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/Further Information for Candidates - Please read this document in conjunction with
information on our Directorates available on our website www.transport.gov.scot

Air Quality Legislation and Enforcement Policy Lead
Salary: £35,269 — 42,643 p.a. (pro-rata part time)

Location: Glasgow or Edinburgh Hours: 37 per week

(Please read the following information carefully to ensure that you are clear

about the different criteria attached to the post(s) you are applying for)

. /

Transport Scotland (TS) is the national transport agency for Scotland and is accountable to
Parliament and the public through Scottish Ministers, with a budget of around £2 billion per
year. Transport is a vital feature of the Scottish Government's focus on increasing
sustainable economic growth, and transport investments and policies have major impacts on
the economy, people, and the environment.

Transport Scotland is starting a period of transition, with the completion of a number of major
infrastructure projects and a greater emphasis on the promotion of air quality, active travel,
accessibility, and the development of the low carbon economy. This is underpinned by the
development of a new National Transport Strategy covering Scotland’s transport needs and
priorities for the next 20 years. The recent Programme for Government and the agency’s
corporate plan set out a range of associated activities.

Our challenge is to make sure that we have an organisation that is structured and operates
as efficiently, flexibly, and creatively as possible. This post is part of that transformation.
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Overview of Post

In this post, you will lead the Low Emission Zones (LEZ) policy development of the
Transport Bill legislation and will lead on the consideration, design and
implementation of an enforcement regime for LEZs which will require to be enshrined
in legislation. This policy area is a key deliverable from the Programme for
Government with particular interest across a number of ministerial portfolios and
from the First Minister. As such, this post is supporting the delivery of a high profile
policy commitment. LEZs are considered to be a key mitigation option to improve air
quality in some of Scotland’s largest cities.

Main Duties

e Leading on all aspects associated with the delivery of the LEZ policy element
of the Transport Bill, in conjunction with the TS Head of Environment and
Sustainability. You will lead on the development of LEZ policy instructions,
stakeholder engagement and preparation of documentation and evidence
required to support the legislative Scottish Parliament Transport Bill scrutiny
process.

e Leading on all aspects associated with both the policy and practical delivery of
Scottish LEZs enforcement, in conjunction with the TS Environment Manager.
You will be required to engage with key stakeholders including local
authorities, the DVLA, Defra/DfT Joint Air Quality Unit and Intelligent
Transport System operators to design, develop and confirm the scope of a
LEZ back-office enforcement regime, and then support the successful
operational roll-out of the enforcement regime (in partnership with local
authorities).

e You will oversee implementation of a new LEZ Penalty Charge Notice.

e You will support the development of a vehicle monitoring and checking regime
in conjunction with the LEZ back-office enforcement technology provider(s),
Defra/DfT Joint Air Quality Unit and the DVLA.

e Working in collaboration with the team’s B2 Briefing and Correspondence
Officer to draft responses to the Ministerial and Corporate Correspondence
System requests, Parliamentary Questions, Freedom of Information requests,
Chief Executive and press lines, in tandem with production of high quality and
timely advice, briefing and submissions to Ministers and senior managers
relating to transport focused air quality legislation and LEZ enforcement

e Supporting the production and delivery of a communications plan around
enforcement of LEZs, and periodically update the Transport Scotland website
on these issues

Further Information for Candidates Page 2




Qualifications & Experience Required

It is essential that the successful candidate is able to demonstrate the
following:

1. Strong analytical skills with an ability to interpret and analyse diverse sources
of often complex information at pace

2. Experience of producing, or contributing to the production of, timely and
concise, high quality written policy documents and/or guidance.

3. Strong organisational and planning skills with the ability to prioritise your own
workload and competing demands, priorities and tasks in a fast paced policy
area to ensure deadlines are met.

4. Experience of communicating and engaging with wide diverse stakeholder
audience

Competencies
The following competencies and behaviours are key to performing the job

successfully. If you pass the sift you will be invited to assessment centre where you
will be tested on all the competencies below through different assessment elements.
To learn more about how we recruit please visit www.transport.gov.scot/careers

Self Awareness

People Management
Communications and Engagement
Improving Performance

Analysis & Use of Evidence

Financial Management

If you wish to learn more about the role, the main duties and wider Directorate

priorities then please contact Stephen Thomson B 0141 272 7956. If you have any
guestions about the application or assessment process please contact Julie Wallace

T 0141 272 7137.
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Everything else you need to know

Nationality
You can apply for any job in the Scottish Government as long as you are a UK national or

have dual nationality with one part being British. In addition, Scottish Government posts are
open to Commonwealth citizens and nationals of any of the member states of the European
Economic Area (EEA). Further information about civil service nationality requirements is
available on the Civil Service Website

Pre-Employment Enquiries

If you are successful, and are not currently a serving member of the Civil Service, we will as
part of the Scottish Governments pre-employment process carry out the following enquiries
into your identity, employment history, nationality and immigration status, ‘unspent’ criminal
record (Disclosure certificate), health and other matters, to ensure that you are qualified for
the appointment.

As of 1* January 2008 the Scottish Government introduced a new Baseline Personnel
Security Standard (BPSS) which provides a more consistent and rigorous pre-employment
screening process for prospective Scottish Government staff. If you are successful in
obtaining a job with the Scottish Government you will be subject to these additional security
checks.

This means that as a minimum you will be required to provide:

e Photographic ID, preferably a Passport or Photo Driving Licence.
Please note that student cards and library cards are not acceptable.

e Your original birth or adoption certificate.

Please note that your original birth certificate must be dated within six weeks of your
birth.

e A bill or financial statement for your current address, preferably a utility bill dated
within the last 6 months. Please note that mobile phone bills are not acceptable.

e Basic Disclosure certificate - although for some jobs you will need as a higher level of
Disclosure clearance and this will be made clear in the advert
Please note that in order for the Scottish Government to accept a Disclosure
Certificate it MUST be dated within the last 12 months.

If you do not have appropriate photo ID, you should provide a passport sized photograph of
yourself endorsed on the back with the signature of a person of some standing in your
community (e.g. a Justice of the Peace, medical practitioner, officer of the armed forces,
teacher, lecturer, lawyer, bank manager, civil servant etc). This should be accompanied by a
signed statement, completed by the same person, stating their name in full, the period of
time that you have been known to them (minimum 3 years) and their contact details. The
signatory will be contacted to confirm that he or she did, in fact, complete the statement.
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Basic Disclosure Certificate
The Scottish Government requires security checks and all successful candidates will be
required to produce, as a minimum, a Basic Disclosure certificate (disclosing criminal history
information) less than 12 months old, prior to taking up employment.

Basic Disclosure certificates are available from Disclosure Scotland. Please note that there
is a cost for the certificate. Current charges and further information on Disclosure certificates
can be found at Disclosure Scotland’s website. You can apply for your Basic Disclosure
Scotland certificate quicker by applying online at www.disclosurescotland.co.uk provided you
have lived at your current address for the last 12 months.

We will also ask you to complete a Movements form with information regarding your
employment and/or educational history over the last three years.

Health Standard
As part of our pre-employment enquiries you will be asked to complete a health declaration
and, if necessary, to attend a medical examination

Completion of Pre-employment Enquiries

When the pre-employment enquiries are satisfactorily completed your formal offer of
appointment letter will be issued approximately two weeks prior to your agreed starting
date. This is the date discussed between you and your new line manager If you have any
guestion about our pre-employment checks please do not hesitate to get in touch.

Selection

We use a competency based approach to recruitment. This means that at all stages of the
recruitment process you will be assessed against the competencies we consider necessary
to do the job. This approach starts from the application stage so it is important that you
complete your application as fully, but concisely, as possible to demonstrate how you meet
the requirements of the post. It is therefore important that you study the selection criteria
carefully before you complete the application.

We will invite for further assessment those candidates who from their application seem best
suited to the appointment. Further details about our application processes and assessment
centres can be obtained by visiting our website.

The data we collect throughout the selection process will be held and used in accordance
with the terms of the Data Protection Act.

Interview Expenses
Travel and subsistence expenses incurred during the selection process are the responsibility
of the applicant.

Diversity Monitoring Form
Information given on the diversity monitoring form will be treated in strictest confidence and
will be retained by HR for monitoring purposes. It will be kept separately from your

application form and will not be made available to those involved in the selection decision.
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Guidance on the Diversity Monitoring Form and why we ask you to complete it is available
on the Scottish Government website.

Disability

We are participants in the Jobcentre Plus “Positive about Disabled People” scheme. Under
the terms of the scheme, all candidates who consider themselves to be disabled in terms of
the Equality Act 2010, and who meet the essential minimum criteria for the post, will be
guaranteed an interview.

Note: The Equality Act 2010 states that a person has a disability if they have a physical or
mental impairment and the impairment has a substantial and long-term adverse effect

on their ability to carry out normal day-to-day activities. A 'substantial disadvantage' is a
disadvantage which is more than minor or trivial. 'Long-term' means that the effect of the
impairment has lasted or is likely to last for at least twelve months (there are special rules
covering recurring conditions). Further guidance in relation to the meaning of disability is
accessible on the Equality and Human Rights Commission website.

We will also ensure that we consider and implement any reasonable adjustments you may
require to attend for interview or during the course of your employment, should you be
successful in securing a post.

Starting Salary
New entrants will start on the minimum of the pay range.

Working Pattern

The standard working week is a 5 day week of 37 hours, net of lunch breaks. You may have
the scope to participate in the Scottish Government's flexible working hours scheme.
Consideration will be given to candidates interested in part-time or other non-standard
working patterns and in-line with best practice, the Scottish Government has extended to all
staff the right to request a flexible working pattern. All requests will be seriously considered.

Annual Leave (pro rata for part-time)

You will have an annual leave allowance of 5 weeks, rising to 6 weeks after 5 years. In
addition, the Scottish Government observes 11% days public and privilege holidays, dates of
which are set annually.

Probation

You will require to serve a probationary period of 9 months, regardless of, if you have
worked with us previously as a permanent, fixed term or in a temporary capacity.
Confirmation of your appointment is dependent on the satisfactory completion of this
probation period in terms of performance, conduct and attendance.

Travel and Subsistence
Subsistence allowances and travelling expenses on official duty are paid. The cost of normal
daily travel between home and office is not reimbursable.

Sick Absence
You are expected to attend for work. However, we do recognise that 100% attendance may
not be possible on occasions when you are unwell. We have an attendance management
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policy in place that makes it clear the level of attendance that the Scottish Government
expects and what may happen if this cannot be achieved. The policy outlines the support
offered to staff during periods of illness and the assistance available to help them back to
work

Retirement

The Scottish Government has a "no retirement age" policy for staff in Bands A-C. This
means that you are free to continue in employment for as long as you wish. Continued
employment will remain subject to the normal rules concerning performance, conduct and
attendance.

Outside Activities

As a civil servant, you may not take part in any activity which would in any way impair your
usefulness to the Service, or engage in any occupation which may conflict with the interests
of the Scottish Government or be inconsistent with your official position. Subject to these
conditions, and in some circumstances prior permission being sought, work of a minor or
short-term nature (for example, vacation work or work after hours) is normally allowed. Also
for health and safety purposes you should notify HR if you have more than one job.

You will also be subject to certain restrictions, depending on your grade and the nature of
your work, on national and local political activities. These include standing as a candidate in
parliamentary or local authority elections, or canvassing on behalf of candidates; and
expressing views on matters of political controversy in public speeches or publications.

The Civil Service Commission

The Department's recruitment processes are underpinned by the principle of selection for
appointment on merit on the basis of fair and open competition. Details of how this principle
should be applied can be found at the Civil Service Commission website. If you feel that your
application has not been treated in accordance with the Commission’s guidance and you
wish to make a complaint, you should write to Head of Resourcing, M1 Spur, Saughton
House, Broomhouse Drive, Edinburgh, EH11 3XD in the first instance. If you are not
satisfied with the response you receive, you can contact the Office of the Civil Service
Commission.

Civil Service Values

As a civil servant, you are appointed on merit on the basis of fair and open competition and
are expected to carry out your role with dedication and a commitment to the Civil Service
and its core values: integrity, honesty, objectivity and impartiality. These values are set out
in the Civil Service Code.

e ‘integrity’ is putting the obligations of public service above your own personal
interests;

e ‘honesty’ is being truthful and open;

e ‘objectivity’ is basing your advice and decisions on rigorous analysis of the
evidence; and

‘Impartiality’ is acting solely according to the merits of the case and serving equally well
Governments of different political persuasions.
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