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Foreword by George MacKenzie
Keeper of the Records for Scotland

The Equality Act 2006 requires public bodies to promote gender equality and eliminate sex
discrimination. Instead of depending on individuals making complaints about sex
discrimination, the duty places the legal responsibility on public bodies to demonstrate that
they treat both men and women fairly. The Gender Equality Duty requires the National
Archives of Scotland (NAS) to actively promote gender equality and is similar to the duty to
promote race equality under the Race Relations (Amendment) Act 2000 and disability
equality under the Disability Discrimination Act (DDA) 1995.

The fundamental aim of NAS is to work with Scottish Ministers to improve the well-being of
Scotland and its people by selecting, preserving, and making available the national archives
of Scotland in whatever medium, to the highest standards; promoting the growth and
maintenance of proper archive provision throughout the country and leading the development
of archival practice in Scotland.

It is essential that NAS promotes gender equality for our staff who work in the Department
and for the delivery of all the services we provide to the public. We also need to ensure that
there is no discrimination to anyone who accesses our services. We want to ensure that we
carry out our functions with the utmost integrity in terms of gender equality.

As we move ahead with important new initiatives, for example the new Family History
Centre (ScotlandsPeople), we will focus on what more we need to do to reinforce our
commitment to equality for all the people of Scotland.

GEORGE MACKENZIE
Keeper of the Records for Scotland






1. Introduction

1.1 In 2001 the Race Relations (Amendment) Act first introduced a positive duty on the
public sector to work to achieve race equality and NAS has its own Race Equality Scheme.
http://www.nas.gov.uk/documents/raceEqualityScheme.pdf

1.2 In 2005, amendments to the Disability Act brought a new public sector duty on disability
into effect and NAS has its own Disability  Equality = Scheme.
http://www.nas.gov.uk/documents/NASDisabilityEqualitySchemeDec2006.pdf

1.3 In 2006, the Equality Act legislated for a gender equality duty which comes into force on
29 June 2007. This means that by the end of 2007 the public sector will be subject to a Race
Equality Duty, a Disability Duty and a Gender Equality Duty.

1.4 NAS is required to publish a gender equality scheme setting out what we plan to do to
promote gender equality. Within the scheme we are required to state:

e our overall objectives to allow us to meet our general duty;

¢ what we have in place to measure the impact of our policies and practices
on men and woman and in particular the extent to which they promote equality
between male and female staff;

e what steps we will take to fulfil our obligations; and

e what arrangements are in place for gathering information on the effect our policies on
gender equality and our arrangement on making use of that information.

1.5 Our business (described in Section 4 below) is such that our main impact on Gender
Equality falls in three areas:

e Employment of staff (see Section 5);
e Procurement of goods and services (see Section 6);

e Assessing the impact of our policies and practices (see Section 7).

2. Background

2.1 The Equality Act 2006 amends the Sex Discrimination Act 1975 to place on all public
authorities a general duty to promote gender equality. In carrying out its functions NAS must
have due regard to:

e the need to eliminate unlawful discrimination and harassment;

e the need to promote equality of opportunity between men and women.


http://www.nas.gov.uk/documents/raceEqualityScheme.pdf
http://www.nas.gov.uk/documents/NASDisabilityEqualitySchemeDec2006.pdf

3. About the National Archives of Scotland

3.1 The National Archives of Scotland (NAS) is an agency of the Scottish government and its
chief executive, the Keeper of the Records of Scotland is a non ministerial office holder in
the Scottish Administration. The national archives play an important role in Scotland’s
economic and cultural life. The property market in Scotland is dependent on the services
provided by the NAS to legal searchers, while its historical records are much used in lifelong
learning and are a major attraction for genealogists, which helps promote tourism. In
addition to advising Scottish Ministers on records and information policy, the NAS advises
Scottish public authorities about the creation and management of their records, it advises
public and private owners about their historical records and it provides a reference service to
the public on all aspects of the national archives.

3.2 The fundamental aim of NAS is to work with Scottish Ministers to improve the well-
being of Scotland and its people by selecting, preserving and making available the national
archives of Scotland.

3.3 Our vision for NAS over the next decade is that we:

e work to the best international practice in quality, customer orientation and cost-
effectiveness;

e provide information which is accessible, helpful and accurate, surpassing the
expectations of all our customers;

e ensure that our information is widely used, for the benefit of individuals and to
improve the administration of Scotland and the UK;

e in partnership with other public bodies, provide a world-class service to family
historians in Scotland and around the world,;

e minimise the call on taxpayers and customers by income generation and the
achievement of good value for money; and

e are highly-motivated and well-informed people who find our work satisfying, treat
everyone with respect, and are committed to innovation and improvement.

3.4 As civil servants we have common VALUES which are:-
e integrity and honesty;
e objectivity;
e political impartiality; and

e fairness.



3.4 To enable us to help meet our aim, NAS is organised into two Divisions, Records and
and Corporate Services. The core functions of these Divisions are as follows:

Records Services:

e To administer all aspects of NAS responsibilities for Government records, including
those of the Scottish Parliament, and for court and legal records in Scotland.

e To administer corporate and private records held by NAS, and to take responsibility
for developing and managing relations with both public and private organisations
which do not deposit records, providing a source of expertise and advice to them on
record keeping.

e To promote and market NAS collections and services to increase access to its records
and facilities by users.

Corporate Services:

e To provide financial, procurement, accommodation, IT, records conservation,
learning and other support services for NAS.

e To make the records held by NAS available to customers both at our buildings in
Edinburgh and remotely over the world wide web.

4. NAS’s Priorities and Key Policy Areas 2007 -2010

4.1 The ScotlandsPeople service, on the Internet, in the new centre and at local level, will
remain the major access project for NAS over the next 5 years. We will work with GROS, the
office of the Lord Lyon and others to create a world class family history service on line, on
site and across Scotland.

4.2 We will make more of our records, particularly those of family and local history interest,
available as digital images, seeking customers’ views to inform our decisions.

4.3 We will continue to work with Registers of Scotland on the Registers Archive Conversion
project, with the aim of satisfying 75% of access and copy requests for legal documents
electronically. From about 2009 our legal service will be progressively taken over by
Registers Direct, allowing us to concentrate on historical customers.

4.4 We will promote our education services, working with teaching professionals to develop
new content based on our rich holdings to support the schools curriculum. We will do this
both on our own and increasingly in partnership with the national collections and with other
heritage bodies.

4.5 We will play a major role in managing the transition from paper to electronic public
records. We aim to be a centre of excellence in electronic records, and to provide a secure
and trusted digital repository for the records of government in Scotland that are created in



electronic form. We will use our expertise to advise government bodies and other public
agencies on e-records.

4.6 We will provide secure accommaodation to safeguard records of long term value, whether
paper or electronic. We will do so by managing the increase in records coming to us, through
better appraisal and selection, by looking at alternative storage options, and by increasing our
storage capacity through new building.

4.7 We will promote better record keeping by public bodies in Scotland, in order to support
compliance with Freedom of Information and other legislation. We will work with local
authorities and others to improve the standard of archive services across Scotland and give
citizens access to information about themselves, their families and their communities.

Cross-cutting

4.8 The Agency also wants to ensure that we operate in an efficient, effective and
professional manner; demonstrate compliance with legislation and published good practice;
provide an environment where staff can develop their knowledge and skills for the benefit of
the business and the individual; and deliver services which meet customers’ needs and are
publicised appropriately.

4.9 We therefore:

e Apply sound corporate governance to our business;

e Play a full part in the Efficient Government initiative and seek opportunities for
sharing services;

e Demonstrate the characteristics of a Best Value organisation by adapting to
change and achieving continuous improvement;

e Make best use of ICT in an appropriately secure manner;

e Prepare accurate Annual Accounts for timely presentation to the Scottish
Parliament and publish an Annual Report which is made available for public
viewing;

e Ensure that staff have proper development opportunities and are well-managed;

e Meet our obligations under the SE’s Performance Management System and
complete all appraisals, in line with the guidance, by the due dates;

e Involve our staff in the development of our objectives and foster first-rate
leadership within the organisation.

5. The National Archives of Scotland as an Employer

5.1 NAS is an Agency of the Scottish government. This means that all staff in the NAS enjoy
the same terms and conditions of employment as Scottish government staff and we adopt all
of the Scottish government’s HR policies and procedures. The Scottish government also have
overall responsibility for our staff recruitment. All staff are recruited into posts based on their
competencies.

Our existing policies and strategies



Equal opportunities and diversity policies

5.2 The National Archives of Scotland 's employee policy on equal opportunities is that all
staff should be treated equally irrespective of their sex, marital or civil partnership status, age,
race, ethnic origin, sexual orientation, disability, religion or belief, working pattern,
employment status, gender identity, caring responsibility, or trade union membership.

5.3 In addition we are committed to increasing the diversity of, and development
opportunities for, all staff within the organisation.

Diversity Strategy

5.4 The Scottish government's 5-year Diversity Strategy, "Positive about You", was launched
in November 2000 and is applied in NAS. Following a review to ensure that it remained fit
for purpose, it was re-launched as "Positive about You - 2004 and Beyond", in December
2004. The revised Strategy has a renewed focus on the mainstreaming of diversity across the
organisation and aims to consolidate the substantial progress that has been made so far.

http://www.scotland.gov.uk/Resource/Doc/26800/0031628.pdf

5.5 This has now been supplemented by the Departmental Diversity Delivery Plan, published
in July 2006.

Departmental Diversity Delivery Plan

5.6 As part of the Cabinet Office initiative, "Delivering a Diverse Civil Service - a Ten Point
Plan", the Scottish government has published its Departmental Diversity Delivery Plan. The

plan sets out how we plan to change the culture of our organisation and reap the benefits that
having a diverse organisation brings. NAS fully subscribes to this initiative.

5.7 The plan's progress is overseen by the Scottish government's Diversity Forum: a group of
key diversity policy leads from across the Scottish government and its Agencies, chaired by
its Diversity Champion. It also is monitored by the Cabinet Office Diversity Champions'
Network.

Gathering information on gender equality and diversity policies

5.8 Under the gender equality duty we are required to set out the actions we have taken, or
intend to take, to gather information on the effect of our policies and practices on men and
women and in particular the extent to which they promote equality between male and female
staff. We use a number of systems for gathering this information and details of these are set
out below.

Recruitment

5.9 As part of our recruitment process, information on gender is obtained from staff at the
time of entry to the NAS and is recorded on the HR database system, as is information on
ethnicity and disability. Details of disability and ethnicity are held confidentially and are
available only to selected HR staff on a "need to know" basis.


http://www.scotland.gov.uk/Resource/Doc/26800/0031628.pdf

5.10 We are aware that the gender identity of transgender people and their right to privacy
can be compromised when contacting former employers as part of the recruitment process.
We will not contact former employers unless an individual has already informed their
previous employers of the need to amend their records which show that persons new name
and acquired gender only. We will respect the confidentiality of applicants so they do not
have to disclose a previous gender identity if they do not wish to do so.

Retention

5.11 The Scottish government Diversity Team, in conjunction with the HR Management
Information Team, undertakes the key reporting role on equal opportunities and diversity
issues on behalf of the NAS as an employer. They report to the People and Business
Innovation Group on a regular basis on a wide range of staffing issues, including turnover,
attendance and progress towards our targets for under-represented groups: disabled staff,
women in senior posts and staff from a minority ethnic background. In addition, the HR
Management Information Team also provides an annual submission to Cabinet Office as part
of the UK-wide collection of information on civil servants.

Development

5.12 We record information on staff progress through the organisation in our HR database
and some of this is evidenced in the progress towards our diversity targets. Although each
member of staff does complete a Personal Learning Plan as part of the Performance
Management process, this information cannot easily be disaggregated by gender, race or
disability. The facility to record the type and quantity of training undertaken by staff along
with disaggregated information should be available following the introduction of the e- HR
system.

5.13 We also gather information on a range of other HR policies and in a variety of ways,
including Dignity at Work; performance management and employee consultation.

Dignity at work

5.14 Our Dignity at Work policy aims to eliminate discrimination, bullying, harassment and
victimisation. This includes sexual harassment and sex discrimination; we are also fully
committed to protecting staff members from bullying, harassment and victimisation on the
grounds of gender identity. As part of our monitoring of the policy, we gather detailed
information on an annual basis on every case recorded to enable us to identify and act on any
incidents of discrimination or other unacceptable behaviour. If a complaint of discrimination,
or any other form of unacceptable behaviour is raised, this is fully and independently
investigated using the process set out in the policy. If it is decided that the complaint is well-
founded, action will be taken under our disciplinary procedures. Depending on the type of
complaint, the penalty can be up to and including dismissal. Further training can also be
recommended.

Performance management
5.15 The effective operation of the Performance Management system will make an important

contribution to meeting our commitment to gender equality by ensuring all staff are valued
for their individual contribution and their performance is assessed fairly. All staff have a



responsibility to ensure that their participation in the performance management process
supports the Executive's diversity agenda. We review all markings given under Performance
Management System to ensure that the system is free from bias and undertake regular equal
pay reviews to ensure that our pay system is transparent and non-discriminatory. We will
encourage all staff to have a personal diversity objective as part of their performance
appraisal. We expect this to become mandatory from 2008.

Employee consultation

5.16 We consult all of our staff on a regular basis, both directly through our networks,
including the Disability, LGBT, Part-time and Carers Networks, and in other communications
where input is required for the policy review process. We have recently established a new
Senior Women's Network, which will also play a key role in future consultation and policy
development. Our annual employee survey also gathers a wide range of information from
staff, which includes a range of equalities information.

5.17 During the preparation of this scheme we consulted all staff by email and intranet about
gender equality, and their ideas for promoting this. We will continue to consult staff on a
regular basis and take into account comments they make.

Transgender

5.18 The Scottish government works particularly closely with its Lesbian, Gay, Bisexual and
Transgender (LGBT) staff network, consulting members regularly on relevant policy issues,
including our Gender Reassignment Policy, which was published in April 2006 and which we
will update in light of the requirements of the Gender Duty. NAS will work closely with our
HR advisers to promote this policy.

5.19 Throughout this scheme, when we refer to women and men, we do, of course, include
transgender women and men. We want to make sure that transgender women and men are not
treated as a "different” or "separate” sex, but treated and engaged with exactly as they would
want to be, as women and as men. We will work to raise awareness of transgender issues and
to promote equality for all women and men across the organisation.

5.20 An excellent guide for staff and managers which takes a detailed and sensitive approach
to how an organisation can improve its policies and practices for transgender people was
published by the Home Office in 2006. Our approach has been very much informed by that
guidance and we intend to use that document as the reference tool for our own policies and
practices (The Workplace and Gender Reassignment A Home Office Guide for Staff and
Managers).

5.21 We recognise that there are a number of key areas where we could improve our policies
and practice for the benefit of transgender women and men and that these areas relate to the
following administrative processes, which may, on the surface seem benign, but which, if
amended can be of great benefit to transgender women and men working in our organisation
and those recipients of our services.

5.22 Privacy: We recognise that transgender people have the right to privacy and dignity at
work and that their personal circumstances and experiences are not for disclosure or
discussion in the workplace. We know that a person's transgender status is of no relevance to



an individual's ability to work effectively within an organisation, unless other people working
in our organisation, through ignorance and/or prejudice, make it an issue.

5.23 Disclosure: we recognise that the gender history of any individual staff member is part
of that individual's personal and private history and that confidentiality and respect is
paramount. We recognise that unauthorised disclosure of a person's gender history is in direct
contravention of the Gender Recognition Act.

5.24 Recruitment: we recognise that the recruitment process can be very off-putting for
transgender women and men, particularly if that recruitment process requires contact with
previous employers. The right of a transgender person to live fully in their acquired gender
will be respected and we would not expect a transgender person to disclose information
which threatened that right to privacy.

5.25 We recognise that a transgender person who changes their gender identity before
entering the NAS employment is under no obligation to inform management or their
colleagues about their transition. When a transgender person volunteers this information to
HR, we recognise that we cannot and we will not disclose that information without that
person's explicit consent.

5.26 Employment: Although a person who has changed their gender identity before coming to
work for the NAS is able to maintain their anonymity, we recognise that for those members
of staff who undergo their transition whilst remaining in the same workplace, that anonymity
and privacy is not possible. We want to ensure that all people who transition whilst remaining
in employment with the NAS are treated with sensitivity and support and this includes being
appropriately supportive and understanding in terms of necessary absences from work. We
will not tolerate harassment or bullying. Should the employee wish to move to another post
within the NAS, we will do what we can to redeploy that person to best suit their needs and
circumstances. When a person returns to work after their transition, we will do everything we
can to ensure that their return is treated with sensitivity and care. We understand that
transgender people simply want to be accepted in their acquired gender and will want the
workplace to be as normal and everyday as possible. We do appreciate that after transition,
transgender people may need support in the workplace, and we will do all that we can to
ensure that transgender people feel supported, valued and respected.

5.27 Records Management: we know that, when an existing employee of the NAS undergoes
transition, we will need to ensure that all their records are updated to reflect their acquired
gender identity. We do not want the privacy of transsexual employees to be inadvertently
disclosed because our records management has not been sufficiently robust. We will ensure
that all the records pertaining to transsexual employees are updated quickly and efficiently to
ensure that the right to privacy and confidentiality is maintained at all times. When applying
for a new security pass to reflect their new gender, transsexual employees should return their
old pass and apply for a new one, on the same basis as for a new employee. This process
should be carried out as quickly and efficiently as possible to support a smooth transition.

5.28 We will ensure that all NAS employees are aware that to disclose or to discuss the
transsexual status of employees may constitute an offence under the Gender Recognition Act,
particularly if knowledge of that person's status has been acquired in an official capacity. We
will ensure that staff are aware that they should maintain strict confidentiality at all times and
should never breach an individual's right to privacy.



5.29 We are committed to continuing to work with the LGBT staff network and the trade
unions to improve performance on transgender issues.

Using information in meeting the gender equality duty

5.30 Under the gender equality duty we are required to set out the actions which we have
taken, or intend to take, for using the information that we have gathered to help us review the
effectiveness of the action that we are taking and inform future schemes. The details of how
we aim to meet this requirement are set out below.

5.31 The information we gather is used as part of the monitoring and equality proofing of all
of our HR policies. If evidence of discrimination or unfair treatment is apparent from any of
our monitoring procedures, we will consider this further and put in place remedial action as
required, e.g. by adapting existing policies or processes to eliminate such discrimination.
Once any changes have been made, we would then seek feedback from staff and stakeholders
to ensure that they are effective. We will review each of our policies on a regular basis,
seeking the views of equality groups as appropriate, and taking any action to address
evidence of inequality. We will also ensure that the procedures that arise from those policies
take account of equality issues. We recognise that our monitoring processes need to be
extended beyond recruitment and promotion and that we need to understand better whether
there are gendered differences in terms of grievance procedures, uptake of reasonable
adjustments, training opportunities, special leave, flexible working practices, sick absences,
and special bonus schemes.

5.32 The Scottish government’s Diversity Delivery Plan, which covers NAS, sets out a range
of action points across all equality strands and these are reviewed every six months by the
Diversity Forum. Each lead policy officer summarises recent action in each of their policy
areas and future actions are agreed by the Forum members. The Plan is also reviewed at a
Cabinet Office level by the Diversity Champions' Network, which ensures that departmental
action is supporting the wider Civil Service agenda and that progress continues to be made
towards our targets. Progress towards our diversity targets is also monitored internally on a
quarterly basis and we will take steps, as appropriate, to address any issues arising from this
information.

5.33 We take action to ensure our policies and practices promote equality between male and
female staff in the areas of recruitment, development and retention. Details are given below.

Recruitment

5.34 We will monitor all aspects of our resourcing policy to ensure that there is no inherent
bias or discrimination and that all staff and applicants are able to join and progress through
the organisation on an equal basis.

Development

5.35 We will monitor our training provision, in particular our management development
courses, as far as we are able to ensure that both men and women are afforded an equal
opportunity to progress through the organisation. We will also encourage applications from
any groups who may be under-represented in any particular area of development training to



ensure there is equality of opportunity across the organisation and make available flexible
training opportunities for staff who work a non-standard pattern.

Retention

5.38 Although the current NAS staff turnover rate is very small, we are committed to the
retention of all of our staff. We will monitor the reasons for staff leaving the organisation and
use evidence from this to address any areas of inequality or unfair treatment in our policies
and processes. We will consider the results of our employee survey to identify any areas
where our policies may be impacting unequally on men or women; where staff may be
feeling undervalued or feel that they have not been treated fairly by the organisation and take
remedial action as appropriate.

Involving our staff
5.39 NAS is keen to work closely with all staff to ensure that their needs are met and that we

continue to make improvements within the workplace. We will work, through HR, with the
Scottish government staff networks to ensure that we are including all views and perspectives

in developing our policies and practices. We will also continue to raise awareness of gender
issues through a range of initiatives to be taken forward as part of the Scottish government

Diversity Delivery Plan (see Section 5.5).

5.40 We will also progress the action plan set out below:

HR Action Plan

Policy Action By whom By when Outcome
We will ensure that
NAS staff have been All NAS staff are
trained in equality and aware of their
A Development .
diversity issues and that rights and
: Centre and A
they are aware of their responsibilities
. Scot Exec .
rights and Cornorate Ongoing and the
Training, responsibilities in terms IearEin requirements of
including of their fellow Servicegs equality and anti-
Equality and | employees and in terms discrimination
Diversity of their stakeholders legislation.
Training and customers.
We will consider the Development Training
availability of our Centre and opportunities will
courses and learning Scot Exec be more
opportunities to Corporate accessible to staff
improve their learning working flexible
accessibility. Services patterns.
We will continue to Annually, The gender pay
Equal Pay follow pay policies and | SE-HR following gap across the
practices of the Scottish the NAS continues to



Pay and
Leave

Development
of male and
female staff

Retention of
male and
female staff

Flexible
Working

government. completing
of each pay

round

We will continue to
follow pay policies and
practices of the Scottish

government. SE-HR

Ongoing

We will ensure that
both male and female
staff have the fullest
training opportunities
and that these training
opportunities do not
disproportionately
advantage those
working higher grades.

Line managers,
Development
Centre and
Scot Exec
Corporate
learning
Services

Ongoing

We will ensure that our
promotion processes are
fair and transparent and
both male and female
staff are encouraged and
supported throughout
the process.

SE-HR and

. Ongoin
line managers going

We will work with our

HR advisers to monitor

the sex of those staff

who leave the NAS and

their reasons for leaving | HR
the organisation and

take account of any

gender equality issues

that arise.

Ongoing

We will raise awareness
of the benefits of
flexible working for all
grades and work to
ensure that the value of
staff working a flexible
pattern is recognised
across the organisation.

SE-HR Ongoing

narrow and is
eventually
eliminated.

Both male and
female staff will
be able to
participate fully in
caring for their
child/children.

Both male and
female staff are
able to make the
fullest use of
development
opportunities and
are able to
progress their
careers.

Both male and
female staff are
able to take
advantage of
available
promotion
opportunities and
progress through
the organisation.

Both men and
women are
retained within
the organisation
and any unfair
treatment on the
basis of their
gender is
addressed.

Flexible working
is more widely
valued by staff
and the
organisation and
opportunities for
those working
flexibly are
increased.



Business
planning

Performance
Appraisal

Staff
information

Policy
Review

Monitoring
and
Evaluation

We will ensure that
gender equality and
diversity issues are
included in
Management Board
business

We will ensure that all
staff have a personal
diversity objective.

We will continue to
gather information
through the staff survey
and analyse this to
determine appropriate
actions.

We will also consider
how we can make better
use of the employee
survey to improve our
understanding of gender
issues in the NAS.

We will involve all staff
in the policy review,
through early
engagement with staff
networks and through
other communication
mechanisms.

We will work with our
HR advisers to improve
our data collection
across the following
areas: training, flexible
working, special
bonuses, exits from
NAS, grievances,
sickness absences and
promotion.

NAS
Management
Board

Autumn
2007

All staff April 2008

NAS Senior
Management
and SE -
Diversity
Team

Ongoing

Diversity
Team in
conjunction
with Office of
Chief
Researcher

Ongoing

SE-HR Ongoing

SE-HR Ongoing

Gender equality
and diversity
issues regularly
considered by
senior
management and
incorporated into
business planning
process.

Increased staff
awareness.
Equality is
embedded in the
delivery of
business
objectives.

Improved
organisational
understanding of,
and response to,
the views of male
and female staff.

Improved data on
the experiences
and views of
women and men
in the NAS.

Policy outcomes
properly reflect

the views of both
men and women.

An improved
understanding of
the gender
equality issues
across a broad
range of NAS
policies, functions
and practices.

Subsequent action
to be decided



following data
analysis.

6. Procurement

6.1 NAS follows the Scottish Executive’s rules on procurement. The procurement activities
of public bodies are highly regulated (EU Treaty, specific EU Directives on procurement and
jurisprudence from the European Court of Justice and the national courts) which means that
such bodies are obliged to ensure that they act in a transparent and proportionate manner
ensuring equal treatment and non discrimination in all their activities. In essence, this means
that good procurement practice is fundamentally about treating potential suppliers equally
and awarding contracts on the basis of merit following fair and open competition wherever
possible. In this respect, good procurement practice is therefore consistent with equality
policies.

6.2 NAS accepts that as a procurer of goods and services it has to ensure that those who are
contracted by us do not compromise our duty to promote equality between women and men
when carrying out services to the public on our behalf.

6.3 NAS will ensure that our standard terms and conditions follow those of the Scottish
government and include a clause stating that contractors shall not unlawfully discriminate
with regard to disability, age, gender, sexual orientation, race or religion.

6.4 We require potential contractors for significant contracts to disclose any adverse
judgements/rulings and have published guidance for suppliers on our procurement website
that warns that failure to comply with legislation may result in them being excluded from
bidding.

Procurement Action Plan

Policy Action By whom By when Outcome
XZ?] t\;\gclz![ (r:%\:]lg;/tvijrt%nt%ard NAS Finance & All contract
ensure that they commit Admin Branch and | April conditions

Procurement our suppliers té/ comol Scottish 2007 and | compliant with
I SUpp Py Procurement ongoing | SDA and
with all relevant equality Directorate Gender

legislation.

7. Assessing the Impact of our Policies and Practices
NAS Staff
7.1 NAS staff take part in an annual Employee Survey run by the Scottish government.

However, we consider our own results separately and create our own action plan based on our
staffs’ opinions. This is our key tool for staff consultation.



7.2 In addition we will continue to consult our staff by email, intranet and other means on
gender equality issues, and take account of their comments.

7.3 We regularly seek feedback on the services we provide to customers, which enable
members of the public to access open public records both in our search rooms and remotely
online. We do this face-to-face, by means of comment sheets and through customer surveys.
So far we have not included a question on gender on any of our comment sheets or surveys,
but we will do so in future.

8. NAS’s Achievements and Plans on Gender Equality
Staffing in the Department

8.1 We have a reasonable balance between men and women at management grades in NAS.
The following table provides a comparison of females and males employed in the Department
by grade (B1 - C3) in 2003 and in 2007. At present, however, the two Deputy Keeper posts
(C3) and the Keeper of the Records post (SCS) are filled by males.

GRADES YEAR FEMALES (%) MALES (%)
B1 2003 47 53
2007 34 66
B2 2003 45 55
2007 69 31
B3 2003 47 53
2007 53 47
C1 2003 29 71
2007 25 75
C3 2003 0 100
2007 0 100

8.2 The NAS have around 150 permanent staff in post. Of these, six female and 2 male staff
work part-time hours. There is one female and one male member of staff working term-time
hours. We have two female members of staff on a permanent homeworking arrangement.

8.3 We have just completed (May 2007) a series of Dignity at Work training sessions, during
which staff were given information about the Department’s policy on bullying and
harassment and their responsibilities as staff members and, where appropriate, as managers.

8.4 We are currently looking into the possibility of providing baby changing facilities within
the male and female toilet facilities in the ScotlandsPeople Centre.




9. Reviewing the Scheme & Annual Reporting

9.1 We will review our scheme on an annual basis to ensure that we continue to meet our
responsibilities under the Gender Equality Duty 2007. This will require us to work with staff
and the users of our services on an ongoing basis to identify any barriers which may exist.
The NAS Management Board will consider evidence and actions on gender equality
annually.

9.2 We will publish a revised scheme by 29 June 2010.
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