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Implementation Plan: 

Development and 
Consultation 

Adapted from the existing policies developed in conjunction with, 
and  ratified by, the relevant committees of the Hertfordshire, 
Bedfordshire and Luton CCGs. 

Dissemination This policy will communicate to staff representatives.  It will be 
communicated electronically to all staff and managers and will 
be published on the CCG’s intranet 

Training There are no specific training requirements in order to 
implement this policy. However, managers will be able to access 
advice from the HR Department on the implementation and 
interpretation of this policy. 

Monitoring and 
Review 

The data identified from monitoring will be used to update the 
policy and ensure best practice as necessary 
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1. Introduction  
 

Under the health and safety at work legislation there is a responsibility 
on all employers to ensure the health, welfare and safety of their 
employees, as far as practicable. Management and control of working 
hours should be regarded as an integral element of promoting and 
managing the health and welfare of the employees of NHS East and 
North Hertfordshire, NHS Herts Valleys, and NHS West Essex Clinical 
Commissioning Groups, (respectively referred to as ‘the CCG’). 

 
2. Scope 

 
This policy applies to all CCG staff members, including Governing Body 
Members and Practice Representatives, whether permanent, temporary 
or contracted-in (either as an individual or through a third party supplier. 
 

 
3. Definitions 

 
The definition of staff is: 
 

 An individual who has entered into or works under a contract of 
employment, or 

 An individual who is paid a regular salary or wage and works for 
the organisation. The employer normally provides the worker with 
work, controls when and how the work is done, supplies them 
with tools and other equipment and pays tax and national 
insurance contributions. This includes part time, temporary and 
the majority of agency workers and freelancers. 

 
Working Time  
The Working Time Regulations 1998 (as amended) came into force in 
the United Kingdom on 1st October 1998 and incorporates provisions of 
the European Working Time Directive (93/104/EC) and the Young 
Workers Directive (94/33/EC). The regulations were introduced as a 
health and safety measure for employees by setting minimum 
requirements for rest periods, weekly working hours, length of night work 
and annual leave. 
 
 
 
 

 
4. Policy Statement 
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The CCG aims to discourage persistent long hours working, although 
additional hours or overtime may be required in very exceptional 
circumstances.   
 
The policy sets out the CCG’s approach to overtime, on-call and working 
time. 

 
 

5. Responsibilities 
 
Line Managers  

 consider, given all the circumstances, whether overtime is the best 
solution and consideration should be given to alternative options 
which will reduce staffing costs as much as possible (for example 
increasing the hours of part-time staff, or the recruitment of 
additional staff).  

 monitor employees’ working hours and overtime and meet legal 
requirements. 

 pay due regard to employee’s health and wellbeing and promote a 
healthy work life balance. 

 ensure that staff are capable of meeting their on-call commitments.  

 regularly monitor on-call arrangements to ensure that they provide 
the most appropriate level of service required.  

Authorised signatories 

 must satisfy themselves that hours of overtime claimed are correct 
and that time off in lieu has not been operational possible within 
three months of the work being performed.  

 check claim forms are completed clearly and legibly and do not 
contain substantial alterations, additions, crossings out or correcting 
fluid (Tipex). 

 complete sufficient details in the authorisation section of the claim 
form so as to clearly identify themselves, their post held, and 
provide their contact number to enable Payroll staff to liaise with 
them when required 

 
Members of Staff 

 

 have due regard for their own health and safety and ensure they do 
not work excessive hours which could result in a negative impact on 
their health, well-being or performance at work. Hours worked 
include any secondary employment or voluntary duties.  
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 ensure they do not place themselves at risk of breaching the 
Working Time Regulations.  

 in order that managers can ensure a safe level of working hours, 
employees must notify their line manager in writing if they intend to 
take on additional paid or unpaid (voluntary) work. They must detail 
both the nature of the job and the hours to be worked.  

 
 

6. Procedure 
 

6.1 Overtime Payments/Time Off in Lieu 
 
Overtime payments apply to members of staff on Agenda for Change NHS 
Terms and Conditions 
 
Overtime payments will only be made in exceptional circumstances and 
any overtime worked needs to have prior agreement from your line 
manager. Hours worked in overtime, should be taken as Time Off in Lieu 
(TOIL) within three months of the hours being worked. If a member of 
staff is, for operational reasons, unable to TOIL within three months they 
must discuss this with their line manager as soon as possible and 
overtime payments in these exceptional circumstances may be paid. 
 
If monetary payments are to be made, the NHS Terms and Conditions of 
Service Handbook states: 
 

 All staff in pay bands 1 to 7 are eligible for overtime payments paid at 
a single harmonised rate of time and a half, with the exception of 
work undertaken on general public holidays which is paid at double 
time. 

 Overtime payments are based on the hourly rate provided by basic 
pay. 

 Part-time staff will receive payments for the additional hours worked 
at plain time rates until their hours exceed the standard full time 
working hours of 37½ hours a week. 

 
Staff paid in bands 8, 9 or on a non-Agenda for Change salary are not 
entitled to overtime payments. 
 
All overtime and on-call payments are administered by the payroll 
department via the Human Resources and ODL shared service.  

 
The CCG recognises that where staff, including part time staff, are 
required to work to cover services (excluding periods of on-call and 
overtime) in the evenings, over weekends or on general public holidays 
that a percentage enhancement should be paid. These percentage 
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enhancements are detailed within the Agenda for Change NHS Terms 
and Conditions of Service Handbook.  
 
Staff will receive only one rate of unsocial hours enhancement for each 
hour worked. 
 
Enhancements for unsocial hours are pensionable and count for 
occupational sick pay and contractual maternity pay.  

 
6.2 Completion and Submission of Claims for Overtime 
 
If you are unable to take the overtime hours worked as TOIL within three 
months, in order to receive payment for overtime worked a completed 
claim form must be submitted and an authorised signatory will authorise 
payment and certify the claim as valid. Under no circumstances should 
claim forms be signed and dated in advance. Staff should present any 
timesheet other documents which support the claim. A claim form is 
available on the CCG’s intranet and shown in Appendix 1.  

Claims are to be completed on first generation claim forms and not on 
copies of reproduced copies which affects both quality and legibility. 

Wherever operationally practicable, claim forms should be completed 
electronically on computers and printed before signing and submission to 
an authorised signatory. 

Where claim forms are necessarily completed in manuscript they are to be 
completed in black ink in bold capitals using clear legible print. Manuscript 
claim forms should not contain substantial alterations, additions or 
crossings out.  Correcting fluid (Tipex) should not to be used on any claim 
form. 

All sections of the claim form should be correctly filled in to enable 
authorisation by authorised signatories and for payroll staff to process 
claims. 

Once all overtime details have been entered, the total variation to normal 
contracted hours should be accurately entered into the box. All blank lines 
should be crossed out so that no additional information can be added later. 

All claims must be submitted within four months of the overtime being 
performed.  
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6.3 On-Call  

On-call systems exist as part of arrangements to provide appropriate 
service cover across the NHS. A member of staff is on-call when, as part 
of an established arrangement with their employer, they are available 
outside his/her normal working hours – either at the workplace, at home 
or elsewhere – to work as and when required. 

Payment will be determined by local agreement on harmonised payments 
for on-call and other extended service cover. Local agreements need to be 
consistent with the 12 principles set out in Annex 29 of the Agenda for 
Change terms and conditions handbook. 

Where staff are required to be on-call they should remain contactable by a 
known telephone number and remain available for work throughout the on-
call period. They will therefore need to ensure that they are within a 
reasonable travelling distance (approximately one hour) from their place of 
employment or base and that they have not consumed alcohol which 
would limit their ability to drive to work or affect their ability to carry out 
their duties. If employees are not able to carry out their duties due to 
travelling distance and/or the consumption of alcohol the disciplinary policy 
will be invoked. 

All staff required to undertake on-call commitments should be able to 
make their own way to and from the CCG base and CCG locality locations. 

6.4 Audit and Monitoring 

In addition to authorised signatories checking overtime and on-call claims, 
payroll staff should monitor and review authorised claims to ensure they 
comply with this policy and meet the criteria of the NHS Terms and 
Conditions of Service Handbook. 

Payroll staff will return those claim forms which do not meet the 
requirements of this policy or are below an acceptable standard of 
completion to authorised signatories. 

From time to time, the CCG’s Local Counter Fraud Specialist (LCFS) may 
undertake a pro-active review of overtime and on-call claims to ensure 
fraud is not affecting the CCG. Should any employee be found to be 
intentionally claiming incorrect overtime or on-call payments to which they 
were not entitled, they may be liable to criminal investigation and/or 
disciplinary action and any overpayments will be recovered. 
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6.5 Working Time  
 
The Working Time Regulations determine the maximum weekly working 
time, patterns of work and holidays, plus the daily and weekly rest periods. 
They also cover the health and working hours of night workers. The 
Working Time Regulations apply to both part time and full-time workers, 
including the majority of agency workers and freelancers, although certain 
categories of workers are excluded. 

 
In general the Working Time Regulations provide rights to: 

 a limit of an average 48 hours a week on the hours a worker can be 
required to work, though individuals may choose to work longer by 
"opting out" 

 paid annual leave of 5.6 weeks' a year 

 11 consecutive hours' rest in any 24-hour period 

 a 20-minute rest break if the working day is longer than six hours 

 one day off each week 

 a limit on the normal working hours of night workers to an average 
eight hours in any 24-hour period, and an entitlement for night 
workers to receive regular health assessments. 

 There are special regulations for young workers, which restrict their 
working hours to 8 hours per day and 40 hours per week. The rest 
break is 30 minutes if their work lasts more than 4.5 hours. They 
are also entitled to two days off each week. 

 
  Working time is defined as any period where staff are: 
 

 Working 

 At their employer’s disposal and  

 Carrying out their activities or duties 
 
All three aspects of this definition must be satisfied to be working time. 
 
Working time includes periods where the worker is receiving education 
and training authorised by the CCG, attending civic and public duties 
where either special leave has been granted or where performing these 
duties on behalf of the CCG, working overtime and attending health 
and safety and trade union activities. 
 
Working time excludes annual leave, sick leave, maternity leave, and 
meal breaks as the worker is not required to do any work or carry out 
any duties during these times. 
 

 6.6 48 hour working week 
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 Normally most workers don't have to work on average more than 48 
hours per week unless they agree to. If workers agree to work beyond 
the 48-hour limit they must put it in writing, this is generally known at an 
opt-out. Workers have the right to cancel the opt-out agreement, 
although they must give their employer at least 7 days' notice - a longer 
period of notice may be agreed by the employer, but it can be no 
longer than 3 months. 

  
 The average working week is calculated by taking the average over a 

17 week reference period. 
 
 Young people (16 and 17 year olds) normally cannot opt-out of the 48 

hour working week, as they may not normally work more than a 40 
hours per week. 

 

 6.7 Voluntary Opt-Out Agreements 
 
 Workers may voluntarily choose to work more than 48 hours per week. 

The agreement to do this must be in writing and must allow the worker 
to bring the agreement to an end. (Appendix 2) 

 
 The CCG cannot force workers to sign opt-out agreements and the 

regulations state it is unlawful to subject a worker to a detriment or to 
dismiss a worker who refuses to sign an opt-out agreement. 

 
 The CCG is required to maintain, and assess any risks to the health 

and safety of their workers. Managers and individuals have a 
responsibility to ensure staff are not affected because someone is 
working above the maximum weekly limit. If there is concern about the 
number of hours a worker is working in excess of their contracted 
hours the manager should discuss this with the individual concerned. If 
further concern continues after a discussion with the individual, the 
manager should seek advice from the HR department.   

 

 6.8 Unmeasured or Partly Unmeasured Working Time 
  
 The 48 hour working time limit does not apply to workers where on 

account of specific characteristics of the activity in which s/he is 
engaged, the duration of the working time is not measured or 
predetermined or cannot be determined by the worker themselves. 

 
 Essentially this applies to workers who have complete control over the 

hours they work, whose time is not monitored or determined by their 
employer and in particular to managing executives or other persons 
with autonomous decision-taking powers. 
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 6.9 Travel to Allocated Base 
 
 Travel to and from your allocated base is not classed as working time. 

However, travel between bases/sites during a working day and any 
travel in connection with business is classed as working time. 

 

 6.10 On-Call 
  
 When a worker is on-call, starting from when they are called upon to 

undertake work related activity up until the time the worker either 
returns home or finishes by advising a designated contact person by 
telephone, this is classed as working time. Where workers are on-call 
but otherwise free to pursue time as their own, this will not count 
towards working time. This method of calculating working time will not 
affect on-call payments. 

 

 6.11 Trade Union Duties 
  
 If workers receive paid time off to participate in trade union duties this 

is classed as working time. Trade Union representatives should take 
personal responsibility for ensuring their contracted hours and their 
trade union duties do not exceed an average of 48 hours per week, 
referenced over a period of 17 weeks 

 

 6.12 Employees Undertaking Secondary Employment Elsewhere 
  
 Secondary employment is any additional work undertaken or planned 

to be undertaken for another employer or work undertaken as a self 
employed person or as the partner of a self employed person.  

 
 All workers participating in secondary employment elsewhere must 

inform their line manager and should not work more than 48 hours per 
week in total. This is to protect the workers’ health and safety. It is a 
worker’s personal responsibility to report for work in a fit and able state. 

 
 Employees must declare secondary employment during the recruitment 

process and must seek approval from their CCG line manager prior to 
any secondary work being undertaken. (Appendix 3) 

 
 Managers are required to ensure all staff complete and submit a 

secondary employment declaration form (Appendix 2), which should be 
placed on the worker’s personal file. This form should be included as 
part of all new starters local induction. 

 
 If due to the secondary employment the 48 hour weekly limit is 

exceeded, the line manager and worker should discuss this and seek 
to agree how and if this arrangement can be facilitated. If the 
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agreement results in the worker continuing with both employments, 
exceeding the 48 hour weekly working limit and agreeing to the 
conditions of opting out of the 48 hour weekly limit, a voluntary opt-out 
agreement should be obtained and the hours worked at the CCG 
recorded. If in the discussion the individual does not wish to agree to 
the conditions of opting out of the 48 hour weekly working limit and the 
manager cannot facilitate decreasing the number of hours the worker is 
contracted to with the CCG, the manager should contact the HR 
department for further advice on how to proceed with this matter.   

 
 Both managers and workers have a responsibility to ensure the 

function of the organisation is not affected because someone is 
working above the maximum weekly limit. If a manager is concerned 
about the number of hours a worker is working in excess of their 
contracted hours they should discuss this with the individual concerned 
and if the concerns continue following this discussion the manager 
should seek advice from the HR department.  

 

 6.13 Young Workers 
  
 Working time for workers aged 16 and 17 cannot exceed 40 hours 

during a rolling seven day period or eight hours in a 24 hour period. 
These hours may not be averaged out and there is no opt-out option 
available. 

 
 6.14 Rest periods 
  
 Workers may not opt-out of daily or weekly rest periods. 
 
 Rest periods are defined as any time which is not working time. Annual 

leave is not considered towards daily or weekly rest periods.  
 
 Daily Rest Periods 
 A worker is entitled to: 

 A minimum rest period of 11 consecutive hours in each 24 hour 
period (12 hours in 24 hours for young workers). 

 Workers should be offered a minimum 20 minute break for every 
shift lasting more than 6 hours. This break is not paid. 

 The CCG must allow workers any breaks required as a result of a 
health condition or disability.  

 Young workers should take at least a 30 minutes break if working a 
shift longer than four and a half hours. This break is not paid. 

  
Weekly Rest Periods 
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A worker is entitled to one uninterrupted rest period of not less than 24 
hours in each 6 day period or not less than 48 hours in each 14 day 
period.  

 
Young workers are entitled to one uninterrupted rest period of not less 
than 48 hours in each 6 day period. The weekly rest period should not 
include any part of the daily rest period. 

 
  

 6.15 Compensatory Rest 
 In exceptional circumstances, provision is made in the regulations for 

workers to take an equivalent period of compensatory rest when daily 
or weekly rest periods were not possible to take. Compensatory rests 
should be taken at the earliest, practical opportunity.  

 
 If workers choose not to take their rest breaks, they are not entitled to 

compensatory rest or pay for this. 
 
 

 6.16 Record Keeping 
  
 The regulations state employers must keep up to date, accurate 

records, for a minimum of two years, which are available to locally 
recognised health and safety representatives, health and safety 
executive inspectors and local authority inspectors. The records which 
must be kept are: 

 

 Records to show compliance with weekly working time limits. 
This will include a combination of employment contracts, time 
sheets, overtime records and rotas. 

 Accurate lists of current night workers, evidence of being offered 
regular health assessments and records showing compliance 
with night work limits.  

 Records to show compensatory rest has been granted. There is 
no requirement to keep records regarding rest periods. 

 Records of annual leave granted and taken. 

 Records of who has opted out of the 48 hours limit and the 
actual hours worked by each worker to whom the agreement 
applies. 
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I declare that the information have given on this form is correct and 
complete and that no claim has been made for which lieu leave has been 
or will be taken or that I have not claimed elsewhere for the hour detailed 
on this form. I understand that if I knowingly provide false information this 
may result in disciplinary action and I may be liable for prosecution and 
civil recovery proceeding. I consent to the disclosure of information from 
this form to and by the CCG and Local Counter Fraud Specialist for the 
purpose of verification of this claim and the investigation, prevention, 

detection and prosecution of fraud. 

I am an authorised signatory for my department. I am signing below to confirm 
that both the band and the hours that I am authorizing are accurate and I 
approve payment. I understand that if I knowingly authorise false information 
this may result in disciplinary action and I may be liable for prosecution and 
civil recovery proceeding. I consent to the disclosure of information from this 
form to and by the CCG and Local Counter Specialist  for the purpose of 
verification of this claim and the investigation, prevention, detection and 
prosecution of fraud. 

FOR COMPLETION BY THE CLAIMANT 
FOR COMPLETION BY THE AUTHORISED SIGNATORY 

Appendix 1: Overtime Claim Form 
 
 

 
OVERTIME CLAIM FORM 

 
Name ……………………………..…………………  Department ……………………….…….……..   
 
Employee Number ……………………………..….   Band ….......  

 

Week of: [Enter Start Date] — [Enter End Date] 

Date Start Time End Time Regular Hours Overtime Hours TOTAL HOURS 

      

      

      

      

      

      

WEEKLY TOTALS:    

 

 
Claimants Signature …………………………………….. Authorised Signatory Signature ………………………….. 
 
Print Name (BLOCK CAPITALS) ……………………… Print Name (BLOCK CAPITALS) ………………………….. 
 
Date …………………………………………………………  Date …………………………………………… 

 

HR USE ONLY  

Countersigned by  

Date  

Sent to payroll  
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Appendix 2: Opt-out form 
 
INDIVIDUAL VOLUNTARY AGREEMENT TO OPT-OUT OF THE AVERAGE 

MAXIMUM WEEKLY WORKING HOURS UNDER THE WORKING TIME 
REGULATION 1998 

 
 
a) I confirm that I am aware of my statutory rights in relation to the 

Working Time Regulations, 

b) I hereby give you notice that I am willing to work, on average, in excess 
of 48 hours a week. 

c) This agreement is to remain effective for an indefinite period and I 
understand that should I wish to terminate this agreement, I can do so 
at any time by providing my Manager with 3 months notice of my 
intention to do so.  

 

Signed: ___________________________________________ 

 

Name: ____________________________________________ 

 

Job Title: __________________________________________ 

 

Department: _______________________________________ 

 

Date: _____________________________________________ 

 

 

Please return this form to your manager, who is required to hold your 
individual voluntary opt-out agreement and make it available for 
inspection, in line with the usual protocols of the CCG, when required to  

 

do so 
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Appendix 3: Secondary Employment Declaration 
 

SECONDARY EMPLOYMENT DECLARATION 
 
Section 1 Introduction 
 
The Working Time Directive places limits on the number of hours employees 
are expected to work, the extent of night work and obligations upon employers 
regarding monitoring working time compliance. One such obligation for the 
CCG is to make reasonable enquiries concerning whether or not staff who 
also work for another employer are not exceeding the 48 hour working week 
limit. To do this the CCG requires all staff to make a positive declaration of all 
secondary employment. 
 
In the interests of the health and safety of its staff, service users and the 
public the CCG expects that where significant secondary employment is 
disclosed, and particularly if this causes the employee to exceed the 48 hour 
maximum, line managers will counsel staff and evaluate any potential health 
and safety issues concerning secondary employment. 
 
Employee Name: _________________________________________ 
 
Job Title: _______________________________________________ 
 
Contracted Hours: ________________________________________ 

 
Section 2 Employee’s Declaration 
 
Please read and sign the declaration below. Staff should also immediately 
bring future changes to their secondary working activities to the line 
manager’s attention as and when they occur. 
 
I certify that I have the following secondary employment: 
 

Employer’s Name &  
address 

Nature of Work Approximate  
Weekly Hours 

 
 
 
 

  

 
 
 
 

  

 
Please indicate if any night work, e.g. between 9 pm and 6 am is involved in 
any employment listed above. 
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Signed:  ____________________________________ Date: ______ 
 
 
 
 
 
Section 3 Line Manager’s Evaluation 
 
Please document below any action felt necessary relating to the disclosure 
made under Section 2, for example where an individual’s opt-out form has 
been completed. Also please indicate where no action was necessary. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Signed: ________________________________________________ 
 
Designation: ____________________________________________ 
 
Date: __________________________________________________ 
 
(Once completed this form should be placed in employee’s personal file) 
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Appendix 4 – Equality Impact Assessment Stage 1 Screening 
 

Title of policy, service, proposal etc being assessed:  

Overtime, On-Call and Working Time Policy 

 

What are the intended outcomes of this work? Include outline of objectives and 
function aims 
Under the health and safety at work legislation there is a responsibility on all 
employers to ensure the health, welfare and safety of their employees, as far as 
practicable.  

How will these outcomes be achieved? What is it that will actually be done? 
Management and control of working hours should be regarded as an integral 
element of promoting and managing the health and welfare of the employees of 
NHS Bedfordshire, NHS East and North Hertfordshire, NHS Herts Valleys, and 
NHS Luton Clinical Commissioning Groups, (respectively referred to as ‘the 
CCG’). 
The Working Time Regulations 1998 (as amended) came into force in the United 
Kingdom on 1st October 1998 and incorporates provisions of the European 
Working Time Directive (93/104/EC) and the Young Workers Directive (94/33/EC). 
The regulations were introduced as a health and safety measure for employees by 
setting minimum requirements for rest periods, weekly working hours, length of 
night work and annual leave. 

 

Who will be affected by this work? e.g. staff, patients, service users, partner 
organisations etc. If you believe that there is no likely impact on people explain how 
you’ve reached that decision and send the form to the equality and diversity 
manager for agreement and sign off 
 

 

Evidence  

What evidence have you considered? Against each of the protected 
characteristics categories below list the main sources of data, research and other 
sources of evidence (including full references) reviewed to determine impact on 
each equality group (protected characteristic).  

This can include national research, surveys, reports, research interviews, focus 
groups, pilot activity evaluations or other Equality Analyses. If there are gaps in 
evidence, state what you will do to mitigate them in the Evidence based decision 
making section on page 9 of this template. 

If you are submitting no evidence against a protected characteristic, please explain 
why.  

Age Consider and detail age related evidence. This can include safeguarding, 
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consent and welfare issues. 
No local assessment. Adapted from the existing policies developed in conjunction 
with, and  ratified by, the relevant committees of the Hertfordshire, Bedfordshire and 
Luton CCGs. 

Disability Detail and consider disability related evidence. This can include 
attitudinal, physical and social barriers as well as mental health/ learning disabilities. 
No local assessment. Adapted from the existing policies developed in conjunction 
with, and  ratified by, the relevant committees of the Hertfordshire, Bedfordshire and 
Luton CCGs. 

Gender reassignment (including transgender) Detail and consider evidence on 
transgender people. This can include issues such as privacy of data and 
harassment. 
No local assessment. Adapted from the existing policies developed in conjunction 
with, and  ratified by, the relevant committees of the Hertfordshire, Bedfordshire and 
Luton CCGs. 

Marriage and civil partnership Detail and consider evidence on marriage and civil 
partnership. This can include working arrangements, part-time working, caring 
responsibilities. 

No local assessment. Adapted from the existing policies developed in conjunction 
with, and  ratified by, the relevant committees of the Hertfordshire, Bedfordshire and 
Luton CCGs. 

Pregnancy and maternity Detail and consider evidence on pregnancy and 
maternity. This can include working arrangements, part-time working, caring 
responsibilities. 
No local assessment. Adapted from the existing policies developed in conjunction 
with, and  ratified by, the relevant committees of the Hertfordshire, Bedfordshire and 
Luton CCGs. 

Race Detail and consider race related evidence. This can include information on 
difference ethnic groups, Roma gypsies, Irish travellers, nationalities, cultures, and 
language barriers.  
No local assessment. Adapted from the existing policies developed in conjunction 
with, and  ratified by, the relevant committees of the Hertfordshire, Bedfordshire and 
Luton CCGs. 

Religion or belief Detail and consider evidence on people with different religions, 
beliefs or no belief. This can include consent and end of life issues.  
No local assessment. Adapted from the existing policies developed in conjunction 
with, and  ratified by, the relevant committees of the Hertfordshire, Bedfordshire and 
Luton CCGs. 

Sex Detail and consider evidence on men and women. This could include access to 
services and employment. 
No local assessment. Adapted from the existing policies developed in conjunction 
with, and  ratified by, the relevant committees of the Hertfordshire, Bedfordshire and 
Luton CCGs. 
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Sexual orientation Detail and consider evidence on heterosexual people as well as 
lesbian, gay and bisexual people. This could include access to services and 
employment, attitudinal and social barriers. 

No local assessment. Adapted from the existing policies developed in conjunction 
with, and  ratified by, the relevant committees of the Hertfordshire, Bedfordshire and 
Luton CCGs. 

Carers Detail and consider evidence on part-time working, shift-patterns, general 
caring responsibilities. 

No local assessment. Adapted from the existing policies developed in conjunction 
with, and  ratified by, the relevant committees of the Hertfordshire, Bedfordshire and 
Luton CCGs. 

Other identified groups Detail and consider evidence on groups experiencing 
disadvantage and barriers to access and outcomes. This can include different socio-
economic groups, geographical area inequality, income, resident status (migrants, 
asylum seekers). 
No local assessment. Adapted from the existing policies developed in conjunction 
with, and  ratified by, the relevant committees of the Hertfordshire, Bedfordshire and 
Luton CCGs. 

 

Engagement and involvement 

How have you engaged stakeholders with an interest in protected characteristics in 
gathering evidence or testing the evidence available?   

Policy Forum established. Members include representatives of CCGs and Trade 
Unions 

How have you engaged stakeholders in testing the policy or programme proposals?  

Policy Forum established. Members include representatives of CCGs and Trade 
Unions 

For each engagement activity, please state who was involved, how and when they 
were engaged, and the key outputs:  

Policy Forum established. Members include representatives of CCGs and Trade 
Unions 

 

Summary of Analysis  
Considering the evidence and engagement activity you listed above, please 
summarise the impact of your work. Consider whether the evidence shows potential 
for differential impacts, if so state whether adverse or positive and for which groups 
and/or individuals. How you will mitigate any negative impacts? How you will include 
certain protected groups in services or expand their participation in public life?   
No local assessment. Adapted from the existing policies developed in conjunction 
with, and  ratified by, the relevant committees of the Hertfordshire, Bedfordshire and 
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Luton CCGs. 

 

Now consider and detail below how the proposals could support the elimination of 
discrimination, harassment and victimisation, advance the equality of opportunity 
and promote good relations between groups (the General Duty of the Public Sector 
Equality Duty). 

Eliminate discrimination, harassment and victimisation  

Policy based on other organisation’s policies and best practice. 

Advance equality of opportunity  

Policy based on other organisation’s policies and best practice. 

Promote good relations between groups  
Policy based on other organisation’s policies and best practice. 

 

Next Steps  

Please give an outline of what you are going to do, based on the gaps, challenges 
and opportunities you have identified in the summary of analysis section. This might 
include action(s) to eliminate discrimination issues, partnership working with 
stakeholders and data gaps that need to be addressed through further consultation 
or research. This is your action plan and should be SMART. 
New HR monitoring system being developed 

How will you share the findings of the Equality analysis? This can include sharing 
through corporate governance or sharing with, for example, other directorates, 
partner organisations or the public.  

Publication alongside the policy 
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Health Inequalities Analysis 

Evidence  

1. What evidence have you considered to determine what health inequalities 
exist in relation to your work? List the main sources of data, research and other 
sources of evidence (including full references) reviewed to determine impact on 
each equality group (protected characteristic). This can include national research, 
surveys, reports, research interviews, focus groups, pilot activity evaluations or 
other Equality Analyses. If there are gaps in evidence, state what you will do to 
mitigate them in the Evidence based decision making section on the last page of 
this template.  
No local assessment. Adapted from the existing policies developed in conjunction 
with, and  ratified by, the relevant committees of the Hertfordshire, Bedfordshire 
and Luton CCGs. 

Impact 
2. What is the potential impact of your work on health inequalities? Can you 
demonstrate through evidenced based consideration how the health outcomes, 
experience and access to health care services differ across the population group 
and in different geographical locations that your work applies to?  
No local assessment. Adapted from the existing policies developed in conjunction 
with, and  ratified by, the relevant committees of the Hertfordshire, Bedfordshire 
and Luton CCGs. 

3. How can you make sure that your work has the best chance of reducing 
health inequalities? 
No local assessment. Adapted from the existing policies developed in conjunction 
with, and  ratified by, the relevant committees of the Hertfordshire, Bedfordshire 
and Luton CCGs. 

Monitor and Evaluation 
4. How will you monitor and evaluate the effect of your work on health 
inequalities?  
New HR monitoring system being developed 

 

Quality Impact Initial Assessment. 
Quality can be defined as embracing three key components: 

 Patient Safety – there will be no avoidable harm to patients from the 
healthcare they receive. This means ensuring that the environment is clean 
and safe at all times and that harmful events never happen. 

 Effectiveness of care – the most appropriate treatments, interventions, 
support and services will be provided at the right time to those patients who 
will benefit. 

 Patient Experience – the patient’s experience will be at the centre of the 
organisation’s approach to quality. 
 

What is the impact on:  
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Patient Safety? Positive   Negative   Neutral   
Patient 
Experience? 

Positive   Negative   Neutral   

Clinical 
Effectiveness? 

Positive   Negative   Neutral   

If any there is any negative impact please complete seek advice from the Nursing 
and Quality Team and a full Quality impact assessment will need to be completed. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Name of person(s) who carried out these analyses: Paul Curry 

Date analyses were completed: 17 May 2017 

 
 


