patients and staff. 

4. EQUALITY STATEMENT 

4.1 The Trust is committed to promoting positive measures that eliminate all forms of unlawful or 
unfair discrimination on the grounds of age, marriage and civil partnership, disability, race, 
gender, religion/belief, sexual orientation, gender reassignment and pregnancy/maternity or 
any other basis not justified by law or relevant to the requirements of the post.  The Trust will 
therefore take every possible step to ensure that this procedure is applied fairly to all 
employees regardless of the aforementioned protected characteristics, regardless of length 
of service or whether full or part-time or employed under a permanent or a fixed-term 
contract or any other irrelevant factor.  

4.2 By committing to a policy encouraging equality of opportunity and diversity, the Trust values 
differences between members of the community and within its existing workforce, and 
actively seeks to benefit from their differing skills, knowledge, and experiences in order to 
provide an exemplary healthcare service.  The Trust is committed to promoting equality and 
diversity best practice both within the workforce and in any other area where it has influence. 

5. DEFINITIONS OF WORKING TIME 

5.1 The Regulations specify limits to individual working time.  “Working Time” is defined by the 
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Regulations as being any period during which the employee is working, at the employer’s 
disposal and carrying out his/her duties.  The definition also covers any period during which 
the employee is receiving relevant education and training authorised by the Trust. 

5.2 The following activities will, therefore, be counted as working time: 

 Paid hours of duty; 

 Overtime, including overruns; 

 Paid travel time in own vehicle or Service vehicle as per terms & conditions of 
employment (for example, employees who are called into work during a period of on-
call or staff who receive travelling time as part of a disturbance package due to a 
relocation);  

 Whilst on relief excess travel time (average of 30 minutes each way)  taken in travelling 
in the course of work is classified as unpaid working time and therefore needs to be 
taken into account when calculating the 11 hour break  

 Paid education and training, including lesson time and formal group work as part of an 
agreed event; 

 Working time in other employment, which must be declared by the worker using the 
declaration form in the Additional Employment Policy; 

 Necessary unpaid hours; 

 Civic/public duties; 

 Trade union duties; 

 On-call (working). 

5.3 The following activities do not count as working time: 

 Leave due to sickness, annual leave, maternity leave, accrued leave; 

 Unpaid meal breaks; 

 Unpaid travel in own vehicle at start/end of a shift or working day (ie, home-to-base) 

 On-call (but not working). 

5.4 In cases where an employee has more than one employer, the Trust will implement 
reasonable steps to ensure that workers are not working beyond the limits set out in the 
Regulations.  The following information is, therefore, required to enable the Trust to comply 
with the Regulations. 

5.5       All employees should inform the Trust if they have a job(s) (including voluntary work) outside 
the organisation together with the number of hours worked in that job(s) or activity.  Refer to 
the Trust policy on Additional Employment.  It is the employee’s responsibility to ensure that 
he/she informs the Trust of any alterations to this information.  Waiver clauses must be 
signed where the employee wishes to exceed an average of 48 hours per week by working 
for another employer and/or by holding a second contract with the Trust. 

6. WEEKLY WORK TIME 

6.1 Within the Trust, the working week will be taken to start and end at midnight each Sunday. 

6.2 The purpose of the Regulations is to limit compulsory working time to an average of 48 hours 
per week, such that employees will normally not be expected to work more than 48 hours per 
week calculated over an agreed averaging period.  The formula used to calculate average 
working time is as specified in Section 4(6) of the Regulations.  The formula is attached as 
Appendix A of this policy. 

6.3 In order to provide maximum flexibility, the reference period is 26 weeks, which will 



 

South Central Ambulance Service NHS Foundation Trust 

Unit 7 & 8, Talisman Business Centre, Talisman Road, Bicester, Oxfordshire, OX26 6HR 

 Working Time Regulations Page 3 of 6 

commence at 00.01 hours on 1 April.  Each reference period will be 00.01 hours on the date 
of commencement to the end of the reference period. 

6.4 In addition, managers, in conjunction with Planning / Scheduling Departments, can  review 
actual working time every successive 17 weeks to ensure any necessary measures are 
actioned during the year to ensure compliance with the Regulations.  Such measures may 
include bringing to the attention of an employee the average hours worked during the period 
and/or reducing overtime opportunities.  When considering such measures professional 
advice and guidance must be sought from the HR Department. 

6.5 Voluntary Opt-out: individual employees may choose at any time to agree in writing to work 
more than the 48 hours average weekly limit. 

6.5.1 This agreement should be registered by completing a Trust Waiver Form.  The Waiver 
Agreement is attached as Appendix B (2).  One copy of the Waiver Form will be retained 
by the manager (and forwarded to the HR department and put on the employee’s 
personal file) and a further copy will be returned to the employee. 

6.5.2 Individual Waiver Forms may relate to a specific period or apply indefinitely.  In either 
case, the employee or employer must give four weeks’ notice to end the agreement. 

6.5.3 In circumstances in which the Trust consider that the existence and application of the 
Waiver Agreement is detrimental to health & safety, 7 days’ notice will be given to 
terminate the Waiver Agreement.  In such circumstances, the member of staff will have a 
right of appeal if he/she considered that this facility had been unreasonably withdrawn. 

6.5.4 Managers must draw employees’ attention to the existence of the Waiver Agreement 
should the need arise but shall not exert pressure on the employee to take this option. 

7. NIGHT WORK AND NIGHT WORKERS 

7.1 Within the NHS, night-time is a period of at least seven hours which includes  the period from 
midnight  to 05:00 hours, as outlined within the NHS Handbook  

7.2 A night worker is someone who is classed as working for at least three hours daily during 
night-time hours under ‘normal’ circumstances. 

7.3 The NHS Handbook requires employers to ensure that night workers do not exceed an 
average of 8 hours per shift over a 17-week period.  As far as is reasonably practicable, the 
Trust will work with managers and staff representatives to ensure that Front-line and Out-of-
Hours services can comply with the spirit of the law in relation to this specific element of the 
Regulations and that, as far as possible, the ‘normal’ hours of night work do not exceed this 
guidance. The rota system (GRS) is set to be compliant with WTR and does not allow staff to 
breach. 

7.4 The Trust will, in conjunction with our recognised unions, assess the implications of this 
element of the Regulations in respect of 10-hour shifts. 

7.5 Where it is determined that a member of staff meets the criteria of a night worker, as laid out 
in 7.2 above,  they will be entitled to a free health assessment upon their request or as 
requested by the Trust.  The assessment will be in the form of a health questionnaire 
followed by an interview at the Occupational Health department where deemed necessary. 
This can be discussed at 1:1 meetings and as part of the annual appraisal. 

7.5.1 The purpose of the health assessment is to determine whether an employee is fit to carry 
out the night work to which they are assigned. 

7.5.2 Where a registered medical practitioner has advised the employer that the worker is 
suffering from health problems connected with the fact that they work at night, the 
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employee will be referred to Occupational Health department.  Occupational Health will 
then make an assessment and advise on whether the employee should, if possible, be 
offered the option of transfer to suitable day work or other suitable deployment.  In the 
event an employee is deemed unfit for work at night, this process will be managed 
through the Trust’s Attendance or Capability Policy as appropriate. 

7.6 The line manager in conjunction with the Risk Department , will ensure that risk assessments 
are conducted, where appropriate, to make sure that, on balance, the hazards faced by night 
workers do or do not constitute special hazards or heavy physical or mental strain when 
compared to activities undertaken at other times. 

7.7 The definition of a night worker and the interpretation of heavy physical and mental strain are 
likely to evolve as a result of Health & Safety Executive enforcement, advice and case law.  
OH assess night workers at the point of recruitment.  If any concerns arise during 
employment an employee can be referred back to OH for a further assessment. 

8. REST PERIODS 

8.1      Employees may not opt out of daily or weekly rest periods which are defined in detail, below. 

8.2  Daily Rest Periods 

8.2.1   An employee is entitled to a rest period of not less than 11 consecutive hours in each 24-
hour period.  In circumstances where 11 consecutive hours is not practical because of 
contingencies of the Service (which may include “overruns”) daily rest may be less than 11 
hours. 

8.2.2  Where the employee has not been able to benefit from 11 consecutive hours’ rest, 
compensatory rest should be provided at the earliest possible opportunity.  Overtime 
payment will not be payable when compensatory rest has been granted. 

8.2.3    In accordance with the Regulations, in exceptional circumstances, not all staff will  always 
benefit from this; in particular in the event of a major incident or other significant occurrence. 

8.2.4    It should be noted that travelling time to and from your base location is an individual’s 
responsibility; is not included in weekly work-time and, as such, is included in the rest period 
of 11 consecutive hours. 

. 

8.3 Weekly Rest Periods 

8.3.1. Within the Trust, the definition of 7-day period/14-day period shall be taken to start at 00:01 
each Monday or every other Monday. 

8.3.2.   In accordance with the NHS Handbook (s27, para 27.19), employees shall be entitled to: 

 One uninterrupted rest period of not less than 35 hours (including the 11 hours of daily 
rest) in each 7-day period.  Where this is not possible, the equivalent rest period over a 
14-day period, either as one 70-hour period or two 35-hour periods. 

8.3.3  Where this is not possible, compensatory rest must be granted as soon as possible to protect 
a worker’s health & safety. 

8.4  Compensatory Rest 

8.4.1 Where employees have been required, at the exigencies of the service, to work during either 
weekly or daily rest periods, an equivalent number of hours’ rest should be provided as soon 
as possible, bearing in mind the employee’s health and safety. 
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8.4.2  Compensatory rest will not be provided in the event of voluntary overtime. 

8.5       Rest Breaks 

8.5.1  When an employee’s daily working time is more than six hours he/she is entitled to a 20-
minute uninterrupted rest break, in accordance with the Working Time Regulations.  Where 
staff are on centrally managed shifts, rest breaks will be allocated in accordance with the 
provision of the Trust’s Meal Break Policy. 

8.5.2  Employees under the age of 18 are entitled to one 30 minute rest break if working over 4.5 
hours. 

8.5.3 Rest breaks must not be allocated at the start or end of a shift. 

8.5.4  Neither the Regulations nor NHS terms & conditions provide for rest breaks to be paid; 
therefore, all meal breaks will be unpaid. 

8.5.5  Every effort must be made to ensure a rest break is taken during the shift.  Where an 
employee is unable to take a rest break, or where a rest break is interrupted (in exceptional 
circumstances, due to the need to maintain standards of patient care), compensatory rest 
will be granted at the earliest possible opportunity. 

8.5.6 Further details regarding the daily allocation of rest/meal breaks for operational staff can be 
found with the Trust’s Meal Break Policy.  The allocation and timing of meal breaks for all 
other staff will be in accordance with the spirit of this agreement and the NHS Handbook. 

9.     OTHER PROVISIONS 

9.1 The Trust will maintain the records necessary to comply with the Regulations.  Records will 
be retained for a minimum of two years from the date they were made.  All employees must 
keep and assist managers to keep accurate records of working time in order to support this 
process and notify immediately they become aware of any errors. 

9.2 Individual records are confidential and will be retained in accordance with the provisions of 
the General Data Protection Regulation (GDPR) (Regulation (EU) 2016/679) 

9.3 The Trust’s leave year runs from 1 April to 31 March.  The Trust will comply with annual 
leave entitlements and relevant provisions as specified in the Regulations and in accordance 

with the NHS Handbook.  There is an entitlement to the equivalent of 5.6 weeks (210 
hours) annual leave (28 days including bank holidays) and is based on your 
contracted hours, so part time staff will be pro rata.   

10. RESPONSIBILITIES 

10.1 Managers 

To ensure that all employees are aware of and understand this policy; 

To ensure that all working time data is collected and recorded in accordance with this policy 
and record-keeping requirements; 

To be aware at all times of how close any employee may be to breaching working time 
requirements. 

10.2 Employees 

To  be familiar with the provisions of this policy and the Working Time Directive; 

To be responsible and accountable for all data relating to their own working time being up-
to-date and accurate. 
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Staff undertaking additional employment while absent from the Trust must ensure 
compliance with the Additional Employment Policy.   

11.  RELATED POLICIES 

This policy should be read in conjunction with the following: 

 Overtime Policy 

 Additional Employment Policy 

 Bank Policy 

 Meal Break Policy 

 Relief Policy 

 Flexible Working Policy 

 Annual Leave Policy 

12  MONITORING & REVIEW 

12.1    The Scheduling / Planning Department can monitor any staff regularly exceeding 48 hours 
per week and compliance with rest breaks in accordance with WTR.  These will include the 
names of the people involved, dates, the nature and frequency of the incidents, actions 
taken and follow-up information.  Storage and handling of – and access to – this information 
will meet the confidentiality requirements of the GDPR. 

12.2    The effectiveness of this policy will be monitored regularly by  HR who will provide data on 
the use of the policy as and when required.  Annual report will be provided to the trust board 
at the end of each financial year.  The results of the annual staff survey will also provide a 
valuable indicator of any problems. 

12.3    In advance of the review date, the HR team will review and produce recommendations which 
will be shared via the recognised policy approval process (HR Policy Review Group) in time 
for the policy review date.  An early review can be triggered by the trust board, HR or joint 

staff side if they have serious concerns about the policy or its implementation. 

The policy will normally be reviewed on a 3-yearly cycle but will take place sooner in the 
event of legislative change or change to NHS terms and conditions. 

14. REFERENCES 

 Direct.gov Working Hours information and 
advice:http://www.direct.gov.uk/en/Employment/Employees/WorkingHoursAndTimeOff/index.

htm  

 ACAS Working Hours information and advice: 
http://www.acas.org.uk/index.aspx?articleid=1373 

.

http://www.direct.gov.uk/en/Employment/Employees/WorkingHoursAndTimeOff/index.htm
http://www.direct.gov.uk/en/Employment/Employees/WorkingHoursAndTimeOff/index.htm
http://www.acas.org.uk/index.aspx?articleid=1373
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COLLECTIVE AGREEMENT 

1. CALCULATION OF MAXIMUM WEEKLY WORKING TIME 

1.1 The Regulations set a 48-hour limit on average weekly working time.  However, a worker 
may exceed this limit providing a Waiver Agreement has been signed. 

1.2 The Trust has a responsibility to keep records which are adequate to show whether the time 
limits specified in the Regulations are being complied with. 

1.3 The records cover time actually worked.  This means that the calculation must include: 

 Paid hours of duty 

 Overtime including over-runs 

 Paid travel time in own vehicle or Service vehicle as per terms and conditions of 
employment 

 Paid education and training including lesson time and formal group work as part of an 
agreed event 

 Working time in other employment (as advised by the worker) 

 Necessary unpaid hours 

 Civic/public duties 

 Trade Union activities 

 Actual work arising from on-call (eg call-out) 

1.4 The calculation must exclude: 

 Leave due to sickness, annual leave, maternity leave, accrued leave 

 Unpaid meal breaks 

 Unpaid travel in own vehicle at start/end of a shift 

 Unpaid travel time in a Service vehicle at start/end of a shift 

 On-call (not working) 

 Any period during which a signed Waiver Agreement in the format attached as 
Appendix B is in operation 

1.5 The average working week shall be calculated by applying the following formula  

A + B 
C 

In principle, the formula can be explained as follows: 

A 
(Total working hours during 

the reference period) 

+ B 
(Total working hours in the subsequent 

days which equal the excluded days 
during the reference period) 

 C 
(The number of weeks in the reference period) 

 

APPENDIX 1 



 

South Central Ambulance Service NHS Foundation Trust 

Unit 7 & 8, Talisman Business Centre, Talisman Road, Bicester, Oxfordshire, OX26 6HR 

 Working Time Regulations Appendix 1 

Examples of the calculations are therefore as follows: 

EXAMPLE 1 

Where the worker works a total of 2142 hours and has 22 days annual leave and no sickness: 

A = the total working hours during the 52-week reference period = 2142 

B = the total working hours in the (22) subsequent working days equal the excluded days 
during the 52-week reference period = 165 

C = the number of weeks in the reference period = 52 weeks 

A+B = 2142 + 165 = 44.37 hours 
C 52 

This means that the worker has worked an average of 44.37 hours per week over a 52-week 
reference period. 

EXAMPLE 2 

Where the worker works a total of 1902 hours and has 22 days annual leave and 6 weeks of 
sickness: 

A = the total working hours during the 52-week reference period = 1902 

B = the total working hours in the 52 (ie 22 A/L + 30 sickness) subsequent working days 
equal the excluded days during the 52-week reference period = 390 

C = the number of weeks in the reference period = 52 weeks 

A+B = 1902_+ 390 = 44.08 hours 
C 52 

This means that the worker has worked an average of 44.08 hours per week over a 52 week 
reference period. 
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Appendix 2 (1) 

 

 
 

Dear Colleague, 

RE: Working Time Regulations 1998 

 

The Working Time Regulations 1998 (The Regulations) specify that working hours shall not exceed 
an average of 48 hours in each seven-day period.  Although Ambulance Services can claim limited 
exception from this and other requirements, the South Central Ambulance NHS Trust (SCAS) 
intends to apply the Regulations as far as it is able. 

Section 4(1) of the Regulations state that a Worker’s time, including overtime, in any reference 
period which is applicable shall not exceed an average of 48 hours for each seven days.  However, 
Section 5 of the Regulations state that this requirement shall not apply to a worker who has agreed 
with his/her employer in writing that this maximum shall not apply in his/her case. 

Should you wish to work additional hours on a regular basis such that your average working hours 
per week may exceed 48 hours, you will need to opt out and sign an agreement in accordance with 
the Regulations.   

N.B: Similarly, if you wish to work for another employer and your working hours, when totalled with 
those for the Trust exceed an average of 48 hours, you should sign an agreement.  Attached to this 
letter is an agreement for you to complete and return to WRT-OptOut@scas.nhs.uk if you wish your 
average working hours per week to exceed 48 hours. 

Please retain a copy of the Waiver Agreement.  Should you wish to terminate this Waiver 
Agreement, please return a copy of the Agreement to your manager with the termination section 
completed. 

Yours sincerely, 

 
 
 
 
Human Resources Department  
Enc 
 
 
 
 

mailto:WRT-OptOut@scas.nhs.uk
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This Waiver Agreement exists between South Central Ambulance NHS Trust (“the Trust”) and  

Name: …………………………………………………..ESR No: …………………………………… 

Station: ……………………… Base: .………………….. Department: ……………………………. 

Trust and Employee agree that the 48-hour average weekly limit specified in the Working Time 
Regulations 1998 (Regulation 4.1) shall not apply to the Employee. 

The Employee is fully aware of his/her responsibility not to work hours in this or other employment 
which are so long that they may impair his/her efficiency or expose colleagues, the public or 
property to risk. 

NB: The waver only applies to opting out of the average weekly limit and no other aspects of the 
Working Time Regulations. 

This agreement may be terminated by either the Employee or the Trust giving four weeks written 
notice to the other party.  In the absence of written notice terminating the agreement, it will remain in 
force. 

Date of Agreement From:   To:   

or  

Applies indefinitely from:   

Signed:   Date:    
(Employee) 

Authorised   Date:   

Job Title:   

NOTICE TO TERMINATE THE WAIVER AGREEMENT 

Notice to terminate the Waiver Agreement is hereby given on: Date:     

The Waiver Agreement will therefore terminate on: Date:   

Notice Given By:   Date:   

Name in Print:   

Notice Acknowledged By:  Date:   

 
Name in Print: ………………………………………………………………………..………………… 
 
 
 

 



 

South Central Ambulance Service NHS Foundation Trust 

Unit 7 & 8, Talisman Business Centre, Talisman Road, Bicester, Oxfordshire, OX26 6HR 

 Working Time Regulations Appendix 2 (2) 

   

WORKING TIME 
REGULATIONS 

DO YOU 
KNOW YOUR 

OBLIGATIONS? 
 

  
If you have other employment, including some voluntary work, you need to understand your 
obligations under the Working Time Regulations. These regulations are in place to ensure 
the health, safety and wellbeing of workers by ensuring that you have sufficient rest breaks 
and do not work excessive hours. There is an entitlement to the equivalent of 5.6 weeks 
(210 hours) annual leave (28 days including bank holidays) and is based on your 
contracted hours, so part time staff will be pro rata.  If you undertake additional work, which 
includes some voluntary work, you must ensure that you: 
 
Have a rest break of at least 11 hours in every 24 hour period 
  
Have one uninterrupted rest period of not less than 35 hours (including the 11 hours of daily 
rest) in each 7-day period. Or, the equivalent rest period over a 14-day period either as one 
70 hour period or two 35-hour periods 
 
Opt out of the maximum 48 hour working week if you intend to work more than this in all 
roles combined (including overtime with this Trust) 
 
Have notified the Trust of any paid or unpaid (voluntary) work in accordance with the 
Additional Employment Policy 
 
Have due regard for your own health and safety and ensure you do not work excessive 
hours which could result in a negative impact on your health, wellbeing or performance at 
work. 
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Equality Impact Assessment – I 

Equality Impact Assessment Form Section One – Screening 

Name of Function, Policy or Strategy:  Working Time Regulations  

Officer completing assessment:  Geraldine Shepherd  

Telephone:  1. What is the main purpose of the strategy, function or policy? 

To clarify the national Working Time Regulations and show how they apply to SCAS members 

of staff. 

2. List the main activities of the function or policy? (for strategies list the main policy 
areas) 

Defines “Working Time”, including breaks, on-call, etc; lists exceptions; explains how it is 

recorded and monitored. 

 

3. Who will be the main beneficiaries of the strategy/function/policy? 

All Trust employees but, especially, those working non-standard hours. 

1. Use the table overleaf to indicate the following:- 

a. Where do you think that the strategy/function/policy could have an adverse impact 

on any equality group, i.e. it could disadvantage them? 

b. Where do you think that there could be a positive impact on any of the groups or 

contribute to promoting equality, equal opportunities or improving relations within 

equality target groups? 
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Equality Impact Assessment – II 

  Positive Impact 

– it could benefit 

Negative Impact – it 

could disadvantage 

Reasons 

GENDER 

Women Yes N/A Work-life balance – especially ref childcare. 

Men N/A N/A  

RACE 

Asian or Asian British 

People 

N/A Yes If English not first language may affect employee’s ability 

to understand policy and/or procedures. 

Black or Black British 

People 

N/A Yes If English not first language may affect employee’s ability 

to understand policy and/or procedures. 

Chinese people and 

other people 

N/A Yes If English not first language may affect employee’s ability 

to understand policy and/or procedures. 

People of Mixed Race N/A Yes If English not first language may affect employee’s ability 

to understand policy and/or procedures. 

White people (including 

Irish people) 

N/A N/A  

 Disabled People N/A Yes Disability may affect employee’s ability to understand 

policy and/or procedures. 

 Lesbians, gay men and 

bisexuals 

N/A N/A  

 Transgender people N/A N/A  

AGE Older People (60+) N/A N/A  
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Equality Impact Assessment – III 

  Positive Impact 

– it could benefit 

Negative Impact – it 

could disadvantage 

Reasons 

Younger People (17 to 

25) and children 

N/A N/A  

 Faith Groups N/A N/A  

 Equal Opps and/or 

improved relations 

N/A N/A Yes – ensuring that a fair and consistent process is 

followed for all Trust staff. 

Notes: 

Faith groups cover a wide range of groupings, the most common of which are Muslims, Buddhists, Jews, Christians, Sikhs and Hindus.  Consider faith 

categories individually and collectively when considering positive and negative impacts. 

The categories used in the race section refer to those used in the 2001 Census.  Consideration should be given to the specific communities within the broad 

categories such as Bangladeshi people and to the needs of other communities that do not appear as separate categories in the Census, for example, Polish. 
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Equality Impact Assessment – IV 

 

5. If you have indicated that there is a negative impact, is that impact: 

  Yes  No 

Legal (ie, it is not discriminatory under anti-discriminatory law)    X 

Intended    X 

Level of Impact  High  Low 

If the negative impact is possibly discriminatory and not  
   X 

intended and/or of high impact, then please complete a thorough assessment after 
completing the rest of this form. 

6(a). Could you minimise or remove any negative impact that is of low significance?  
Explain how below: 

Line managers support and guide their staff to understand what has been written in the policy 

and the impact/effect it would have on them.   

6(b). Could you improve the strategy, function or policy positive impact?  Explain how 
below: 

By using clear and simple language. 

7. If there is no evidence that the strategy, function or policy promotes equality, 
equal opportunities or improves relations – could it be adopted so it does?  How? 

N/A 

 

 

Please sign and date this form, keep one copy and send one copy to the Trust’s 
Equality Lead. 

Signed:    

Name:    

Date:    
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Equality Impact Assessment – V 

Equality Impact Assessment Form Section Two – Full Assessment 

Name of Function, Policy or Strategy:  Working Time Regulations Policy  

Officer completing assessment:    

Telephone:    

Part A 

1. Looking back at section one of the EQIA, in what areas are there concerns that the 
strategy, policy or project could have a negative impact? 

Gender Where there are caring responsibilities these are statistically 

more likely to impact women – policy should address these 

but could also highlight them. 

Race Slight concerns relating to understanding if English is not first 

language 

Disability Slight concerns relating to understanding if that is the nature 

of the disability 

Sexuality/Transgender  

Age  

Faith  

 

2.  Summarise the likely negative impacts:- 

 Mainly those in relation to understanding what is actually in the policy and flexibility of   

 working time  

   

3. Using the table below, give a summary of what previous or planned consultation on 
this topic, policy, function or strategy has or will take place with groups or 
individuals from the equality target groups and what has this consultation noted 
about the likely negative impact? 

Equality Target Groups Summary of consultation planned or taken place 

Gender  

Race  
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Equality Impact Assessment – VI 

Equality Target Groups Summary of consultation planned or taken place 

Disability  

Sexuality/Transsexuality  

Older People  

Younger People  

Faith  

4. What consultation has taken place or is planned with Trust staff including staff that 
have or will have direct experience of implementing the strategy, policy or 
function? 

   

   

   

5. Check that any research, reports, studies concerning the equality target groups 
and the likely impact have been used to plan the project and guide or indicate what 
research you intend to carry out:- 

Equality Target Groups Title/type of/details of research/report 

Gender  

 

Race  

 

Disability  

 

Sexuality/Transsexuality  

 

Older People 

 

 

Younger People  

 

Faith  
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Equality Impact Assessment – VII 

Equality Target Groups Title/type of/details of research/report 

 

 
6. If there are gaps in your previous or planned consultation and research, are there any 

experts/relevant groups that can be contacted to get further views or evidence on the 
issues? 

 
Yes (please list them and explain how you will obtain their views) 

   

   

   

 
No 

 

Part B 

Complete this section when consultation and research has be carried out 

7a. As a result of this assessment and available evidence collected, including consultation, 
state whether there will be a need to be any changes made/planned to the policy, strategy 
or function. 

7b. As a result of this assessment and available evidence, is it important that the Trust 
commissions specific research on this issue or carries out monitoring/data collection? 

(You may want to add this information directly on to the action plan at the end of this 
assessment form) 

   

   

   

8. Will the changes planned ensure that negative impact is: 

Legal?    

(not discriminatory, under anti-discriminatory legislation) 

 

Intended? 

 

Low impact? 

9a. Have you set up a monitoring/evaluation/review process to check the successful 
implementation of the strategy, function or policy? 
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Equality Impact Assessment – VIII 

Yes No 

 

9b. How will this monitoring/evaluation further assess the impact on the equality target groups 
and/or ensure that the strategy/policy/function is non-discriminatory? 

Details: 

   

   

   

   

Please complete the action plan overleaf, sign the EQIA, retain a copy and send a copy of the full 
EQIA and Action Plan to the Trust’s Equality Lead. 

Signed:     

Name:    

Date:    
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Equality Impact Assessment – IX 

EQIA ACTION PLAN 

Issue Action Required Lead Officer Timescale Resource Implications Comments 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

Please continue on another sheet if you need to. 


