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1. Executive Summary

This report sets out the background to the Space Optimisation
project and the associated publication of the Technical Guidance.
The Technical Guidance forms policy for implementation of space
optimisation standards at Land Registry offices. A diversity impact
assessment was undertaken for the project and the Technical
Guidance.

Consultation was held with the Head of Diversity, the Disability Focus
Group (DFG), the Lesbian Gay Bisexual Transgender Focus Group
(LGBTFG), the Black and Minority Ethnic Focus Group (BMEFG) and
the Departmental Trade Union Side (DTUS).

The project team have identified no negative impacts as a result of
the space optimisation project or the Technical Guidance.

The guidance requires offices to identify and engage with staff with
disability at the outset of a space optimisation project. This is
considered to be a positive impact.

The guidance contains advice on inclusive and accessible design in
the workplace. This is considered a positive impact.

Central Government requires all departments to proactively manage
their estates and the Office of Government Commerce is using 10-
12m? per person net internal area (NIA) as the standard. The project
recognises these requirements and provides guidance on how
standards should be implemented in Land Registry.

2.  Introduction and background

2.1 The space optimisation project comprises a number of work
packages including:
* Production of marketing and engagement media.
* Case studies at two offices.
* Creation of a Technical Guidance document for the
implementation of space optimisation standards. The
Technical Guide to become Estates policy.
This impact assessment report covers the project and the
Technical Guidance.

2.2 The current Land Registry estate was established to house in
excess of 12,000 staff, which through productivity
improvements, now houses just over 8,000, with this number
projected to drop further in coming years. The 2003/04
property review identified a seven per cent increase in
utilisation (m?) per staff member with a variance of between
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10 and 21m? per person between offices. A phased project
was commissioned to address this with the following scope,
objectives and deliverables agreed for phase one:

Scope:

Research the correlation and develop a strategy for the
maximisation of productivity through space optimisation in
Land Registry for caseworkers, technical team members and
specialist functional areas.

Objectives:
* Research, identify and trial optimal space standards
for Land Registry activities to act as a benchmark.
* Produce a strategy and business case to support
moving to these standards.
* Develop a strong coalition for change based on sound
argument and active stakeholder engagement.

Deliverables:

* Produce project documentation.

* Investigate relevant variables such as building shape
and identify the correlation between maximising
productivity and optimal space utilisation parameters.

* Trial potential optimal space utilisation benchmark
standards.

* Produce an outline strategy for implementation of the
recommended standard and build a strong coalition
for the change.

* Produce a business case to support a move to the
recommended standards.

* Produce a report and recommendations into the
findings for approval of the Executive Board.

The project commenced in 2004. A project team was set up
and a pilot scheme was conducted at the Stevenage Office in
2006, with representatives from most functional areas
participating. Existing best practice from local offices and
other similar organisations was used. The pilot informed the
project and the findings led to the submission of a report to
the Executive Board seeking approval in respect of:

* The recommended standard of a maximum of 10-
12m? per person NIA to become Land Registry policy.

* All offices to be mandated to comply with such policy,
with Agency Estates being responsible for the
approval of space standards at each office and for the
utilisation of vacant accommodation.

* Space optimisation project to remain aligned to, yet
separate from the Blueprint and Estates Strategy
consultation process.
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* During any churn activities, offices to move towards
optimising space, typically using existing furniture,
except where Expenditure Planning (EP) baseline
figures and depreciation of furniture would allow
replacement.

* The project being authorised to move to phase two,
which would include preparation of a business case,
detailed planning, budgeting and communicating to
stakeholders. To ensure coherence across all offices,
it was recommended that a project manager be
appointed to run this as a formal project.

* Offices not to undertake wholesale replacement of
furniture but to use the existing EP and business as
usual process as a means of moving towards space
optimisation. (This has subsequently been amended
requiring offices to undertake partial implementation in
the financial year 2008/9).

Consultation with stakeholders was undertaken during phase
one of the project, including DTUS and DFG.

The Board agreed that it was right for Land Registry to deal
with excess space within the 10-12m?/person standard.

With this mandate, phase two of the project commenced in
2007 by which time there had been a further eight per cent
increase in space utilisation. This was due to staff numbers
further decreasing and existing staff spreading out into the
available space. A new project team was established and
case studies were carried out at Lancashire and Hull
involving production and senior casework teams. The scope
for phase two was to:

* Ensure all offices have an agreed time constrained
strategy to deliver optimised standards per person of
between 10 and 12m>.

* Assist by way of provision of appropriate case studies
alternative methods of delivering the optimised
standards best aligned to local operational
requirements.

* Provide technical and change management advice
and guidance on lessons learned from the pilot and
other experiences.

* Monitor progress against an agreed delivery plan and
report these to the Executive Board through the
Property Asset Management Board.

* Liaise with senior management teams and Agency
Estates over the release of surplus space and
potential uses.

* Capture and report on interim and end of state
benefits arising from optimisation.
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* Liaise with other stakeholders to ensure coherence in
change activities.

* Assist facilities managers in communicating the
business rationale behind the change to local
stakeholders.

* Aggregate and co-ordinate any procurement
requirements and liaise with corporate procurement to
attain best value.

The project team, as with phase one, engaged with the DFG.
The LGBTFG and BMEFG were also consulted. A diversity
policy screening exercise was undertaken and this was
followed by a full equality impact assessment and this final
report.

Phase two culminated in a strategy for delivery of space
optimisation in each office. Offices are required to organise
local implementation to a minimum of 300m? of operational
team space to the 10-12m? per person standard and to
develop a master plan and programme for full
implementation. To assist with achieving this the project
team, which included external consultants, have published
the Technical Guidance. This guide is primarily aimed at
Senior Management Teams (SMT) and local project teams
but accessible to all. This report includes assessment of the
impact of the Technical Guidance.

Although the space optimisation project has been progressing
within Land Registry since 2004, the 10-12m? per person
standard is now Government policy and will be scrutinised by
the Office of Government Commerce (OGC) and the National
Audit Office (NAO).

Methodology and Consultation

An initial impact screening was undertaken on 17 October
2007 following guidance from the Head of Diversity. The
screening considered that space optimisation may have an
impact on people with disability, but also perhaps on
religion/belief regarding the provision of faith rooms. All
impacts were considered as being positive and the project
team regarded, at the time, that it was not applicable to
proceed to a full impact assessment. The completed
screening is shown as Annex A.

The project team recognised that specialist advice would be
necessary to supplement it's own expertise and to ensure
that regulatory requirements were accounted for and industry
practice applied. Consultants were commissioned to assist
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with specialist design and space planning. The consultants
worked with Land Registry in the development of the
Technical Guidance and in the design of the case studies at
Lancashire and Hull. Lessons learned from the case studies
were used to develop the Technical Guidance.

The completed impact screening was circulated to the DFG
and project team representatives attended a DFG meeting on
27 November 2007 to present their findings and to discuss
any DFG concerns. The relevant extract from the minutes of
this meeting are at Annex B. DFG members were invited to
continue their review of the screening after the meeting and
refer any comments to the project team.

It was recognised that, as Land Registry has both Black,
Minority and Ethnic (BMEG) and Lesbian, Gay, Bisexual and
Transgender (LGBT) focus groups, it would be appropriate to
contact both to ascertain their views. Communications were
sent to the respective groups on 28 November 2007 and
these, and the responses thereto, are shown as Annexes C
and D.

An update meeting was held with the DTUS and project team
representatives on 06 February 2008 in Head Office with both
PCS and FDA representatives present. The minutes of this
meeting are at Annex E.

The project team subsequently decided to undertake a full
equality impact assessment. This detailed the consultation
that had already taken place and updated on work completed
thus far. The completed Assessment is shown as Annex F.

The final draft (Revision K) of the Technical Guidance was
published on 30 May 2008 and circulated to the DTUS and
DFG for comment.

The DFG responded in the form of a report entitled Advice on
Space Optimisation June 2008. This is shown as Annex G.
The Project Board’s formal response to the DFG advice is
shown as Annex H. The Technical Guidance was amended to
reflect some of the points raised by the DFG.

The DTUS also provided comment. This and the Project
Board response thereto are shown as Annex | and I1. The
same issues were also discussed in detail at a meeting
between DTUS representatives and the project team
representatives in Lancashire on 19 June 2008.

Assessment of Impact on Equality
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It is regarded that Space Optimisation, to be applied by using
the standards set out in the Technical Guidance, will have a
positive impact on disabled staff. The document is a guide for
local implementation teams and SMT and promotes
stakeholder engagement, inclusive and accessible design,
communication and where necessary, reasonable
adjustment. The standards include:

* Consistent implementation of the Corporate Brand
including signage and décor and colour schemes with
appropriate contrast.

* Ergonomically designed workstations in an
appropriate layout.

* Accessible and inclusive environments with
appropriate adjacencies between teams, groups,
support facilities and business equipment.

» Standards for the design of meeting rooms, business
centres and other ancillary support spaces.

General workplace planning considerations are dealt with
under Appendix 6 of the guidance. This refers to
BS8300:2001 and the Disability Discrimination Act 1995 as
examples. Also referred to are two publications; Designing for
Accessibility and The Accessible Office: designing the
inclusive workplace. Copies of each have been provided to
facilities managers.

Appendix 8 of the document refers to stakeholder
engagement and identifies typical stakeholders including
people with disability. There is a requirement to consult with
people with disability at the early stages of projects including
workplace layout, support space, the provision of special
equipment and reasonable adjustments.

Age related factors in relation to space optimisation are
considered to be covered under disability.

Section 5.8 of the guidance sets standards for the design of
multi faith rooms. This requirement will be determined by
engagement with key stakeholders. Facilities managers have
further detail on the specific furniture, fixtures or fittings that
may be necessary.

The project team did not identify negative impact in respect of
race, gender/transgender or sexual orientation.

The case studies in Hull and Lancashire were used to inform
the Technical Guidance, in particular lessons learned. Local
implementation teams worked with the project team in

designing an accessible and inclusive environment. To date
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there has been no negative feedback or impact on diversity
related issues.

5. Monitoring Arrangements

5.1 Space optimisation and the 10-12m? per person standard are
Land Registry policy and there will be a requirement for
offices, through SMT, to report progress on the
implementation of these standards. The project team and
project board will compile these reports until project closure
and specifically within the next year on progress against the
minimum of 300m? of operational team space. Thereafter it
will fall within the remit of Agency Estates. The project team
will also retain an advisory role pre-closure.

5.2 Local implementation teams are obliged to undertake
stakeholder consultation in accordance with the Technical
Guidance. Identification of impacts, positive and negative, on
equality groups will be recorded and form part of the
reporting/review process.

5.3 Stakeholder engagement should include consultation with
local trade unions. Recourse for issues unresolved will be
direct to SMT or through Local Whitley Council.
Communication channels will remain open between the
project team and the DTUS and DFG until project closure.

5.4 Experience gained and lessons learned will inform periodic
reviews of the Technical Guidance.

6. Publication of Equality Impact Assessment

6.1 This report will be published on the Land Registry Website to
ensure full accessibility. Due to the format of related papers,
these will be published in PDF. Copies of the full report or
related papers in alternative formats, including large print are
available on request by emailing the Diversity Team at
HRDiversity@landregistry.gsi.gov.uk

7. Conclusion

7.1 The project did not identify negative impacts on diversity as a
result of the space optimisation project or the Technical
Guidance document. The Technical Guidance now forms
policy for the use of space within Land Registry.

7.2 The following positive impacts were identified:
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* The creation of new policy requiring identification and
engagement with stakeholders including people staff
with disability when space optimisation projects are
being undertaken.

* Guidance on the design of inclusive and accessible
work and support space.

* Periodic review of the guidance to incorporate
experience gained and lessons learned.

The principal of Space Optimisation is to maximise the
workflow process and make the space we currently occupy
work more efficiently and in doing so improving the quality of
accommodation for everyone. In terms of improving
accommodation for our disabled staff the project team
believes that communication is the key — by identifying the
right stakeholders, our new space optimised work spaces can
be appropriately designed and reasonable adjustments made
at the best possible time for both the organisation and the
individual. The Technical Guidance document and the proof
of its successful application at both Hull and Lancashire
offices provide the direction to make this possible.
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Annex A

LAND REGISTRY: POLICY SCREENING RECORD FORM

FUNCTION MANAGER DATE OF ASSESSMENT NEW OR EXISTING POLICY

Corporate Facilities Project Manager 17 October 2007 New

LR Equality Impact Assessment — Policy Screening Template [v.B1]




1. DESCRIPTION OF POLICY

Page 2 of 5

TITLE OF POLICY/PROCEDURE TO BE ASSESSED

Maximisation of Workflow Processes Through the Optimisation of Space

BRIEF SUMMARY OF POLICY/PROCEDURE

The overarching definition of the project is to maximise workflow processes through
the optimisation of space. This includes making the most effective and efficient use of
space in all Land Registry Offices in support of business operations.

The current organisational estate was established to house in excess of 12,000 staff,
which through productivity improvements now stands at just over 8000 staff. This
reduction in staff has not until now given rise to a rationalisation of office requirement.
The approved Estates Strategy determines that a number of Land Registry Offices are
closed and others merged. The offices receiving additional staff are likely to require
space to be used more efficiently in order to accommodate additional staff in good
quality environments.

AIM OF POLICY/PROCEDURE

* To ensure all offices have an agreed time constrained strategy to deliver
optimised standards per person of between 10 and 12m?

* To assist by way of provision of appropriate case studies alternative methods of
delivering the optimised standards best aligned to local operational requirements

* To provide technical and change management advice and guidance on lessons
learnt from the pilot and other experiences

e To monitor progress against an agreed delivery plan and report these to the
Executive Board through the Property Asset Management Board

* To liaise with Senior Management Teams and Agency Estates over the release of
surplus space and potential uses

*  To capture and report on interim and end of state benefits arising from
optimisation

* To liaise with other stakeholders to ensure coherence in change activities

e To assist Facilities Managers in communicating the business rationale behind the

change to local stakeholders
* To aggregate and co-ordinate any procurement requirements and liaise with
corporate procurement to attain best value.

WHO WILL BE AFFECTED BY THIS POLICY/PROCEDURE?

Directly Indirectly
Occasional visitors/contractors who may
All staff from time to time work within our core

business areas (does not include
reception)

WHO ARE THE MAIN STAKEHOLDERS IN RELATION TO THIS
POLICY/PROCEDURE?

See page 6 of 6

WHO WILL BE RESPONSIBLE FOR IMPLEMENTING THIS POLICY/PROCEDURE?

Project Team initially and thereafter Senior Management Teams at local offices

LR Equality Impact Assessment — Policy Screening Template [v.B1]
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2. SCREENING ANALYSIS

Think about the profile of those who will be directly and/or indirectly affected by this policy/procedure.

Are there significant differences that could affect the impact of this policy/procedure?

Please identify any differential impact in relation to the six strands below. Tick ‘Yes’ if you have identified any actual/potential differential impact. Please record the evidence of
negative or positive impact.

EQUALITY YES | NO NEGATIVE IMPACT POSITIVE IMPACT
RACE X
DISABILITY X One of the work packages of the Project is to produce a

Technical Guidance Document for facilities managers and senior
stakeholders. The guide will detail the standards to which Space
Optimisation will be implemented. These include the following:
*  Consistent implementation of the Corporate Brand
including colour schemes, contrast, signage, décor in
line with the requirements of the DDA 2005
* Implementation of ergonomically designed workstations
appropriately laid out in compliance with the DDA and
industry best practice
*  Create inclusive environments with appropriate
adjacencies between teams, groups, support facilities
and business equipment
* Create environments to a corporate standard in
compliance with relevant legislation/guidance including
the DDA, and fire regulations
* Set standards for the design of meeting rooms,
business centres and other ancillary support spaces
Note the Space Optimisation sets out to provide technical
standards for, among other things, inclusive environments. In
certain circumstances reasonable adjustments may be required
to accommodate the needs of individuals. This will be treated as
at present as business as usual.

GENDER/ X
TRANSGENDER
RELIGION/ BELIEF X This may apply where for example a faith room may be provided.
The Space Optimisation Technical Guidance Document will be
seeking to set standards for the design of such areas.
SEXUAL X
ORIENTATION
AGE X Age related factors in relation to this Project are considered to be
covered under disability.
Can any adverse impact be justified on the grounds of promoting equality of Can you identify any actions to eliminate or mitigate negative impact in any area?
opportunity for one group? YES /NO
YES /NO
NOT APPLICABLE
NOT APPLICABLE

LR Equality Impact Assessment — Policy Screening Template [v.B1]




3. PROMOTING POSITIVE ATTITUDES TO DISABLED PEOPLE AND OTHER GROUPS
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Is there an opportunity to do any of the following to promote equality?

PROMOTE POSITIVE ATTITUDES TOWARDS DISABLED PEOPLE?

The Space Optimisation Project will be producing a Communication Document with
associated media. This document sets out to promote the benefits of space
optimisation to the business and its staff and will include the topics such as creating
inclusive environments. Likewise, the Technical Guidance Document will set

standards for delivering these.

ENCOURAGE PARTICIPATION OF DISABLED PEOPLE IN PUBLIC LIFE?

PROMOTE POSITIVE ATTITUDES AND ENCOURAGE PARTICIPATION BY

OTHER GROUPS?

Consultation at departmental and local level with stakeholders including disabled

persons.

4, RELEVANCE TO EMPLOYMENT DUTY

Is there potential impact against any group of Land Registry staff?
RACE / ETHNICITY DISABILITY GENDER/ RELIGION / BELIEF SEXUAL ORIENTATION AGE
TRANSGENDER
YES /NO YES /NO YES /NO YES /NO YES /NO YES /NO
No No No No No No

5. DECISION

Should this policy/procedure proceed to a full Equality Impact Assessment? YES
Transgender Focus Group and the Black and Minority Ethnic Focus Group. Post screening note: This document was provided to the DFG and further consultation was
undertaken with the DFG on 27 November 2007. It was agreed that in essence the Space Optimisation project sets out to provide guidance on best practice in creating
accessible environments and engaging with all stakeholders within an office including those with disability. A further period of two weeks post this meeting was provided to
allow further consideration and comment. Consultation was undertaken with the LGBTFG and the BMEFG. No adverse comment was received from these groups. A meeting
was held with the DTUS on 6 February to provide an up date to the DTUS on the Space Optimisation Project. This document was provided to the DTUS in advance of the
meeting and discussed at the meeting. A further period after the meeting was allowed for feedback and comment. The consultations with the DFG in particular were discussed.

No adverse comment on the Impact Assessment has been received from the DTUS.

LR Equality Impact Assessment — Policy Screening Template [v.B1]

By further consultation with the Disability Focus Group, the Lesbian, Gay, Bisexual,
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Key Stakeholders:

Area Managers (senior management teams)
Facilities Managers (facilities teams)
Registration Change Group

eBIS (and IT partners e.g. Hewlett Packard)
Disability Focus Group

Local and departmental trade union
Corporate Identity

Corporate facilities (Health and Safety)
Agency Estates (sustainability)

National Telecoms

Information services

Executive Board members

External consultants

External suppliers

Facilities Change Manager and Facilities Business
Service Manager

Human Resources

Finance

LR Equality Impact Assessment — Policy Screening Template [v.B1]



Maximisation of workflow processes through the

optimisation of space

Diversity impact assessment final report

Extract from:
Meeting Name
Location

Date

Agenda Iltem

Annex B

Disability Focus Group Meeting
Conference Room, Block 3, Chalfont Drive, Nottingham
27/11/2007

8 - Facilities Consultation

8 Refurbishment projects - Facilities consultation with disabled

staff

FM Stevenage said that Agency Estates had been contacted to
discuss the best time to involve the DFG in projects, The Group
could have a general input pre-specification. DFG Chair had been
contacted and had commented but the other members of the team
had not heard anything.

Facility time will have to be covered by Local Offices.

This does not preclude Local Consultation.

FM Stevenage assured the Group that each project will comply with
BSI and Part M.

The Portsmouth Facility Manager has taken over the role of Space
Optimisation Project Manager. He gave a background in to the
Project. The project is not about desk but optimising the space
available in each office.

After the pilot at Stevenage a report was sent to the Board.

Phase 2 of the Project is implementation.

Mandated to consider:-

1 Business as usual (no change)
2 Only done at Local Office request

A communication document to be produce with associated
media, to sell the project.

Technical Guidance Manual for Facility Managers will include
accessibility and Corporate id.

Implemented at 2 Offices probably Hull and Lancashire.




It will be implemented at all Offices by April 2009.

Project will then close.

Implementation will include a full Impact Assessment.

FM Portsmouth referred to the Policy Screening Record form
previously circulated to the Group.

DFG mentioned space between the Desks had been a problem
when DFG representative visited the Stevenage Project.

FM Stevenage said that the only mention of space between desks in
the BSI Code of Practice for an Office environment, only for study
area.

FM Portsmouth said that there should be flexibility in plans and
reasonable adjustment. Stakeholders must talk to the disabled
individual involved.

DFG said that Line Managers should be educated in accessibility.
FM Stevenage said the environment must be inclusive.

FM Portsmouth Space Optimisation is a Brand. There will be more
desks but area will be less cluttered. This creates more space
around desks.

Noise should not be an issue because printers and photocopiers will
be removed in rooms.

The Project main aim is to make better use of space.

DFG Member said she was worried that Disabled are usually only on
one floor and therefore cannot move.

FM Stevenage said this should be part of reasonable adjustment
assessment for all areas.

The guidelines for Disabled toilets are one on every other floor.

FM Stevenage said that the definition of accessible and inclusive is
in the Draft Facility Managers Hand Book. He stated that BS| was
the minimum and LR wanted to do better.

DFG asked what the benefits were of Space Optimisation.

FM Portsmouth Financial benefit to the LR as savings can be made
on heating, lighting, cleaning and rates. Extra space could also be
rented out.

It could free up space to be used for other functions e.g. HR’s move
to Nottingham.. There is a requirement for the Estate to be managed
effectively.

There will not be a negative impact on staff.

Any Views on
Space
Optimisation
should be fed
back to FM
Stevenage &
FM Portsmouth
via Chair ASAP.
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Annex C
Communications with BMEFG
----- Original Message-----
From: Chair of BME Focus Group
Sent: 28 November 2007 12:20
To: FM Stevenage
Cc: Project Manager (FM Portsmouth)
Subject: RE: Space Optimisation

o.k. I'll get this circulated and send a response ASAP. My initial views are that, like you, | am
unaware of any positive or negative impact on our Group.

Regards
----- Original Message-----
From: FM Stevenage
Sent: 28 November 2007 12:15
To: Chair of BME Focus Group
Cc: Project Manager (FM Portsmouth)
Subject: Space Optimisation

| represent the Space Optimisation Project Team and, together with my
colleague and Project Manager, have recently completed the Diversity
Screening Assessment for the Project. This is attached, but we recognise that
it would be beneficial to seek the counsel of the Black and Minority Ethnic
Focus Group to ensure we haven't missed anything. You will note from the
screening analysis that we could find no impacts, either positive or negative,
on race but perhaps you can think of something we have missed? We did
recognise that Faith Rooms may be required under Religion/Belief though |
am unsure as to whether this falls within your Group's remit? We are keen for
this to be signed off within a couple of weeks so would be grateful if you could
circulate/discuss with your group and come back to us with any necessary
information. Both the Project Manager and | will be happy to discuss.

Many Thanks,

<< File: Space Optimisation EIA policy_screening_record_form 1.doc >>
Facilities Manager

Land Registry Harrow & Stevenage Offices

Direct No (SV) 01438 785404
Direct No (HA) 020 8235 6348



