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USING THE COMMUNICATIONS GUIDE

The pay and employment equity review process is an open, transparent process. Keeping staff
informed on progress and encouraging engagement and regular feedback on their experiences
and perceptions is critical to the success of the review.

The review collects and analyses both statistical payroll data and qualitative information.

This guide aims to assist your organisation and the review committee to develop its

communications plan and provides examples of different forms of communications to

encourage staff engagement and organisational buy-in.

e Text in italics provides guidance and should be removed or replaced in the final
communications.

e Shaded text should be replaced with appropriate information.

Communication objectives

That all staff, managers, associated unions and any other interested bodies such as boards,

councils and governing bodies:

e have a clear understanding about the purpose and scope of the review

e are kept informed on progress during the review and are provided with the final results

e have access to information and have the opportunity to complete surveys (either online or
hard copy) and provide feedback after each committee meeting, regardless of their
occupation, hours of work, leave status and location

¢ have confidence that they can have input into the process and express their views, with
anonymity being guaranteed

e as a result of the above, feel comfortable with the process and positive about its
usefulness.

A three phased, four step review process

The review process will proceed in three phases over the period dd/mm/yyyy to dd/mm/yyyy.
e Preparation phase

e The four step review process

e Implementation phase and ongoing embedding of equity into HR practices.

1. The preparation phase

The preparation phase involves:

¢ Undertaking data analysis, either by using the analytical tool PEERAT (Pay and
Employment Equity Review Analysis Tool) or other method, using payroll and HR data to
create ORGANISATION NAME’s gender profile

e distributing an online survey to all staff to get their experience and perceptions of working
at ORGANISATION NAME (hard copies will be available to those employees who don’t have
access to a computer)

e sending a joint organisation and union media release, using union publications and
sector/professional body publications.

2. The review process

Staff, managers, governance bodies and any associated unions will be kept up to date with
what is happening, and the review committee will ask for feedback at two critical points during
the review — first, to seek staff opinion on the possible causes of the identified gender
differences, and second, to seek suggested solutions to assist with developing a strategic plan.
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Finally, the committee will distribute the results of what they found and what they are

recommending to progress equity.

e Step 1/Chapter 1: Create a gender profile of the organisation and identify significant
gender issues.

e Step 2/Chapter 2: Explain significant gender differences.

e Step 3/Chapter 3: Plan for moving towards gender equity by addressing the issues
identified, which includes a strategy for implementation, monitoring and evaluation.

e Step 4/Chapter 4: Describe and evaluate the review process.

3. Implementation phase and ongoing embedding of equity into HR practices

In the implementation phase, the recommendations in the review report are actioned and
progress is monitored, reported and evaluated against the outcomes sought. Pay and
employment equity practices are also integrated into HR activities. A communications plan will
need to be developed to keep all parties up to date with progress. This will assist to build
confidence and trust that the organisation has a commitment to enhancing and improving the
position of women.

Communications for each phase

1. Preparation phase

During the preparation phase, three communications are required:

o Alert staff to the pending review, its scope, purpose, the process, the timeframe and how
staff will be consulted and kept up to date with progress. Ideally, this communication
should also demonstrate senior management’s commitment to and support for the review.

¢ Invite interest from staff to be members of the review committee.

e Encourage staff to complete a survey on their experiences and perceptions.

2. Engagement through the process

An update is sent to staff after three of the four committee meetings to inform them on
progress and encourage feedback on the work of the committee, using two staff feedback
surveys.

Report back to staff, managers, governance bodies and associated unions on the review
outcomes, including recommendations and the implementation plan. A case study can be used
for feedback to staff.

3. Implementation phase

Report back to staff at defined intervals on progress being made on the implementation of the
recommendations. To assist with monitoring and evaluation on progress, the survey and data
analysis could be re-run, and/or an alternative survey that relates directly to the response plan
could be run. It might be useful to run both types of surveys and data analysis at different
times to check that no new gender biases have crept in.

Examples of communications that can be used for each of these three phases are provided in
the following sections.
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1. PREPARATION PHASE

The review process recommends that three communications are sent to staff:

e An early communication from the chief executive or general manager to alert all staff and
managers to the purpose, scope and outline of the process, ideally before the review
begins.

e An invitation to staff to be a committee member.

e A communication to support the staff survey.

Media release

Once staff have received the first communications, the organisation may wish to consider
sending a media release to its associated union publications, any sector-wide publications or
through professional bodies

See:

e Appendix 1: New Zealand Public Service Association Newsletter for PSA members in Local
Government, May 2008

e Appendix 9: Examples of graphics.

Staff communications examples include:

e the first communication from chief executive/general manager providing the purpose and
scope of the review

e an invitation to be a committee member

e a communication to support the staff survey.

Example of first communication from chief executive

Message to staff, managers and associated unions

ORGANISATION NAME is preparing for a pay and employment equity review starting on
dd/mm/yyyy. The purpose of the review is to ensure that ORGANISATION NAME is an
attractive, innovative, fair and productive workplace. The review enables us to check what we
are doing well and to identify any unintentional gender inequities. If inequities are found, a
response plan will be developed and implemented to address them.

Add quote/message from chief executive. Example: When the idea of the Gisborne District
Council participating in the pay and employment equity project was first mooted, | was a bit
sceptical I'd have to say. None of us — or, at least, | hope that’s the case — set out to create
injustices and inequity in our workplaces. Intuitively then, there’s no problem, so why go down
this track? I've realised that’s the point — it’s not enough to rely on intuition. The potential
issue is such that some hard data is needed. Attracting good people to work for us is
challenging enough without running the risk that there is something inherent in our pay
policies, practices and procedures that prejudices a high percentage of our market. I’'m looking
forward to the results and seeing what they might mean for our approach to personnel
management in the widest sense. (Lindsay McKenzie, Chief Executive Gisborne District Council
2008)

About pay and employment equity

Pay and employment equity is about ensuring that pay, conditions, access and experiences in
the workplace are not affected by gender
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Any difference in the distribution of organisational rewards, participation levels, and experience
of respect and fairness should be explainable and justifiable

It's not just about pay. It's about opportunities for identifying and addressing barriers to career
development, working, flexibility and fairness

The review includes the impact and results of organisational policies and practices on men and
women, not just whether policies are in place or that activities and processes occur

Pay and employment equity contributes to productivity, and social and cultural development,
which are key to achieving our organisational objectives and New Zealand’s economic growth

It's about recognising that equity means that employees’ backgrounds, needs and
circumstances are taken into consideration and that sometimes people need to be treated
differently. Applying employment equity practices results in all employees having equal
opportunities to participate at work.

How is this review going to work?

Example: (Wording depends on the way your organisation sets up the structure for the
review, for example, you may use an external or internal project manager.)

Project manager

An external/internal project manager has been appointed to lead our pay and employment
equity review. PROJECT MANAGER’S NAME has had experience in leading SHORT SENTENCE
ON PROJECT MANAGER’S EXPERIENCE.

If you want more information or want to contact PROJECT MANAGER’S NAME directly with your
feedback, contact details are PROJECT MANAGER’S CONTACT DETAILS.

Review committee

A committee of NUMBER OF MEMBERS will represent union members and other employees and
a range of occupations and levels within ORGANISATION NAME. Nominations for the
committee will be sought, and information on this will be provided to you within TIME PERIOD.

Participating in the review — how can you have your say?

ORGANISATION NAME is committed to an open and transparent process, and your
participation is crucial to the success of the pay and employment equity review.

You can participate in the review in three ways:

e By completing a staff survey either online or in hard copy.

e By responding to feedback requests after the first two committee meetings.

e By approaching a committee member or the project manager to provide further information
or feedback on what the committee is looking at.

What’s in this for me?
Overall, pay and employment equity is to everyone’s advantage. It's about everyone having

access to the same opportunities. It has benefits for an organisation and for an organisation’s
employees.
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Your participation/input is important. The more information the review committee has, the
more we can be sure of identifying the right issues to progress gender equity. You can do this
by completing the initial survey and two feedback surveys, as the committee looks at both
quantitative and qualitative information

We want to involve you because this is about you — about identifying opportunities we
currently have, what processes are working well and barriers that need to be addressed
Information will only be used in aggregate form. Information will not be presented in a way
that individuals can be identified.

What will happen as a result of the project?

A review report will show what the committee looked at, how it analysed this information, what
it found — what is working well and any unjustified gender equity issues that need to be
addressed to progress gender equity within ORGANISATION NAME. The review report includes
an implementation strategy that will be presented to the chief executive and associated unions
for consideration.

The project will not fix any identified issues. That is the work of ORGANISATION NAME
management after the review has been completed.

See Appendix 2: Towards a Fairer Workplace — Review gets underway.
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Example of an invitation to be a committee member

If the committee hasn’t been selected, here is some suggested wording to accompany the first
message.

Nominations for committee membership

If you are interested in being considered for a role on the pay and employment equity review
committee, please contact NAME (PROJECT MANAGER/CO-COORDINATOR/OR OTHER TITLE)
with your details (name, workgroup, position), your manager’s name, your union affiliation (if
any) and an outline of the contribution you would make to the work of the committee.

The strength of the review committee will be in its diversity. We are looking for people across

ORGANISATION NAME from different occupations and levels who can contribute one or more

of:

e understanding or interest in pay and employment equity

o knowledge of the history of the organisation

o staff members recently appointed that have ‘fresh eyes’ and bring different perspectives

e knowledge base of organisation and culture

e research and/or evaluation skills

e ability and appreciation of participating in a team consensus environment, with an open
curious attitude

e ability to take an overview approach and to consider the needs of the organisation as a
whole, as well as specific issues within parts of or groups within the organisation

e ability and confidence to promote and encourage engagement in the review and receiving
people’s ideas and feedback.

The role of the committee

The committee:

e considers the information that is available and decides if more information is required

e decides on what’s working well

e decide on the significant gender differences

e investigates if gender differences are explainable and justifiable

e records any other non-gendered equity issues

e decides on the recommendations and strategies to progress gender equity

e uses consensus decision-making on information being presented to ensure a strategic focus
is maintained

e champions the project and encourages consultation.

Time involvement

The committee is likely to meet about four or five times over a 2—3 month period (all these

times are approximate):

e Preparation: 14 hours

e Process: 4 committee meetings (16 hours), pre-meeting reading and possible staff
engagement such as briefing teams (8—10 hrs) or the project manager, HR staff or team
leaders may take this role.

e Total time over 9 weeks — 40 hours.

e Department of Corrections example of promoting a survey




Pay and Employment Equity Review Process — Communications Guide

This review is about gathering and analysing both statistical information and staff experiences
and perceptions. A survey has been developed to assist the review committee to decide on
what is working well in ORGANISATION NAME and to identify gender issues to look into. This
survey accompanies a payroll data analysis tool to produce your organisation’s gender profile.

The survey is divided into three sections — rewards, participation and respect and fairness.

REWARDS

e Are pay rates affected by gender?

. Do women and men have a fair share of the rewards other than base pay?

e Do women and men advance at same or similar rates to higher levels and
pay?

e Are women and men appropriately represented at senior levels?

PARTICIPATION

. Do women and men have equitable access to key training and development
opportunities that will enable them to advance their careers?

e Are women and men appropriately represented across all occupations and work
areas?

e Do women and men actively contribute influence and advice to all important areas in
the organisation?

. Is there support for work-life balance for women and men at all levels?

FAIRNESS

. Do women and men have equal confidence the organisation:
o taking active steps to minimise the risk of discrimination, all forms of
harassment and other inappropriate behaviours?
o  Will respond appropriately if this occurs?

. Is the performance management system fair for both women and men?
e Do women and men have equal confidence in the fairness of key HR policies and
systems?

e Do women and men have equal confidence they are treated fairly and equitable by
their managers?

This survey is anonymous and results will be aggregated by the project manager. To ensure
that individuals are not identified the committee will only see the summarised results.

See:
Appendix 3: Pay and employment equity review survey
Appendix 4: Department of Corrections’ example of promoting a survey
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2. ENGAGEMENT THROUGH THE FOUR STEP REVIEW PROCESS

After the first and second review committee meetings, it is recommended that a

communication is sent to all staff to:

e update them on what areas /issues the committee is currently looking at

o seek feedback on their experiences, perceptions, whether anything is missing and ideas for
solutions to address inequities.

See:

¢ Appendix 5: Pay and employment equity review staff feedback surveys

e Appendix 6: Towards A Fairer Workplace — Thanks for giving us your opinions
e Appendix 7: Towards a Fairer Workplace — Developing our responses.

Staff communication initiatives and timetable for each step

STEP 1 As a result of the committee analysing the gender profile
Chapter 1: Create a gender |summary and deciding on what gender issues to look at, the first
profile of the organisation |committee communication is to ask staff, managers and

and identifies significant associated unions for feedback on what the committee is looking

gender issues. at and to identify any other areas the committee could also
consider. For each area the committee is looking at, ask:

Week 1 e Does this area/issue match your experiences or perceptions?

First review committee ¢ How do you think that this gender difference came about, and

meeting: dd/mm/yyyy do you think it’s reasonable that this difference exists?

For general feedback on what the committee is looking at so far,

ask:

¢ Has the committee missed anything significant out in the
experiences of women and men in the organisation?

o Is there any further information you would like to make the
committee aware of?

Date request for feedback sent: dd/mm/yyyy

Final date for responses: dd/mm/yyyy
STEP 2 As a result of the committee deciding on the unjustifiable gender
Chapter 2: Explain inequities, the second committee communication is to ask staff,
significant gender managers and associated unions for suggested solutions to
differences. address the inequities and to prioritise the issues. Emphasise that
this feedback will inform the committee’s decisions.
Week 3 e Can you think of any ways in which this issue can be
Second review committee addressed?
meeting: e Please prioritise the following issues in order of importance.
dd/mm/yyyy o ADD

Note sources of further information to check if diagnoses are
correct.

Date request for feedback sent: dd/mm/yyyy
Final date for responses: dd/mm/yyyy

10
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STEP 3

Chapter 3: Plan for moving
towards gender equity by
addressing the issues
identified, which includes a
strategy for
implementation, monitoring
and evaluation.

Week 5

Third review committee
meeting:

dd/mm/yyyy

No general communication required. The committee may wish to
consult specific individuals or groups who can feed back on the
strategic approach and the likely impact of the approach.

STEP 4

Chapter 4: Describe and
evaluate the review
process.

Week 8

Fourth review committee
meeting:

dd/mm/yyyy

Write final executive summary and seek sign off from Chief
Executive

The committee’s final communication is to agree to the case
study. This case study can be used as the executive summary and
include quotes from the evaluations from committee members.

Results will be communicated to managers, staff and associated
unions. This could be via the case study and/or the Report and
Response Plan

Date final executive summary and response plan sent:
dd/mm/yyyy

Reporting back on findings

The committee is to decide on how it will present its outcomes to the senior leadership team
and recommend a communications plan to inform staff and associated unions on these. The
review case study could be used as an executive summary.

See Appendix 8: Towards a Fairer Workplace — Review successfully completed.

See Appendix 10: Example of a Summary Case study.

11
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3. IMPLEMENTATION PHASE

The committee’s final communication activity is to recommend in the response plan an
implementation strategy to keep staff informed and engaged in monitoring and evaluating the
progress and outcomes on each recommendation.

12
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APPENDICES

Appendix 1: New Zealand Public Service Association Newsletter for
PSA members in Local Government, May 2008

PAY AND EMPLOYMENT EQUITY

Gisborne takes an equitable

interest

Gisborne District Council is akout to embark
on a Pay and Employment Equity [PaEE]
review,

The P34 and council management agreed to
the review in the last round of bargaining in
September and October last vear

Funding has been approwved for a project
manager and the person to do this rok has
almast been finalsed.

Emplayment equity identifies and remowves
barriers that prevent women from having
equal opportunity to participate fully in
employment while pay equity means gender
doesn't affect what people are paid. Ik mears
waomen receive thesame pay as men fior doing
the same work, and for doing work that i
differert, but of equal value. In March 2007
women earned 76938 of men's average weskly
earnings, and 86 7% of men's average hourly
earnings.

P54 organiser Margaret Takoko says that
Gishorne District Council offers a good core
sample for a PaEE review, as it has men and

women working alongside each other inrokes
such as customer service and rates clerks,
“It s @ moderately-sied council with a high
and broad membership,” she says.

The council has 520% ferna ke and 48% male
staff and has about 0% FSA membarship.

Among the full-time staff 13-4 are men and
B3 are women, of the part-time staff - 10
are men and 44 women and among casuaks
four are men and eight are women.

Margaret says management has besn
supportive of the review and doesn't believe
there will b= PaEE ssue at the council.
The study, which will take eight to 11 wesks
to complete, will determine whether their
theory i correct.

For more information on pay and employment
equity see:

WWHLEED. Org. R equ ity asp or
wwdol. gowt niservices)
PawAndEmploymentEquity]

Lakezur PaEE urit, third from left, cutsd = the Gisharne District Courcil.

PSA members treated to barbeque

Management at the Matamata Piako District Council put on a barbeque earlier this
year for PS4 members and delegates in recognition for their contribution in running a

smooth workplace.

The barbeque was at the Te Archa Pools, with management providing the food and

drink.

Human Resources rolled up their sleeves and helped PSA organiser Robb Parton and
MPDC P54 delegate Bryan Turner do the cooking.

Righvt: fdew member Amber Rose Jacob, left, and PSA delegate Raewyn Court, right, inflate FSA

talloors at the barbeque.

PSA to appear

at Commission of
Inquiry

Thie P5A will speak to its submission at the
Rowal Commission of Inguiry into Auckland
Gowernance at the Telstra Clear Events Centre
in Manulau, Auckland on June 10,

The commission has received over 3000

submissions.

The main points of the P5A subm ision are:

# |n the event of restructuring, the PSA will
strongly advocate for retaining at least the
currertt terms and conditions, retaining core
capability, and forgood change management
processes,

# Governance that enables alignment of
purposs, tackles fragmentation and removes
duplication of functions, and has robust
checks and balances.

» Safequarding the democratic process and
strengthening community engagement
- what can be done at local level should be
done at local lewel

Public and demacratic ownership of public

assets and public services.

# Service provision should, in principle, be
retained by council rather than cutsourced
to council-oontrolled organisations

The PS4 speaks for 45% of the local government

workforce in duckland who are members of the

union and the submission highlights issues of
importance to them

The PS4 is primarily concerned with pratecting

members jobs in the event of a restructuring.

To wiew the whole submission go to; wwe.psa.

orgnzlocal_government

For a full list of the hearings in your area go

to; wevw.royalcommission.govenz and click on

"hegrings. "'

13



Pay and Employment Equity Review Process — Communications Guide

Appendix 2: Towards a Fairer Workplace — Review gets underway

14

,‘
Organisation -
g 8 Towards a Fairer Workplace
union logos Pay & Employment Equity Review
Issue 1 date

Review gets underway

Overthe ner 3 manths, 2 Review of Pay and Employment Equity )
(P2EE] will be conducted in the Organisation. People involved:

The PaEE Review will consider the work experiences of women and The key people involved in

men according to three key eguity factors: the Review are:
1. Rewards such 2= pay and other bene®ts (eg supsrannuation]. Project Sponsor:
2. Participation at all levels, including cpportunities for staff Project Manager:

development. career progression, 2nd having the cpportunity to

nfluence the development of the crganization. tew Committae Members:

3. Respect and fairness - for example, vour ideas being taken
serigusly, feeling included in mestings and other staff avents,
being encouraged o undertake staft development and training
znd fealing confident that undesirabla behaviour will not be
tolerated.

What is a Pay and Employment Equity Review?
Pay and Employment Equity is about ensuring that pay, conditions,

access to the full range of jobs and to all levels of the workplace, and
experiences in the workplace, are not negatively affected by gender.

The Review is a structurad and systematic process that invelves
gathering and assembling pay data, human resource data, surveys,
studies and other gualitative information. This information will be
used to 2ss2ss the level of payv and employment equity in the

Organisation and develop 2 response plan to address any issues/
concerns that may be uncoversd,

Why is a PaEE Review important?

A PaEE Review is important if the gender pay gap is to be addressed.

A major issug is the concentration of women and men in diferent occupations. Women tend o work in a
range of occupations that are lower paid than the ocoupations dominated by men.

Also thers are often limitations on women's progression, their access to caresr paths and managemeant
positions. Other factors are part-time work, pay setting precesses, education and training, and family
responsibilities.

How can staff be involved in the Review?

It iz eszentizl that staff get invelved in this review as it cannot be done purely by the use of HR and payoll
data. Gathering the stores of people’s experience at work will play a big part in the review especizlly in
identifying the level of participation in the Organisation and how women are treated at work.

We will be putting out regular information @ all staff as well a5 conducting 2 survey and holding miestings to
discuss various issues.

Staff Survey — coming soon

As a first step in gathering information and feedback from staff, we will conduct a s:aff survey.

The survey will be conducted [insart cimetable for survey] and will be availzble for most s12fF to complete on-
line. If you do not have access to a computer, you wil be able to complete a paper copy.

Process & timetable

The Review is being coordinated by 2 joint Manzgement/PSA committes and will be completed by [insert
data].

The Committee will mest regularly to examine data znd information to identify and make recommendations

on pay and employmen: equity sswes. The Commitzee will also prepare a Response Plan to be considered by
Maragemeant and the Unions,
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Appendix 3: Pay and employment equity review survey

Note: The survey question numbers in the gender profile section of Chapter 1 in the review
report template relate to the standard survey questions.

PAY AND EMPLOYMENT EQUITY REVIEW SURVEY
ORGANISATION NAME has decided to carry out a pay and employment equity review.

Pay and employment equity is about ensuring that pay, conditions access and experiences in
the workplace, are not affected by gender.

This pay and employment equity review survey will consider the work experiences of women

and men according to three key equity factors:

e Rewards including pay and other benefits such as superannuation and bonuses.

e Participation at all levels including opportunities for staff development, career progression
and having the opportunity to influence the development of the organisation.

e Respect and fairness, for example, your ideas being taken seriously, feeling included in
meetings and other staff events, being encouraged to undertake staff development and
training and feeling confident that undesirable behaviour will not be tolerated.

The results of this survey will assist the review committee to decide on what is working well in
your organisation and what gender inequities need addressing.

This survey is anonymous and results will be aggregated. Individuals will not be identified
PART A — ABOUT YOUR JOB

On appointment

We'd like to begin by asking about the time when you were first appointed.

1. Did you agree that your salary and salary range accurately reflected your skills,
qualifications and experience?

Strongly agree Agree Unsure/Don’t recall | Disagree Strongly disagree

2. Did you negotiate your starting rate?

Yes No Unsure/Don’t recall

Rewards

Now we’d like to ask about rewards for good performance in your current job.

3. In your current job, can you be considered for performance pay?

Yes No

15
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4. If yes, what criteria do you believe your manager uses when making decisions about who
should get performance pay? (Choose as many as apply.) If you chose no in question 3,

please go to question 5.

Yes

No

Performance indicators

Gut feeling

Anecdotal information

Feedback from others

Affordability

Length of service

Other (please specify)

Higher and special duties payments and other rewards

5. In the past 12 months, have you had opportunities to do the work of a more senior

position?

Yes Yes, but I declined No

6. If yes, have you received a special responsibilities/higher duties allowance?

Yes No

7. In the past 12 months, did you receive other allowances?

Yes

No

Overtime

Shift work

Working conditions

Equipment or clothing (please specify)

Other allowances, bonuses or premiums (please specify)

8. Do you have access to other rewards such as personal use of a work cell phone or car? If

yes, please list in the space provided.

16
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Yes

Other rewards (please specify)

Opportunities for development

Now we’d like to ask you about your opportunities for staff development.

9. Have you had the opportunity to participate in any projects, committees and/or working

groups in the past 12 months?

Yes No

Projects

Committees

Working groups

Other (please specify)

10. Do you agree that you are provided with good opportunities for training and development?

Strongly agree

Agree

Unsure/Zdon’t recall

Disagree

Strongly disagree

11.In the past 12 months, have you been provided with the following development

opportunities?

Yes No

Training and development opportunities

Training courses

Further tertiary education

Representing this organisation externally

Conferences within New Zealand

Overseas conferences

Secondment

Acting up opportunities

Other (please specify)

12. Do you believe that training and/or development opportunities are allocated fairly to both
men and women in this organisation?

17
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No, men get more

opportunities

No, women get more

opportunities

Yes, men and women

get equal opportunities

Don’t know/unsure

13. What, if anything, has hindered your ability to access any/other developmental
opportunities? (Tick all those that apply.)

I didn't know about available developmental opportunities

I didn't ask for/apply for any developmental opportunities

I don’t have time to undertake training or development

I wasn't offered any developmental opportunities

I have never had a discussion with my supervisor about developmental opportunities
suitable for my position

My work hours restrict my ability to participate in developmental opportunities

I don't know how to register for/request a developmental opportunity

There is no scope for career progression in my job so there is no point in undertaking
training and development

Nothing has hindered my ability to access developmental opportunities

Other (please specify)

Performance management
Now we’d like to ask you about your experience of performance management.

14.Have you had a performance review/appraisal in the past 12 months?

Yes No

15. Please comment on your experience and perceptions of the performance management
system.

16. Do you consider that the performance management system is equally fair for both men and
women?

Yes No, it favours men No, it favours women Don’t know/Unsure

17.1f no, in what ways have you observed the performance management system to be unfair
to women or men?
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18. Do you have delegated responsibility for managing the performance of staff?

Yes No

Career development
We would now like to ask you about your opportunities for promotion and career progression.

19. Do you agree that there are career opportunities for you within this organisation?

Strongly agree Agree Unsure/don’t recall | Disagree Strongly disagree

20. Do you believe that the career development process within this organisation is equally fair
to both men and women?

Strongly agree Agree Unsure/don’t recall | Disagree Strongly disagree

21.1n the last 12 months, have you applied for a more senior position in this organisation?

Yes No Not eligible to apply

22.If yes, did your supervisor encourage and/or support your application?

Yes No Don’t know

23. Were you short listed and interviewed?

Yes No

24.Were you successful in your application?

Yes No

25. If you did not apply for a more senior position in the last 12 months, what influenced your
decision? (Tick all those that apply.)
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A suitable position was not available

There are no positions to which | could be promoted

I don't feel sufficiently skilled/qualified

I am happy in my current position

No encouragement from management

The required hours of work are different to what | want to do

The position is full-time and | only want to work part-time

The position requires greater responsibility than I would like

I wouldn't have the flexibility to accommodate other commitments

Family commitments

Other (please specify)

Workplace flexibility
Now we’d like to hear your perceptions about workplace flexibility in this organisation.

26. Do you know what flexible work options are available at this organisation?

Yes No Unsure

27.Do you agree that the flexibility of work arrangements in your current job is satisfactory?

Strongly agree Agree Unsure/don’t recall | Disagree Strongly disagree

28. If you don’t agree that the flexibility of working arrangements in your current job is
satisfactory, what would allow you to have the flexibility you need? (Tick all that apply.)

Completing some work from home

Job sharing

Leave with or without pay

Reduced hours for a period of time

Flexible working hours

Support for childcare

Support for care of other dependents

Other (please specify)

29.Have you ever requested a flexible working arrangement from your manager and been
refused?
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Yes No

I have never requested a more

flexible working arrangement

30. Do you agree that your immediate supervisor is committed to assisting employees achieve

a good work-life balance?

Strongly agree Agree

Unsure/Zdon’t recall

Disagree

Strongly disagree

31. If you are currently a part-time employee, would you like to regularly work more hours?

Yes No

Unsure

32.Have you had a break in your employment over the last five years with this employer?

Yes No

Parental leave

Secondment to another employer

Rehabilitation

Study leave

Other (please state)

If yes, what flexibility and support was available during your break and to assist you with

transition?

33. Please list any other ways in which the organisation could assist you further to manage
your work and your whanau/family care responsibilities?

34.Do you agree that this organisation is committed to assisting employees to achieve a good

work-life balance?

Strongly agree Agree

Unsure/don’t recall

Disagree

Strongly disagree
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Impact of part-time employment

Now we would like to know whether you think that part-time employment impacts on careers
in this organisation.

35. In your work area, is it possible to hold a management position and work part-time?

Yes No Don’t know/Unsure

36. Do you believe that part-timers are at a disadvantage compared to those who work full-
time?

Yes No Unsure/Don’t know

37. If yes, in what ways? (Tick all that apply.)

Advancement/promotion

Training and development

Workplace participation (e.g. staff meetings, committee membership)

Other ways (please specify)

Respect and fairness
Now we’d like to ask whether you feel treated fairly and with respect in this organisation

38. Do you think your organisation generally does well with regard to gender related issues?

Yes No Don’t know/Unsure

(Please specify)

39. Do you feel that your opinion matters to your supervisor?.

Yes No Don’t know/Unsure

40. Do you feel that you are treated with respect by your supervisor?

Always Most of the time Occasionally Never Unsure
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41. In exercising discretion (e.g. allocation of work, accommodating personal needs), is your

supervisor fair to both men and women?

Yes

No, favours women

No, favours men

Unsure/Don’t know

42.Please comment on how your manager exercises their discretion fairly or unfairly.

43. Are you aware of the formal processes and procedures for making a complaint about
harassment, bullying, discrimination and other inappropriate behaviours?

Yes

No

Not fully

44. Do you agree your organisation takes active steps to minimise the risk of discrimination,
sexual and other forms of harassment, bullying and other inappropriate behaviours?

Strongly agree Agree Unsure/don’t recall

Disagree Strongly disagree

45. Are you confident that this organisation would address and resolve any complaints of
discrimination, sexual and other forms of harassment, bullying and other inappropriate

behaviours if they occur?

Very confident Confident

Unsure

Not confident

46. Do you consider that you have been bullied, harassed or discriminated against?

Yes No

Bullied

Harassed

Discriminated against

47.If yes, what was the nature of the behaviour?

48. If yes, did you use the in-house procedures to resolve any problems of inappropriate

behaviour?
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Yes No

49. If yes, was a satisfactory solution obtained?

Yes No

50. If no, why not?

Other gender-related pay and employment issues

Finally, we would like to ask if you have any other comments on gender-related issues relevant
to pay and employment equity.

51. Do you have confidence in the fairness of the organisation’s human resources policies and
procedures?

Yes No

If no, what could be improved?

52. Have you any further comments about what other areas the pay and employment equity
committee could look into?

Yes No

If yes, please add your comments here
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PART B - ABOUT YOU

Now we would like to find out some information about you. Note: this information is for
statistical purposes only — you will not be identified.

53. Are you:

Male

Female

54. Which age group do you belong to?

15 — 29
30 — 45
46 — 54

55 years and over

55. Which ethnic group do you belong to? (Tick all those that apply.) Note: the response
categories are from the 2006 Statistics New Zealand Census.

New Zealand European Tongan
Non-New Zealand European Niuean
Maori Chinese
Samoan Indian
Cook Island Maori

Other (please specify)

56 Have you taken a break in your employment during the last five years? If so, how long did
you take your break in months?

Type of leave Months

Parental leave

Study leave

Other

57 How long have you worked for your current employer overall? Include total number of
years even if you have had time out - e.g. parental leave, leave without pay.

Less than 3 years

Less than 10 years

Less than 15 years

15 years or more
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58 How long have you been in your current job?

Less than 3 years

Less than 10 years

Less than 15 years

15 years or more

59 Which best describes your current position?

Team member

Team leader

Manager

Senior manager (2nd & 3rd tier)

60

Other (please specify)

What is your current occupation?

61 Do you have caring responsibilities? Select those that apply.

Yes

No

Children

Elderly dependants

Other dependants (disability or sickness)

No dependants

Other (please specify)
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61 Is your employment full or part time, permanent or casual?

Yes No

Full time

Part time

Permanent

Casual

62 Have you returned from parental leave in the last 24 months?

Yes No

63 If yes, did you take up your previous position under the same conditions on your return
from parental leave?

Yes No

64 If no, what changed?

Thank you for taking the time to complete this survey
If you have any further questions or would like to provide additional feedback about any of the

issues raised in this survey please contact the Project via email or, if you would prefer, by
anonymous feedback.
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Appendix 4: Department of Corrections example of promoting a survey

fie sk A

X

DEPARTMEN
OF LORRECTIONS o

T

The Pay and Employment Equity Review is
investigating and assessing whether women and men;

I
STAFF SURVEY — HAVE YOU 1. I;g:-'?lg; ;;q:;gab e share of rewards (including pay but
GOT 5- 10 MINUTES TO SPARE? '

2. participate equitably in all areas of the organisation?
3. are treated with respect and fairness?

The Review is being coordinated by a joint
Department/Unions Commitiee, This survay is a key part
of the Review which will assist the Committes answer the
questions above.

A
This survey I5 ancnymous and results will be aggregated -
individuals will not be identified.
IMPORTANT: If you have access fo 3 compuler, please go to
www.corrections.inzight.co.nz to compiete the survey on-
fire, This will felp us collate e results guicker, IF you do mot
o have access to a computer, you can complebe this paper version.

You can add comments o expand on any of your responses gt the end of this Survey.

PART A - Please complete the following information about yourself:

1. Gender: FemuIED Male |:|

2. Occupational Group: Select gng of:

Carrections Officer/SO0/PCO/Sentence Planning/ather career Tier 2 = 5 management rale
custodial positiens | |
Probations Officer/SPO - IT reles ather than admin |
Administration task focused roles, 8.9, Administration Cfficers | | Q0 roles athar than admin | |
Community Work Supervisor/Senior CWS Policy rales other than
| admin ||
Instructor/Tutor/Pragramme Facilitator Financa roles othar than
admin
Other: Your title {optianal)

3. Current Group [ Service: Select one of:

Prison Servicas Business Infermation & Flanning

Community Probation & Psychalogical Services Systams & Infrastructure
rganisational Develspmant Othar

Rehabilitation B Reintegration Mok disclosed

4. Region: Select one of;

Mortharn |:| Central |:| Southemn D CIE Sectars D Head Office 1 MO D Mot disclassd D
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Appendix 5: Pay and employment equity review staff feedback surveys

These surveys seek feedback from staff on issues the committee is considering. We
recommend that, after the committee’s first and second meetings, the survey is distributed to
managers, staff and associated unions. The survey questions for the first and the second
committee meetings are provided below and reflect the activities of the committee at these
times. It is recommended that online and hard copy survey(s) are emailed or given to each
staff member, manager and associated unions to get their feedback, with a specified deadline.

After Meeting 1

For each issue the committee is looking at, we suggest the following questions are asked:

Does this issue match your experiences or perceptions? U ves
Please give an example: U No

How do you think that this gender difference came about, and do you think that it’s U ves
reasonable that this difference exists? 4 No
Please comment:

To get general feedback on what the committee is looking at so far, we suggest the following
questions are asked:

Has the committee missed anything significant in the experiences of women and U ves
men in the organisation? 4 No
Please comment:

Is there any further information you would like to make the committee aware of? O ves
Please comment: 4 No

After Meeting 2

For each issue the committee is looking at, we suggest the following questions are asked:

Can you think of any ways in which this issue can be addressed? U ves
Please give an example: O No
Please prioritise the following issues in order of importance 1(most) to 10 (least). RANK
o LIST

e LIST

e LIST

o LIST

e LIST
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Appendix 6: Towards a Fairer Workplace — Thanks for giving us your

opinions

-

Organisation
&
union logos

Issue 2 date
Thanks for giving us your opinions
Thank you to all s:aff who responded to the recent staff survey Organisation’s staff

conducted 2= part of the Pay & Employment Egquity Review being
undertaken in the [name of Organisation].

The Review is investigating and assessing whether women and men:

1. Have an equitable share of rewards (incl pav but not just pay)

2, Participate equizably in all areas

3. Are treated with respect and fairness

wx percent of staff responded - x% of female staff and % of male staff.
Written comments were zlso received from many szaff. Thess results ars
the perceptions of the »% of staff wheo respended to the survey.

The Review Commitize will use the survey results (including issues

snapshot:

* x%a of staff are femala
* 3% of stalf are male
* The average full-tima

equivalent (FTE) salary for
women is x% of the average

FTE salary for man

* %% of women have an FTE
salary of less than $40,000

\

Towards a Fairer Workplace
Pay & Employment Equity Review

comparad to ®x% of man

* % of men have an FTE
salary of more than $60,000
comparad to x% of women

* % of women work part
time

* % of man work part time

raised through comments) along with payroll data to formulate its
findings and recommiendations.

Feadback wanted - how do we address gender differences?
We would like your continued feedback az the Review prograsses.

The survey and payroll data has revezled 2 number of issues for which
there is 2 significant gender differance.

We are particularly interested in your views about how we should
respond o these gender differances, What action should be undertaken
to reduce or eliminate these gender differances?

Plezse provide feedback by [date] to the Project Manager, [name],
amail: [email address] or phore: [number].

Summary of survey results

A. REWARDS

1. x% of women & x% of me&n had negotiated their starting salary. — x% more men negoliabed.

2. x% of women & ®% of men sgraed or strongly agreed that their starting salary acourataly reflected their skills,
guelifications and experience required for the job. x% of women & x% of men disagresd or strongly disagreed., -
litkle gender dillferencs,

3. x% women & X% of men have had opportunities to do the work of &8 more senior pasition in the past 12 months. -
®*% more men had opportunities.

B. PARTICIPATION

1. x% of women & % of men would prefer to, or maybe prefer bo, be employed for longer hours

2. x% of women & ¥% of men sgraed or strongly agreed that they were provided with good apportunities for training
B development. x% of women & X% of men disagresd or strangly disagreed - x% more women disagread.

3. ®% of women & =% of men belizved that development opportunities were fm"' allocated o both men & women in
the Organisation. »% of women & % of men wera unsure or didn’t know. - x% of women balieved that men
gel more opportunities,

4. x% of women & % of men belizved that the performance management system i egually fair to both wemean &
men. ¥% of women & x% of men were unsure or didnt know. - <% of women believed that it Favours men.

5. x% of women & x% of men agreed or strongly agreed that there were caresr opportunities for therm within the
Organisation. x% of women & x% of men disagraed or strongly disagreed. - little gender differsnoa,

6. =% of women & x% of men believed that the promotions process was equally fair o women & men. x% of
women & x% of men were unswre of didn't know. - <% of womean believed it Favours men.

7. ®x% of women & %% of men had applied for 8 more sendor pesition in the pest 12 months, - little gender
difference.

B, ®¥% of women & x% of men were awane of tha Wﬂﬂﬂ!fﬁfmm working that are available in the Drganization.
%o of women & x% of men were nol aware. 29% of women & 17% of men were unsure or not Full',' aware. =
=% more Wormen Were unsire of nol Tully awaira,
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B.
9.

Survey results continued
10,

11.

12,
13,
14,

15.
16.

17,

ME: Some stall reported experiences under more than one category.- little gender difference,

Feedback Wanted: So how should we respond to these gender differences. What action
should be undertaken to reduce or eliminate these gender differences? Please provide
feedback by [date] to the Project Manager, [name] - email: [email address] or phone:
[phone number,

Drganisation -
& Towards a Fairer Workplace

union logos Pay & Employment Equity Review

PARTICIPATION |continued)

¥% of women & ¥x% of men Hlﬂl’EvEd ar S.TI'I'.'H'II:IHI' aqre.ed the r|Eﬁ.iEl|||E'r al 'ﬂl'.‘ll’k“"lﬂ ar‘ranqementa if
their current job is satisfactory. x% of women & x% of men disagreed or strongly disagread. -
®% more woamen disagread.

Stall were asked whethar a number of options wodld pl"l!llurilﬂE them with the 'ﬂl'.‘ll‘kr.'ﬂﬂﬂ! Plesiblity
they needed. The most popular reSponsss were:

# Flexible wnrlu'ng hours [!l:% af all female survey I'EEPII}FII!EI'ITE. ¥% of I"I"'Iﬂh!ﬂ]

» Completing some work from home (x% of wornen, x% of men)

# Job sharing (x% of women, ©% of men)

¥% of women & ¥% of men had reguestad a Mexible 'A'I}I'Hif‘lﬂl nrrahgement that had bean refussd,
= little gender differance,

%% of women & x% of men egreed or strongly agreed that their immediate suparviser is
committed o assisting employess achieve a good work-life balance, ¥x% of women & x% of men
disagreed or strongly disagreed. - little gender difference.

%x%p of women & x% of men sgread or strongly agreed that the Organisation is committed to
azsisting employess schigve a good work-life balance. x% of women & x% of men dizagread or
stromgly disagreed. - *%0 more Wormen unsure.

¥% of women & ¥x% of men belisved that it = poassible ta hald & mahagement positian and work
part-tima in thair work area, x% of women & ®¥% of men did not believs it wad possible, - Ittle
gender differance.

®¥% of women & ¥x% of mean belisved that r.'lﬂl‘t timea skall are at 2 diﬂld\'ﬂﬂtﬂﬂE in ralation b
advancement/promotion. = x% more women agresd.

¥% of women & ¥x% of men beliavad that part tirme staff are stall are ab & disadva ntage if
redation to training & developrment. - x% more womean agraad.

®% of women & x% of men beliegved that part time stafl are stall are ab & disadvantage in
relation bo |'.'|3|‘Ti|:|pﬂt|ﬂl"l in warkplaoa I"I"'II!ET"‘IGIE and committess, - little gandar differenos.
RESPELCT & FAIRNESS

#%p of women & x% of men lelt their epinion mattered bto their supervisor. X% of women & x%
of men did not feel their I'.'lp“"llﬂl"l mattered. ¥% of women & ®% of men weare unsure ar didn't
knaow. = %% more WomeEn unsure,

#%p of women & x% of men felt they were treated with respect by their supervisor “slways” ar
“rmest of tha time”, - little gender difference.

®¥% of women & ¥x% of men belisvad that in Eﬂér’ﬂﬂ""lﬂ discretion [rnr BA I'I"II‘.'I|E ower allecation of
'ﬂl'.‘il’k] Hheeir 5.|JPIEI"-|'|5I'.‘!I' WWasd equally lair o men and wamen. % of women & X% of men were
unsure or didn't know. — x% of women believed their supervisor was fairer to mean.

®% of women & x% of men were gware of the formal procasses and procedures Tor making &
complaint about harassment, bullying, discriminztion and ather ineppropriate behaviours. ®x% of
wormen & x% of mean weare not fully eware. =% of women & 2% of men were nol sware.

%x%p of women & x% of men egread or strongly agreed that the Organisation takes sctive steps o
minimise the risk of harassment, |3-IJ||'||'|I"|ﬂr discrimination and other inga Gl}fﬁpﬁﬂl‘.& behaviours. =% of
women & x% of men disagreed or strongly disagreed. x% of women & x% of men were unsure
oFf didn't know. - % more women disagreed.

®% of women & x% of men were conlident or vary confident that the Organisation would addrass
and resalve Bifvy instance af harassment, Bulbyin @, discrimbnation or other iflhl}l}l'l!lpﬁﬂh! behaviolrs.
% of women & x% of men were not conflident. - ¥%% more womean were not confident.

x%p of women & x% of men had not experienced any inappropriate behavisur from manegement
ar ather staff

* ¥ of women & x% of men believed they had experienced bullying.
®  ¥0% of women & x% of men believed they had experienced harassment.
*® ¥ of women & ¥% of men believad they had experienced discrimination.
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Appendix 7: Towards a Fairer Workplace — Developing our responses

32

Organisation
&
union logos

Issue 3

Developing our responses

The Pay & Employment Equity Review Committee has made a
preliminary list of issues which it believes need to be addressed in the
Crganisation.

Tre Review is investigating and assessing whether women and men:

1. Hawe an equitable share of rewards [including pay but not just pay)

2. Participate equitably in all areas

3. Are trested with respect and fairness

These issues are summarizad in this newslettzr alongside 2 desired
outcome that should be sought. These outcomes would be a success
indicator to assess if the actions adopted to address the issues have
been effective.

So what do you think?

1. Do these findings ring true with you?

2, Are the desired outcomes approprizte?

3. ‘What actions should we take to achieve these cutcomes?

4, Dovyou have any other comments on these issues?

we would like your feedback on these questions.

Please provide feedback by [date] to the Project Manager, [name],
email: femail address] or phone: [number].

Towards a Fairer Workplace
Pay & Employment Equity Review

date

Organisation’s staff
snapshot:

» x% of staff are female
» x% of staff are male

* The average full-time
equivalant (FTE) salary for
women is x%o of the average
FTE salary for men

* % of women have an FTE
salary of less than $40,000
compared to x% of men

* %% of man have an FTE
salary of more than $60,000
compared to x% of women

* % of women work part
time

* x% of man work part time

Key Findings & Desired Outcomes

Opportunities to Progress Equity
A. REWARDS

DESIRED OUTCOMES

Y

Job evaluation for &ll jobs has not been checkad o ensure they comply with
the Gender-Incusive Job Evaluation Standard.

All job evaluations comply with the
Gender-Inclusive Job Evaluation
Standard.

*%0 of Tier 3 management positions are filled by man. x% of Tier 1 & 2
managemant positions are filled by men.

Increased proportion of wormen in Ter 1-
3 manegement jobs.

Owverall x% of women & men are receiving employer subsidised

superannuation. However the proportion is less for low paid stall and

greater for higher paid staff:

® % of stall earming less than £40,000 are peid superannuation — x% of
women have an FTE salary of less than $40K compared to %% of men.

* %% of stafl earning $60,000 or more are paid superannuation — x% of
men heve an FTE salary of more than $60K comparad to %% of women

Increased participation of lower paid
{predominately fermele) stafl in
KiwiSaver.

B. PARTICIPATION

Training & Development

®% of women & x% of men disagreed or strongly disagraed that they are
provided with good opportunitias for training & development.

®% of women & x% of men believed that development spportunities ara
fairly allocated to both men & wornen in the Organisation. x% of women &
®% of men were unsure or didn't know. x% of women believed that
men gel more opportunities,

*% of women & x% of men believed that part time stalf are at &
disadvantage in relation to training & development. x%% more women

Increased confidence of women that they
are provided with good oppoertunities for
training & developrment,

Increased confidence of women that
develspment opportunities are fairly
allocated to both men & women in the
Organisation.
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Appendix 8: Towards a Fairer Workplace — Review successfully
completed

p N
- .
gansationl  Towards a Fairer Workplace

&
union logos Pay and Employment Equity Review

Issue 4 date

Review successfully completed

The Pay and Employment Equity Review in the [organisation] has now been  Staff feedback
completed. The Report and Respeonse Plan has been pressntad to the Chief appreciated
Executive for consideration.

The Review investigated and assessed whether women and men:

1. Hawve an equitable share of rewards [including pay but not just pay)

2. Participate equitably in all areas e it
3. Are treated with respect and fairness tha Review. The

The Review was conducted by 2 joint Union/Management Committee who have  responses and feedback
made a range of recommendations to address the gender equity issues the greatly assisted the
Review identified in the [organization]. Committee in conducting
Owerzll the Review was very successful in engaging sta®, identifying issues, the Review. Thank you.
meeting deadlines and propesing practical selutions,

This newsletter summarises the Responses (recommendations) arising from the Review alongside the
outcome sowght from the Response.

So what happens now?

Some of the Responses contzined in the Report build or or link to existing initiatives already underway in the
[organisation].

The Report contzins an Implementation Plan for consideration by the Chisf Executive, Following
consideration of the Report, sta will be advised by the Chisf Executive of the follow-up action to be taken.

The full Repert is also availzble for staff to read at [intranst/internet address)

A significant numbear of
staff tock the tima to
respond to the staff

Responses and Outcomes sought
RESPOMNSE QUTCOME SOUGHT
A. REWARDS

1.1 - Job Evaluation
# Implement the new Job Evaluation system.
* Monitor and report resultant changes in JE ratings on a gender basis.

All job evaluations comply with the
Gender-Inclusive Job Evaluation
Standard.

Increased proportion of wormen in Tier 1-

1.2 - Low proportion of women in Tier 1-3 jobs
3 management jobs.

* Identify “feeder” positions for Tier 3 positions within Organisation.

» Identify development opportunitias for those stall occupying feeder
pogitions,

* Ensure developmental opportunities are fairly and eguitably allocated.

* Develop guidelines for rotation of short term higher duties to ansure
development spportunities are shared.

1.3 - Superannuation
* Ensure all staff are aware of KiwiSaver.
® ldentify reasons that some staff do not take up the option.
* Investigate alternate employer contributor aptions.

B. PARTICIPATION

Increased participation of lower paid
{predominetely fermele) stafl in
KiwiSaver.

2.1 - Training and Development Increased confidence of women that they
are provided with good opportunities for

* Implement the new Training and Developrent policy and develop training 2nd development.
asgociated guidelines,
Increased confidence of women that
» Establish a Professional Women's Facus Group within Organisation to davelspmant oppartunities are fairly
discuss training and development issues for women within the allacated to both man and wormen in the
Organisation. Organisation.
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& Towards a Fairer Workplace

union logos

Pay and Employment Equity Review

Key Findings and Desired Outcomes (continued)

RESPONSE
B. PARTICIPATION

OUTCOME SOUGHT

2.2 - Promotion /sdvanoemsent

& [Establish greater ransparendy and consistency In promation
processes threugh & review of policy and guidelines.

Increased confidence of women that the promotions
process |2 equitable and fair o bath women and
man.

1.3 - Performance Managemeant

& Contnue implementation of the P File (Position Profile and Persanal
Ferformance) system within Grganisation.

& Continue to build commibment to the P Fibe system from the CMT
(Corporate Managemant Team) across the board.

Increased confidence of women that the performance
managemaent system is egually fair te bokh wornen
and men.

1.4 - Flexible working arrangements
* Further develop and promulgate the existing policy and guidelines
far flaxible warking aptions svallable within the Organisstian.
* [Daevelop a new policy en Remote Werking.

& [dentify oplions that are available or feasible in the District For child
care and schoel holiday programs for staff with child care
responsibilities

Grester staff swareness of the flaxible working
arrangements In the Organisation

Increased confidence of women that the Rexibility of
working arrangements in their current job =
satisfadary

Greater staff confidence In the Organisation’s
commitmant to assisting employees schieve 5 good
work-life balance

C. RESPECT and FAIRNESS

3.1 - Respect
* Enzure supervisors/managers are provided with training and
guidance on cresting and maintaining & pasitive wark environment.

Increased confidence of wemen that their opinion
matbers to thelr superdsar.

1.1 - Exercising of dizcretion by supervisors

® [Establish greater transparency and consistency In decision making
induding a process for reviewing decislons.

Increased confidence of women that in exercising
disoretion thelr supervisor 15 egually Fair b rmen a&nd
WOITIEN.

3.3 - Inappropriale behavioir

& [Davelop and implement & fuller Code of Conduck and Anti-
harassment palicy.

& Ensire superd :-ors."manager: are provided with training an tha
policy and guidance on managing and resaléing cases of
Inappropriate behawiaur.

# Enszre all taff are aware of the pelicy and standards of acceptable
behaviaur and the consequences of inappropriate behaviour.

A more pasitive wark environmenk

Increased staff awarenass of, and confidence in, the
forrmal processes and procedures for making &
complaint about harassment, bullying, discrimination
and other inappropriate behaviour.

Increased confidence of women (and all staff) that
the Organisation:

# fakes active steps o mindmise the risk of
harassment, bullying, discrimination and other
inapprogriate behaviowr.

® would address and resolve any Instance of
harassment, bullying, discrirmination or other
inappropriste behaviour.

D. PAY and EMPLOYMENT EQUITY POLICY ISSUES

4.1 - Monilering prograss

# FProvide a & monthly update to staff on progress in implermenting the
Response Plan.

Staff are confident that the responses are being
Implemantad.

A.2 - Measuring progress

* [ncorporste gender squity indicators related to the "sutcomes
sought” from the Response Plan in the annual climate sureey and
report changes in staff views on these (s2ues on & gender basis,

Shaff views surveyed to benchmark against results
froom 2008 Survey.

4.3 - Further Fill Pay and employmenl Equity Review

® Complete another Pay and Employment Eguity review in 3 years
time.

Re-assessment of Organisation’s performance on
Fay and Employment Equity issues following
implementation of 2008 Feview responses,
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Appendix 9: Examples of graphics

Pay and Employment Equity Review:
Report of the Review Committee

18 JUNE 2008

Outcomes and findings of the Pay and Employment Equity Review project.

- CORRECTIONS PSa, CANZ

nupe
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Just how big is the current pay gap between

men and women !
Why don't we have equality in our workplaces?
What is the cost to our country?

What can we do to improve pay and employment
equity in New Zealand?

Produced by CTL www union.org.nz
with financial assistance and from Pay and Employment Equity Unit,
Department of Labour wwaw. vinz

To Order your free copy of the DVYD - ON THE LEVEL

Email: edwardg@nzcru.org.nz
with your name, organisation and postal address

Phone: Edward on 04- 385 [334 CFP"_
Fax: your order to 04- 385 6051

NEW ZEALAND COUNMCIL OF TRATE UNIDNS

e

GISBORMNE
DeETRCT &

Towards a fairer workplace
Pay & Employment Equity Review

-

-




Pay and Employment Equity Review Process — Communications Guide

Appendix 10: Example of a Summary Case Study

TOWARDS A FAIRER WORKPLACE

B GISBORNE DISTRICT COUNCIL CASE STUDY SUMMARY

* THE COUNCIL

The Gisharne Digtrict Council is one of four Mew Zealand

unitary sutharities. te atatus comea from the diatricta

relstive isalation and the strong communities of interest — =

within it.

Uritary councils combine the functiona, duties and GISBORNE
powere of & territorial authority [service dalivery bodies) DISTRICT COUMCIL

The purpoae of the Giaborme District Council is to enable

and eraure democratic local decisian-making to promate

the social, ecanomic, environmental and culttursl well-

being of the Gisharne district and its residentein the

presant and for the future. —

with those of a regional counci [regulstory suthoritiea).
Council exerciaes powers and fulfila responaibiitiea
under local and national legialation.
L

.  FURFPOSE OF THE REVIEW
< STAFF SNAPSHOT The Review waa charged with irvestigating and eassssing

whether women end men:

1. Hawe an equitable share of rewards [including pey but
not just pay)

2. Participate equitably in ell aresa of the Council

3. Aretreatedwith equal respect and fairneas

Following the completion of the Phesa One Reviews in the
Public Service and the Public Health and Public Educatian
Sectors, Phage Two Peviews were initisted in Local
Government and Crown entities.

The Pay and Employmeant Equity Unit of the Department of
Lebour developed & streamlined four step review proceas
uging new taala end lesrninga from Phase One Reviews.

Gigborne District Council voluntesred to be the first local
government organisstion to use the new streamlined
revies proceas s 8 result of negotiationa with the Public
Service Asaociation which highlighted the isaue of pay and

employment equity.

1
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& & When the idea of the Gisborne District
Council participating in the pay and
employment equity project was first
mooted, | was a bit sceptical I'd have to
say. Mone of us - or at least | hope that's
the case - set out to create injustices and
inequity in our work places. Intuitiveby
then, there’s no problem so why go down
this track. |'ve realized that's the point -
it's not enough to rely on intuition. The
potential issue is such that some hard
data is needed. Attracting good people
to work for us is challenging encugh
without running the risk that there is
something inherent inour pay policies,
practices and procedures that prejudices
a high percentage of our market. I'm
looking forward to the results and seeing
what they might mean for our approach
to personnel management in the widest

sense. § 9

LINDEAY MCEENZIE, CHIEF EXECUTIVE

HOW WE DIDIT

The Process

Following cormultetion with relevant uniona, a s=ven member
Review Committes was established.

The Reviesw Cammittes endoraed & Project Plan which
outined the stages, procesaes and timetsble for the
Feview. A "“Working Together” Agreement was signad off by
members of the Revies Committees

A Cammunicatiora Plenwes slao edopted by the Aeview
Committee ard four newalettera w ere datributed to ataff
wiz email and hard copy during the Peview. A dedicated
website waa aleo available for staff to cbtain information
ahout the Peview and ita progreas and outcomas,

The Aevies usied the new four step process and assacistad
tools and aupport dacumentation develaped by the
Department of Lebour. The tools and documentation wera
sdapted to meet the specific needa of the Gisborne District
Council.

In particular the guestionsin the staff survey template
were rigorously examined ta enaura that any gueations that
were not relevant to the Council or sought information that
could be cbtained from other sourcea were not included.
The Review Cormmittes believes that the resultant shorter
survey contributed significantly to the high respanae rate

-]
< CASE STUDY HIGHLIGHTS
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(44 The process gave us the guidance, tools 11 ... meetings had great support from
and ability to use the documentation to Human Resources Department which
validate/improve on the plans required for was important for the success of meeting
discussions and decision making by the deadline targets and everything seemed to
committee members. § 5§ be well organised. § 9

1% thought the four step process was good & & The main aspect of the review committee
as you only had to focus on one step at a in my opinion was to participate and
time. 99 be involved to the completion and to

hawve a quality result for the benefit and

improvernent of our organisation. § 9
Training the Committes

The Raview Committee undertaok a day's training delverad

by the Department of Labour assiated by the Project ‘ ‘ It was gl:":ld to see the team I:IE‘-"EIDP
Han=ger together in their understanding of the
44 Understanding the review and the issues.
intricacies of the process and timeframes
was a little bewildering at the beginning. Praject Managsmant
| think the training was informative The Council engaged an external Froject Menager with
and it was encoura ging to knoww that axpsarience in conducting a number of Pay and Employment

Equity Peviews in the Public Health Sector. The uae af an
axperienced external consultant in thia amall arganisation
process, and furthermore that the Project  assisted the review b2ing able to b2 comgleted within the
timetabla establishad in the Project Flan.

other sectors had completed the review

Manager understood the review toguide

us through.
9n-33 &k ... excellent project management. Always

easy to follow his guidance, very well
‘ ‘ The training day was very informative - organised. , ,
assisted me in the understanding of what
the purpose of the Pay and Employment

Equity Review was. 3 9 41 Thoroughly enjoyed working with Doug -

he understood what the role was and also
haw to bring the team together. 9 9
Review Committas

Fallerwing the training deay in July, the Aeview Committes
met four times st fartnightly intervals during August snd
September. Papers were provided to the Review Committes and organised manner of our Project
saveral deye before esch half dey meeting.

= S meetng Manager. 9 9

& &) was wery impressed with the skills

WORKING TOGETHER TOWARDS ACHIEVING PAY AND EMPLOYMENT EQUITY FOR WOMEN
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Anahysing and Prioritising the Data

Workforce data from July 2008 waa used by the Review
Committee as the basis for anakesia.

For the purpose of anakesis, jobs were grouped according
tothe Australisn snd New Zealand Standard Classification

Clerical and Adminigtrative Workers
Call or Contact Centre Operstor
Librarian

Inapectars end Regulatory Officers
Information and Organisstion Prafieasionals
Carataker

Secratary (General]

Urban and Regianal Planner
Manager

Lifegusard

Engineering Prafeasionals
Specialist Managers

Technicians and Trade Workers

&k The data analysis, preparation of papers
and facilitation was of a high quality,
timely and consistent, accurate and the
quality of the data bodes well for a good
relationship and a good result. 9 9

Engagament with Staff

Thie Peview Committes surveyed all ataff in July 2008 to
find aut their perceptions and views on the issues being
imvestigated. This appartunity ta have a aey was taken up
by 214 ateff. This represanted B1% of all staff. Eighty-five
percant of female staff and 77% of male staff responded.

The Revize findings in relation to participation and respect
and fairness ware largel drewn from the responsss tothe
gtaff aurvey, including the comments from individusla. While
gome of thesa commenta from steff may not have relatad
to gender specific isaues, they did provide a good snapshot
of the peroeptions and views of staff at the time the
EUrYEYS wars undartaken.

of Dccupatians [AMZSCO) The initial grouping reautted in 68
separake classifications for the 285 permenent positiona
[casusla excluded] These were then grouped into 13. Thess
groups and the gender breakdown of 2ach are listed in the
following table. Those which are female or male dominsted
groups sre shaded.

7 23
&1 12
85 5
28 71
47 53
56 44
100
B8 iz
15 B4
3o 70
100
100
00

The substance of thess additional comments has been
summariaed and forwardad to the Chief Executive for
consideration.

Given thewery high response rate, the Review Committes
had confidence that the gender differences identified in the
etaff responaes could be relied upon in formulating their
fimdinga.

During the courae of the Peview, staff were asked
far further feedback on findings and suggestians for
rEaponess.

11 Communication to staff that this was
a national survey and not an internal
survey caused a large percentage of staff
to participate in the survey. The feedback
at each step was excellent - the staff were
kept informed of the results and findings
and had the opportunity to provide
feedback at each step. § 9
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k& Opinions were able to be easily expressed
because of the confidentiality of the
process. Staff felt their opinions mattered

and were important. § 9

44 The communication and staff engagement
was exceptionally good. The motivation to
participate and contribute was inspiring

and was reflected in the result. § 9

The findinga from the Aeview, responssas and outcomes sought are contained in the fiollowing tables.

Reward

Ll

1z

13

Job Evaluation

Jab evalustion for all joba hes rot
b=en checkad to eraure they comply
with the Gender- Inclusive Job
Evaluation Standsard

Low proportion of women in Tier 1-3
jobs

Only 14% of Tier 1-3 poaitions in

the Council sre poccupied by wormen.
‘women conetitute 45% of the total
workforce,

Superannuation

Cwverall, 41% of women and men
are receiing employer subaidised
Superannustion.

Hawever the proportion i leas for
low paid staff [predominataly female)
and greater for higher paid ataff
(predominstely male)

Participation

21

Training and Deve lkopment.

‘Warren are lega confident than
men that they are provided with
pood opportunities for training and
dewelapment and that developrment
opportunities are fairl allocatad to
both men endwarmen in the Council

WORKING TOGETHER TOWARDS ACHIEVING PAY AND EMPLOYMENT EQUITY FOR WOMEN

Implement the new Jab Evaluation [JE]
ayatem.

Manitor and report resultant changes in
JE retinge on & perder basis.

Identify “feeder” positiona for Tier 3
positions within Council.

Identify development opportunities for
those ataff cccupying feeder positiona.

Ensure developmental opportunities are
fairly and equitsbly allocated

Develop guidslines for ratation of short
term higher duties to ensure development
opportunitiea are shared.

Ensure all staff are svare of KiwiSaver.

Identify reasons that same ataff do not
take up the option.

Irveskigate alternate employer

contributor aptiona.

Irmplement the new Training and Increased confidance of
Development Policy and develop warmen that they are provided
associstad guidslines. with good opportunities for
Establish a Professionsl Women's Eraining and developrment.

All job evsluations comply
with the Gender-incluaive
Job Bvalustion Standard.

Increased proportion of
warmean in Tier 1-3 jobs
[whilet maintaining merit
basad aelectian].

Increased participation of
Ioweer paid [predominstely
famale] staff in KiwiSaver.

Facus Group within Council to diacuas  Increased confidence of
training end development issues for wamen thak developrent

wormen within the Council.

opportunities ara fairy

sllocated to both men and
wamen in the Cauncil

41
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2.2

2.3

24

Promotion advancamant

Wiomean are leas confident than men
that the promatians process is
equally fair towamen and men.

Performance Management

Wormen are leae canfident than men
that the performance management
gyatem ia equally fair to bath women
&rd mer.

Flexibla working arrangemants

‘Wormen are lese confident than

men that the flexibility of warking
arrangements in their current job is
satigfactony.

Respect and Fairness

a1

a2

Respect

Women are mare unsure than men
that their opinion mattera ta their
SUpErSon.

Exarcising of discration by
supervisors

women are less confident than men
that in emsercizing discretion [for
example over dlocation of wark) their
gupervisor is equall fair to men and
WOMEN

Eatablish greater transparency and
COnSigtendy in promotion processss
thraugh a review of policy and
guidelinea.

Continue implementation of the
P File [Paaition Profile and Peraanal
Perfarmance] systam within Council.

Continue to build commitment to the
P File aystem from the Corporate
Management Teem acrosa the board.

Further develop and promulgete
‘the exigting policy and guidelines for
flexible warking optiona available
within the Council

Develop a new policy an remoke
working.

Identify aptions that are svailable or
feasible in the Digtrict for child care
and achoal holidey pragrama for staff
with child care responaibilitiea.

Ensure supSrvisors/ managers ars
prowided with training erd guidsnce

on craating and maintaining & positiva

work ervironment.

Ectablish grester trenaparency and

cangEtency in decigion making inchding

a procesas for reviewing decisians.

Incressed confidence af
women that the promotions
pracesa is equitable and fair
‘ta both womean and men.

Incresaed confidence aof
women that the perfarmance
manegement syatem ia aqually
fair to both women and men.

Grester staff sweren2ss
af the flexible warking
arrengaments in the Council.

Incresaed confidence af
women that the Flaibility of
working srrangements in their
current job is satisfactory.
Grester staff confidence in
the Council's commitment to
azaisting employess achisve a
gaad work-life balanca.

Increased confidence of
warmen that their opinian
matters to their superviaor

Increased confidence of
wamen that in exercising
discretion their suparviaar
i equally fair to men and
Wamen.
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33  Inappropriate behaviour

Women ere less confident than men

that the Cauncil:

= takss gctive steps to minimise
the rigk of harasament, bulying,

diacriminatian and ather
inappropriste behaviour.

= would addreas and resoke
any instance of heragsment,

bullying, diacrimination or other

inappropriste behaviour.

Pay and Employ ment Equity Policy lssues

41  Maonitoring progress

42  Measuring progress

43 Further full Pay and Employment
Equity Review

Dverall the Revies was very succeasful in engaging staff,
identifying issues, mesting deadlines and proposing

practical solutiona.

Develop and implerment a fuller Code of
Conduct ard Anti-haresament Pobcy.

Enaure suparvisars/managers are
provided with training on the Palicy and
guidance on managing and reaoking
casea af ineppropriate behaviour.

Eraure all staff are sware of the Policy
and gtandards of acceptable beheviour
and the consaquencesa af ineppropriate
E=haviour.

Provide 8 & monthly update to staff
of progreas in implementing the
Responae Plan.

Incarparate gender equity indicators
related ta the "outcomes sought”
fram the Reaponas Plan in the snnual
climate survey end report changes

in ataff views on these issues ona
gender basis.

Camplete another Pay and Employment
Equity review in 3years time.

Amore positive work
EfsironmEnt.

Increased skaff swarenass
of, ard confidence in, the
formal procesaes and
procadures for making &
complaint about harasament,
bullying, discrimination

and other irapprapriake
behaviaur.

Increased confidence of
women [and all staff] that
the Council:

takes active steps to
minimis= the riak of
haraasment, bullyirg
discrimination and other
inappraprigte behaviour
»  would addresa and
resoke any instance of
haraasment, bullying,
discriminetion or other
irapprapriate behsviour

Staff are confident that
the respanssaa are being
implemented

Staff views surveyed to
benchmark against resulta
from 2008 aurvey.

Re-assaasment of Councile
perfarmance on Pey and
Emplayment Equity isauea
fallowing implementation of
2008 Aeview rasponses.

Some of the reaponsea contasinad in the Repork build on or

link £o axisting initiatives already undarwsy in the Council.

The Review Committee members rated their level of

canfidence on the outcarmes of the Aeview from 1 (not
canfident] to 10 {very canfident]

The four step proceas worked very wel within the project

timeline far an organisation of this size.

WORKING TOGETHER TOWARDS ACHIEVING PAY AND EMPLOYMENT EQUITY FOR WOMEN
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The level of confidence thet the Peview hasidentified [ | see this national review on gender
the key gender equity isaues within the Council was equity in local government as a reality

sted &t 8.9. . .
ree check and a conscious step for equity
The level of confidence that the proposad responsss

. ) ) within Council. It is healthy and honest
will improve gender equity within the Council i . .
implementad wae reted st 5.3, awakening some of the findings/results

Thee level of confidence that staff marale will improve if that come out of it, and it impacts on
the responses are implementad was rated at 76. all staff at varied levels who work for
Council. § 9
& & ...what has been developed for

preparation to the final report looks
& & This was the first constructive

achievable.
I3 opportunity (where issues AND solutions
were sought from staff) for staff to
(41 The review has done what it is meant comment on working conditions. It is
to do. It has identified the key gender inevitable that a range of issues not

specifically related to gender and pay
equity were raised. The process needs to
provide a clear path for those issues tw be

equity issues and some issues have been
discussed and organisational awareness
has progressed in a positive way. The raised with management. 9 9
proposed responses/recommendations will

improve gender equity within Council and

have a positive snowball effect on how 14 There have been some valid issues raised
and | feel confident that most of these
issues will be taken seriously by the Chief
Executive and Corporate Management

it is implemented and reviewed by the
organisation. § 9

Team as a result of the review. 9

The Pey and Employment Equity Aeview Case Studies series provides fubure review committees with
an opportunity to learn from others experiences. Further summery end full cass studies are aveilable
on the website: www.dol.govt.nz/services/PayAndEmploymentEquity findaxasp.

g gt 1z f‘%‘ﬁ £33,  vewtotranr 6

B :
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