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FINANCE COMMITTEE 

 
AGENDA 

 
1st Meeting, 2005 (Session 2) 

 
Tuesday 11 January 2005 

 
The Committee will meet at 10.00 am in Committee Room 2 to consider the following 
agenda items: 
 
1. Item in private:  The Committee will consider whether to take item 4 in private 

and whether to take a draft report on the Financial Memorandum of the Transport 
(Scotland) Bill in private at its next meeting. 

 
2. Relocation of Public Sector Jobs:  Following on from its inquiry and report in 

2004, the Committee will take further evidence on the relocation of public sector 
jobs from— 

 
Tavish Scott, MSP, Deputy Minister for Finance and Public Service Reform; 
and Leslie Evans, Head of Public Services Group, David Robb, Head of Public 
Bodies Unit and Morris Fraser, Public Bodies Unit. 
 

3. Public Administration Select Committee’s Inquiry into Civil Service 
Effectiveness:  The Committee will consider further papers from the Clerk prior 
to taking evidence on 18 and 25 January 2005. 

 
4. Witness Expenses:   The Committee will be invited to agree to the payment of 

witness expenses and to delegate to the Convener responsibility for considering 
claims for expenses under Rule 12.4.3. 

 
 

Susan Duffy 
Clerk to the Committee 
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SECTION 1 
 
INTRODUCTION 
 
1.1 This guide provides information on the Executive’s relocation policy and advice on 
the relocation process – setting out in detail the location review process.  It explains the 
stages involved in a review and where further help can be found.  For Scottish Executive core 
staff, guidance relating to Human Resource relocation issues can be found on the Executive’s 
Intranet.  For non Executive staff, best practice guidance on HR relocation issues is attached 
at Annex D. 
 
1.2 There is a Relocation Policy Team in the Executive’s Public Service Reform Group – 
who provide general guidance on relocation policy and act as a point of contact for all 
stakeholders and customers.  The Team has been expanded to form the basis of the Support 
Team for relocation – working with colleagues from other parts of the Executive to provide 
expertise and experience for relocations, and location reviews in particular.  Having the 
Support Team at the heart of all location reviews will provide consistency of approach and 
ensure that reviews have the full benefit of previous experience.  The Team will maintain a 
publicly-available register of information that can be used by any organisation under review.  
This will include a list of potential locations suggested by local authorities and enterprise 
companies, backed up with up-to-date socio-economic data that will make the review process 
quicker and more transparent.  The Team will also provide examples of criteria that can be 
used to assess locations in terms of their impact on efficiency and effectiveness for 
organisations.  The Team will work with the organisation all the way through the process, 
right up to the move itself.  This will be vital not only in terms of support but also in terms of 
being able to evaluate the impact of all moves, to inform future development of the 
relocation policy. 
 
1.3 Helpful Contacts 

 
ISSUE NAME TELEPHONE NUMBER 

   
Relocation Policy Morris Fraser 0131 244 4297 
 Katy Speirs 0131 244 4280 
 Gillian McCallum 0131 244 4245 
Small Units 
Initiative 

Maria Reid 0131 244 4279 

Property Maureen Garvie 0131 244 4275 
Economics James McGowan 0131 244 7309 
Human Resources George McCran 0131 244 3846 
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SECTION 2 
 
RELOCATION POLICY 
 
Relocation Policy Objectives 
 
2.1 The Executive’s relocation policy was introduced in September 1999.  The 
overarching objectives of the policy are to: 

 
• Ensure that the government in Scotland is more efficient and decentralised; 
 
• Provide cost-effective delivery solutions; and 
 
• Assist areas with particular social and economic needs. 

 
2.2 The policy covers the Executive’s Departments and Agencies, Non-Ministerial 
Departments and the sponsored public sector.  The policy covers bodies throughout Scotland 
and not just those currently based in and around Edinburgh.  When the Executive establishes 
a new unit, agency or public body or where an existing one is merged or otherwise 
reorganised, this triggers a location review and there is a presumption against locating in 
Edinburgh.  Where a significant property break is reached – for example, the termination of 
an existing lease – this also triggers a review and location options will be considered that 
could include Edinburgh.  In either case, the final location will be decided by Ministers after 
the location review has been undertaken. 
 
Small Units Initiative 
 
2.3 The Small Units Initiative is a separate strand of the policy that is aimed at supporting 
Scotland’s more fragile rural communities by relocating small discrete units of work, 
normally comprising between 10-15 staff, to areas agreed by Cabinet that would benefit most 
from such moves.  The location of small units under the initiative will take account of the 
policy objectives above and the review process is similar – although streamlined – but the 
focus of the initiative is to bring the benefit of public sector employment to fragile rural 
communities.  There are no external organisational or property-based triggers for a small unit 
review.  Instead, senior management identify suitable free standing, non location dependent 
units within the Scottish Executive and its sponsored bodies for review. All bodies 
undertaking a location review should consider whether parts of their organisation could be 
located in rural communities under the small units initiative.  As decisions made in this 
initiative are not driven purely on costs and efficiency savings, Ministers have established a 
fund to assist with initial start-up and accommodation costs.   
 
2.4 Full guidance on the Small Units Initiative can be found at Section 4 of this 
document. 
 
Efficient Government 
 
2.5 Implementation of the relocation policy has to take account of the wider policy 
context in which bodies operate.  The efficient government initiative is a significant 
development that all bodies should be focused on.  The objectives of the relocation policy, 
above, are consistent with the aims of efficient government – and relocations will 
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generally give rise to efficiency savings in terms of money and time.  Location will clearly be 
a factor in efficient government.  Moving to a location outside Edinburgh where running 
costs are lower will allow money efficiencies to be realised.  Relocating jobs closer to 
stakeholders will lead to time efficiencies in terms of access and travel.  And co-location will 
make it easier to share back-office functions that will lead to efficiency savings. 
 
2.6 This guidance sets out how efficient government considerations should be included in 
relocation.  Opportunities to realise efficiencies should be considered throughout a location 
review.     
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SECTION 3 
 
THE LOCATION REVIEW PROCESS 
 
3.1 Responsibility for conducting a location review lies with the department or body 
being reviewed.  A project team should be set up to undertake the review.  Advice on setting 
up the project team and on all aspects of the review process is available from the Executive’s 
Relocation Policy Team in Public Service Reform Group (see helpful contacts).  The project 
team will probably include senior management, but Ministers expect it to include 
representatives to cover the views of staff (such as relevant unions).   The project team will 
be assigned support from the Relocation Support Team – to cover policy interests and to 
provide professional expertise in economic and financial appraisal, and property availability 
and suitability as well as general human resource issues.   
 
3.2 Project teams within the Executive will always include local HR representation. The 
Executive also has an agreement with CSEU to involve them in reviews.  The project team 
will be responsible for monitoring progress against the project plan. 
  
3.3 In some previous reviews work has been contracted out to independent economic or 
property consultants.  The arrangements set out above should mean that consultants would 
only be required in exceptional circumstances or for very specialist input – such as detailed 
space planning.  Where that is the case, the Relocation Support Team will contract the 
consultants for project teams.  Ministers will require justification for the use of such 
consultants. 
 
Stages in the Review Process 
 
3.4 A review will consist of two stages: an initial ‘sift’ stage that identifies a short list of 
six or seven options, followed by a full appraisal stage that examines the short-listed options 
in detail.  This section of the guidance gives an overview of both these stages. Detailed 
consideration is attached for reference at Annexes B and C.  It is vital that before the review 
begins the project team is clear on the exact needs of the organisation in terms of building 
specification.  The number of posts to be relocated should be determined as accurately as 
possible as this will have an impact on the choices of location available. 
 
Stage One 
 
3.5 The first stage considers a list of potential locations that have been identified from 
across Scotland in partnership with local authorities and local enterprise companies and ranks 
these in terms of the socio-economic benefit a relocation would bring each community – 
taking account of the efficient and effective operation of the unit under review.  A 
transparent ‘weighting & scoring’ system is used to assess each location.  The Relocation 
Support Team will provide all the data required to compare locations in terms of socio-
economic benefit on the Executive’s Internet site.  The Team will also suggest measures that 
could be used to assess efficiency and effectiveness of operation – such as staff retention, 
accessibility to stakeholders, labour market considerations and efficient government 
opportunities.  To obtain information on these, staff and stakeholder surveys will usually be 
required.  A template for a staff survey is attached at Annex E. 
 
3.6 In addition to the above, the first stage should consider whether there are any factors, 
unique to the particular review, which may significantly restrict the options that are 
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realistically viable.  This may include the uniqueness of the business area under scrutiny or 
particular HR issues, such as the business depending on specialist staff. 
 
3.7 When Ministers have agreed the shortlist, and staff have been informed, the project 
team will issue a news release to make the short list public.  The Relocation Support Team 
will contact the relevant local authorities and enterprise companies to co-ordinate their input 
to stage two of the review. 
 
Stage Two 
 
3.8 The second stage involves a full economic appraisal of the short-listed options, in line 
with HM Treasury’s ‘Green Book’ guidance, Appraisal & Evaluation in Central 
Government1.  It is important to note that an economic appraisal is wider than a financial 
appraisal of the cost of each option.  The aim of an economic appraisal is to make an 
assessment of overall value for money, taking account of all significant economic, 
environmental, and social impacts.  Information on the prospective impacts could be obtained 
from additional staff and stakeholder surveys as well as from local authorities and enterprise 
companies. 
 
3.9 This means that as well as considering the direct impacts, such as rental and 
relocation costs, the appraisal also needs to consider the wider impacts on customers, 
stakeholders, and society as a whole.  For example, will the relocation affect the quality of 
service provided to the public?  Will there be any wider social and economic benefits, e.g. 
due to the redistribution of jobs to less economically buoyant areas?  What levels of skilled 
workforce are available in the areas being considered?  The Support Team will provide a 
range of indicators to assess these factors.  Rental, purchase, relocation costs etc. will be 
assessed on a consistent basis allowing Ministers to judge recommendations against 
consistently used criteria. 
 
3.10 The detail of the appraisal will depend on the timescale of a prospective relocation.  
When relocations are more than 2 years in the future the appraisal could be conducted with 
generic information on costs and benefits.  This would be sufficient for a decision to be made 
on a location, and the final decision on which building or sites could be made later.  Where 
relocations are less than 2 years in the future it would be more appropriate to conduct the 
appraisal on specific buildings or sites. 
 
Making Recommendations   
 
3.11 After each stage of the review the findings should, in the first instance, be presented 
to the responsible Minister for consideration and subsequent approval by the Relocation 
Ministers (First Minister, Deputy First Minister, Minister for Parliamentary Business, 
Minister for Finance and Public Service Reform and Deputy Minister for Finance, Public 
Service Reform and Parliamentary Business).  The Relocation Policy Team will be able to 
advise on the handling of this part of the process to ensure that decisions are reached as 
quickly as possible and are communicated as clearly as possible.  At the end of the first stage, 
approval is sought for the shortlist, which Ministers may wish to amend, before proceeding 
with further analysis.  After the second stage has been completed the information should be 
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presented again to Ministers, so they can make an informed decision as to which location best 
meets the objectives of the relocation policy and provides good overall value for money.  
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SECTION 4 
 
THE SMALL UNITS INITIATIVE LOCATION REVIEW PROCESS 
 
4.1 Responsibility for conducting a small unit location review lies with the unit being 
reviewed.  A project team should be set up to undertake the review.  Advice on setting up the 
project team and on all aspects of the review process is available from the Executive’s 
Relocation Policy Team in Public Service Reform Group (see helpful contacts).  The project 
team will probably include senior management, but Ministers expect it to include 
representatives to cover the views of staff (such as relevant unions).   The project team will 
be assigned support from the Relocation Support Team – to cover policy interests and to 
provide professional expertise in economic and financial appraisal, and property availability 
and suitability as well as general human resource issues.   
 
4.2 Project teams within the Executive will always include local HR representation. The 
Executive also has an agreement with CSEU to involve them in reviews.  The project team 
will be responsible for monitoring progress against the project plan. 
 
Stages in the Review Process 
 
4.3 A review will consist of two stages: an initial ‘sift’ stage that identifies a short list of  
options from a list of locations agreed by Cabinet, followed by an appraisal stage that 
examines the short-listed options in detail.  The criteria that will be used to assess locations 
are set out at Annexes B and C.  It is vital that before the review begins the project team is 
clear on the exact needs of the organisation in terms of building specification.  The number of 
posts to be relocated should be determined as accurately as possible as this will have an 
impact on the choices of location available. 
 
Stage One 
 
4.4 To start the first stage of the review the unit should define its business objectives and 
provide a business case relating to the relocation of the unit.  It is expected that such a 
business case would: 
 

• Provide a clear business statement; 
• Cover efficiency and effectiveness; and  
• Address longer-term issues. 

 
4.5 Once the business case has been defined, the list of potential locations approved by 
Cabinet for the Small Units Initiative – provided by the Support Team -  should be assessed 
for their suitability in terms of the business case.  This should narrow down the options 
available to around five or six for more detailed assessment.  The Relocation Support Team 
will provide all the data required to compare locations in terms of socio-economic benefit, 
sustainable transport and property availability, and will be able to assist in the final analysis 
of the location options, to ensure the shortlist meets your business needs, and long term 
requirements.  The status quo option should always be included in the shortlist of reviewed 
locations, although it is only there for comparative purposes. 
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4.6 The first stage should consider whether there are any factors, unique to the particular 
unit, which may significantly restrict the options that are realistically viable.  If any such 
factors exist, then they will affect the shortlist. 
Stage Two 
 
4.7 The second stage involves a full economic appraisal of the short-listed options, in line 
with HM Treasury’s ‘Green Book’ guidance, Appraisal & Evaluation in Central 
Government2.  It is important to note that an economic appraisal is wider than a financial 
appraisal of the cost of each option.  The aim of an economic appraisal is to make an 
assessment of overall value for money, taking account of all significant economic, 
environmental, and social impacts.  Information on the prospective impacts could be obtained 
from staff and stakeholder surveys as well as from local authorities and enterprise companies.  
An example of a best-practice staff survey is included at Annex E. 
 
4.8 This means that as well as considering the direct impacts, such as rental and 
relocation costs, the appraisal also needs to consider the wider impacts on customers, 
stakeholders, and society as a whole.  For example, will the relocation affect the quality of 
service provided to the public?  Will there be any wider social and economic benefits, e.g. 
due to the redistribution of jobs to less economically buoyant areas?  What levels of skilled 
workforce are available in the areas being considered?  The Support Team will provide a 
range of indicators to assess these factors.  Rental, purchase, relocation costs etc. will be 
assessed on a consistent basis allowing Ministers to judge recommendations against 
consistently used criteria. 
 
Making Recommendations   
 
4.9 At the end of the review the findings should be presented to the responsible Minister 
and the Deputy Minister for Finance, Public Service Reform and Parliamentary Business for 
approval on behalf of the Relocation Ministers (First Minister, Deputy First Minister, 
Minister for Parliamentary Business, Minister for Finance and Public Service Reform and 
Deputy Minister for Finance, Public Service Reform and Parliamentary Business).  The 
Relocation Policy Team will be able to advise on the handling of this part of the process to 
ensure that decisions are reached as quickly as possible and are communicated as clearly as 
possible.  
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SECTION 5 
 
AFTER THE REVIEW 
 
5.1 Once the decision has been made and a location has been identified, the Support Team 
will assist with making an announcement, identifying the final property (if not already 
decided) and help with the practicalities of making the move.   
 
Staffing Considerations 
 
5.2 One of the first considerations at this stage of the process will be staff engagement.  
Staff should be informed of the details of any relocation decision – the location chosen and 
the timescale for the move (including any detailed proposals for double-running at more than 
one site or of phasing moves over a number of years).  The detail of assistance available for 
staff wishing to move or commute and assistance for staff unwilling to move or commute 
should be made available immediately.  It is likely that a further staff survey will be required 
to determine how many staff intend to move or commute to the new location.  This is covered 
in more detail in the Best Practice Guidance on Staff Engagement at Annex D.  For Executive 
staff, local HR teams will advise the project team on this aspect of relocation. 
 
Choosing the Building or Development 
 
5.3 If the second stage of the review has not already identified a specific building or 
development site, the Support Team will now take this work forward.  The Team will identify 
suitable buildings or sites that meet the terms of Ministers’ decision, and make sure they are 
appropriate – in terms of meeting the Executive’s standards and the relocating unit’s needs.  
This may require the services of an independent space planner.  The timing of availability 
will be crucial, and units should be aware that resources may have to be available well in 
advance of proposed relocation dates to ensure property can be reserved or acquired.  Advice 
on this is available from the Support Team. 
 
Support Services 
 
5.4 It is important to note that there are several support services that will be less available 
in certain locations.  Early consideration should be given to the availability or resourcing of 
ICT support, security, postal services etc. at the prospective new location.  Other sponsored 
bodies or government organisations in the vicinity should be investigated to ensure that 
solutions are as cost-effective as possible.  The Support Team can provide some information 
on how organisations which have already relocated have managed to source certain support 
services. 
 
Making the Move 
 
5.5 Once the building has been identified and has been made available, the Team will 
assist as appropriate or required with the physical movement. 
 
Evaluation Surveys 
 
5.6 Evaluating relocations as they take place and then after they have become established 
will be an important part of the process.  The Team will wish to undertake an evaluation of 
the impact of relocation in the long term and also to undertake a more short-term financial 
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evaluation of the process.  The longer term evaluation will cover socio-economic impacts as 
well as impacts on business efficiency.  The Parliament and others have taken a keen interest 
in the costs and benefits associated with relocation.  Relocating units should bear in mind that 
they will be asked to provide information on the financial costs and benefits of relocation 
soon after the move.  Details of the questions that will be asked are attached at Annex F, and 
units should try, where possible, to maintain records from which these questions can be 
answered. 
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ANNEX B 
 
THE RELOCATION GUIDE 
 
RELOCATION REVIEW METHODOLOGY: STAGE ONE 
 
Purpose of Stage One 
 
1. The aim of the first stage of a location review is to consider a wide range of locations, 
that have been identified by local authorities and local enterprise companies, and sift them 
down to the six or seven that most merit a more detailed investigation.  This is achieved by a 
‘weighting and scoring’ assessment against a small set of general criteria combined with the 
consideration of any unique factors specific to the particular body or organisation, that might 
preclude certain areas from being practical.   
 
2. The Support Team, in partnership with local authorities and local enterprise 
companies, will identify a list of potential locations to be used in location reviews.  This list 
will be published along with as much supporting information as is available to assist in stage 
one of the review.  The locations identified have been proposed because they are expected to 
satisfy the overarching goals of the relocation policy, - that of cost-effectiveness, 
decentralisation and assisting areas of social and economic need.  
 
3. For small unit initiative reviews, the first stage identifies five or six locations from a 
list of fragile rural communities agreed by Cabinet. The Support Team will provide 
information on all these locations – which meet the relocation objectives above as well as the 
additional small unit objective of bringing the benefit of government jobs to fragile rural 
communities. 
 
Comparing Locations by Core Criteria 
 
4. There are two core criteria against which potential areas should be assessed: 
 

• Efficiency & effectiveness; and 
 

• Socio-economic benefits. 
 
5. These criteria should be given an equal 50% weighting to create a final ranking for 
each location.  In small unit reviews, socio-economic benefits have already been factored in 
to create a Cabinet-agreed list, so stage one of reviews under this strand of the policy need 
only consider efficiency and effectiveness – so please disregard paragraph 9 below. 
 
6. The Support Team can help identify which sub-weightings will be most useful 
depending on circumstances and can help with the staff and stakeholder surveys that you will 
need to inform the process.  The Team will also help with the analysis of surveys to identify 
the potential impact each location might have on organisational efficiency and effectiveness.  
A staff survey example is attached as Annex E. 
 
Efficiency & Effectiveness 
 
7. A relocation can have a significant impact on business continuity as well as short to 
medium term efficiency.  A move will often lead to a short term reduction in efficiency (for 
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example, during the period new staff are being trained and gaining experience) but should 
lead to efficiency gains in the long term.  In assessing efficiency and effectiveness, it may be 
necessary to flag up the likely need to phase the movement of posts over time, and to double 
run to maintain business continuity.  Consideration should be given to establishing satellite 
offices to bring the organisation closer to more of its stakeholders.  If it becomes obvious that 
stakeholders are in remote communities, consideration should be given to transferring units 
of the organisation to the small units initiative. 
 
8. When scoring each location a number of factors should be considered, e.g.: 
 

• Staff retention: How many staff are likely to continue working at the new location?  
How does this relate to their grade and skill levels?  How easy will it be to replace lost 
staff?  Some account should also be taken of the need to operate dual running and the 
requirement to retain existing experienced staff for a set period of time. 

 
• Access to labour: How easy will it be to recruit staff locally?  How much training 

will new staff require? Are there likely to be good public transport links that can be 
used by a significant number of staff? 

 
• Access to stakeholders: Would the location make it easier or harder for the 

organisation to communicate with its stakeholders (both external and within the 
public sector)?  If so, how significant would the impact be on business effectiveness? 
Will relocation have an impact on the amount of work related travel that is necessary, 
either by staff or stakeholders? 

 
• Property Suitability and Cost: It is important that there is suitable accommodation 

that meets the needs of the organisation, e.g. in terms of size, quality or 
communications requirements.  In the case of a large organisation, new build on a 
development site could be an option.  Expected property costs also need to be 
considered as they are a significant long term factor in determining business 
efficiency. The relocation team can provide up to date information on availability and 
cost of suitable accommodation. 

 
Socio-economic Benefits  
 
9. Socio-economic benefits are included in location reviews to reflect the Executive 
objectives to: 
 

• Support fragile communities; 
• Help areas of economic hardship and deprivation; 
• Decentralise and share the benefits of public sector employment. 

 
The Support Team will publish information on all the potential locations and will advise on 
how socio-economic benefits will be used to rank the locations.  A slightly different 
weighting is used for small organisations (up to 30 staff).  The Appendix to this annex 
provides detail on the socio-economic indicators to be used. 
 
Unique Issues for Early Consideration  
 
10. Using the above criteria will produce a ranking of locations – the highest of which are 
likely to merit further investigation at stage two.  However, there may also be specific factors 
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that could make certain locations highly impractical.  Additional factors that will significantly 
reduce the realistic viability of an option should be considered at an early stage.  These may 
influence the recommended shortlist.  
 
11. Such issues are likely to be unique to a particular organisation.  However, some of the 
factors that have come to light in previous relocations include: 
 

• Large scale relocations: The scale of a relocation will have to be appropriate to the 
size of the local population.  For example a sparsely populated rural area would find it 
difficult to provide the labour or housing needs of a very large organisation.  

• Need for highly specific skills: If key skilled staff are unlikely to move with their 
posts, will the local labour market be able to provide the required skills?  
Alternatively, will specialist staff be prepared to commute? 

• High travel needs: If travel by staff or stakeholders is significant, certain locations 
may be impractical.  

• High additional IT/Networking costs for remote sites: This could favour more 
urban or central locations. 

 
Recommending a Shortlist 
 
12. Comparing locations by the core criteria should provide a final shortlist to recommend 
to Ministers.  To reflect the smaller scale of small unit initiative relocations, the review 
process for small units has been streamlined and there is no need to present Ministers with the 
shortlist for agreement or announcement.  The Support Team will advise on this.  Usually six 
or seven locations will be put forward to the second stage. The status quo option should 
always be included in the recommended shortlist, even if it is only there for comparative 
purposes.  
 
13.  If there are unique issues which significantly affect the relocation then they should be 
discussed and, if appropriate, a revised shortlist proposed.  It is vital that any such issues are 
explained fully, as it will be for Ministers to decide whether their impact is significant enough 
to warrant the exclusion of particular options. 
 
14. The Team will advise on how the Stage One Report should be presented to Ministers 
so that a decision can be made.  The decision will be made by the Relocation Ministers (First 
Minister, Deputy First Minister, Minister for Parliamentary Business, Minister for Finance 
and Public Sector Reform and Deputy Minister for Finance and Public Sector Reform). 
 
Announcing the Shortlist 
 
15. Ministers have undertaken to improve the transparency of the review process.  To 
assist in this, decisions on shortlists should be made public.  Staff should, of course, be made 
aware of the shortlist before it is announced.  The Support Team will advise on the format of 
news releases.  Ministers have also undertaken to publish the reasons for their relocation 
decisions and these shall should be included with the announcement. 
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ANNEX B: APPENDIX 
 
THE RELOCATION GUIDE 
 
RELOCATION REVIEW METHODOLOGY: STAGE ONE 
 
Recommended Socio-economic Indicators  
 
16. The recommended indicators below are to be used for scoring locations under the 
socio-economic criteria section of stage one of a location review.  In compiling this list, a 
wide range of potential measures and indicators were considered, each of which paints part of 
the picture regarding the socio-economic background of an area.  In narrowing down the list, 
the following principles have been taken into account: 
 

• The need for indicators that are relevant to our policy goals; 
• The need for consistency in the way we compare locations in Scotland; 
• The desirability of avoiding duplication of similar indicators; 
• To use indicators that are meaningful and easily understandable; 
• To use information that is widely available, measurable and up to date. 

 
17. For the first stage of the review, localised information should be used wherever 
possible.  The Support Team will provide this.  However, where this is not available data 
collected at the local authority level is useable.   
 
18. A web link has been provided below for each data source.  However, the Support 
Team will be able to provide the up to date information directly.  
 
Supporting Fragile and Declining Communities 
 
19. The following two population measures highlight areas at risk of depopulation, and 
which may be at a competitive disadvantage due to the sparsity of their population.  Latest 
information on both the indicators listed below is supplied by the General Registry Office of 
Scotland (www.gro-scotland.gov.uk). 
 

• Change in Population between the 1991 & 2001 censuses 
This information gives us an understanding of how each authority’s population has 
changed in recent years.  Areas with the greatest fall in population should be ranked 
highest. 
 
• Population Density 
Provides an indication of how sparsely the local population is spread out.  Areas with the 
lowest population density should be ranked highest. 
 

Helping Areas of Economic Hardship & Deprivation 
 
20. There is a redistributive goal to the Scottish Executive’s relocation policy.  The 
following three indicators can help to highlight areas of greatest need, and which have the 
greatest potential to benefit from a relocation. 
 

• Scottish Index of Multiple Deprivation 
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This composite index combines a wider range of individual measures, each looking at 
differing aspects of deprivation.  Included in its design are factors looking at income, 
employment, health, education and geographic access to services.  Locations should 
initially be ranked at a local authority level by considering the ‘Percentage of local 
authority population amongst the 20% most deprived in Scotland’. This provides an 
indication of the relative concentration of deprivation in each local authority area. Latest 
information is provided by the Scottish Executive 
(http://www.scotland.gov.uk/about/ASD/CSU/00017814/pubdata.aspx). 
 
• Average (Median) Weekly Earnings  
As part of the annual Survey of Hours and Earnings (ASHE), the Office of National 
Statistics compiles average gross median weekly earnings figures by local authority3 area.  
Areas with lower average wages should rank highest. Latest data is provided by the 
Scottish Executive 
(http://www.statistics.gov.uk/statbase/Product.asp?vlnk=13107&More=n). 
 
• Claimant Count Unemployment Level 
The level of claimant count unemployment is compiled monthly by the Office of National 
Statistics.  Areas with the highest average local authority unemployment should rank 
highest. Latest data is provided by the Scottish Executive. 
(http://www.scotland.gov.uk/about/ELLD/EI/00015648/page1398853128.aspx). 
 

Decentralisation and Sharing the Benefits of Public Sector Employment 
 
The relocation policy aims to disperse public sector employment more evenly across 
Scotland.   
  

• Proportion of employment by the public sector  
As part of its Annual Business Inquiry, the Office of National Statistics produces 
information on the proportion of local authority employment within the public sector.  
Areas with the lower percentage employment should rank highest. 
(http://www.scotland.gov.uk/about/ELLD/EI/00015648/page2073530628.aspx). 

 
 

                                                 
3 Average median earning data is currently not available for the Orkney Islands. However, a figure can be 
estimated from available data on mean earnings. For 2003 the Scottish Executive recommends using an estimate 
of £352 for the median weekly earnings of full time employees in the Orkney Islands. 
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When scoring locations, they should first be ranked under each of the six indicators and then 
a final ranking created by combining the six scores together.  When creating the final 
combined socio-economic score for each location the following weightings should be used: 
 

Relocations of more 
than 30 staff 

Relocations of 30 or 
less staff* Policy Goals and Specific Indicators By 

Objective 
By 

Indicator 
By 

Objective 
By 

Indicator 

Supporting fragile communities  25%   50%   
  Change in Population  12½ % 25% 
  Population Density  

 
12½ % 

 
25% 

Helping areas of economic hardship & deprivation 50%   25%   
  Scottish Index of Multiple Deprivation 16⅔ % 8⅓ % 
  Average Weekly Earnings 16⅔ % 8⅓ % 
  Claimant Count Unemployment 

 

16⅔ % 

 

8⅓ % 
Decentralisation and sharing the benefits of public 
sector employment 25%   25%   
  Employment by the public sector  25%  25% 
* Including larger relocations that plan to split the organisation into satellite units containing 30 or fewer staff each.  
 
For relocations of more than 30 people the above weightings have been designed to 
emphasise the relative importance of helping areas of economic hardship & deprivation, as 
this has been prioritised by the Scottish Executive as a key policy objective.  However, small 
scale relocations can offer a unique opportunity to help areas that might otherwise not have 
the infrastructure or labour supply to support a larger relocation.  Accordingly, for relocations 
of 30 or fewer staff the weightings have been designed to emphasise the supporting fragile 
communities objective.  This second set of weightings should also be used for larger 
relocations if they plan to split the organisation into satellite units containing 30 or fewer staff 
each. 
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ANNEX C 
THE RELOCATION GUIDE 
 
RELOCATION REVIEW METHODOLOGY: STAGE TWO 
 
Purpose of Stage Two 
 
1. The purpose of stage two is to identify, and value, the costs and benefits associated 
with each of the short-listed locations, through an option appraisal exercise.  The review will 
measure direct impacts but must also include an assessment of customer impact, socio-
economic benefits and financial implications.  Further information on the process involved 
in conducting an option appraisal can be found in the HM Treasury’s ‘Green Book’ guidance, 
Appraisal & Evaluation in Central Government4.   
 
2. As the review process aims to evaluate the impact over the lifetime of the 
organisation, both immediate changes and longer term impacts will need to be considered.  
Each option should be compared with the status quo.  Where a lease is not renewable, then 
the review should include a ‘do minimum’ option that considers moving to a new local site. 
 
3. It should be clear in the review what evidence is behind each of the assumptions made 
in the final report.  The more important a factor is to the final decision, the more evidence 
will be required. Where information that was used in stage one is still relevant then it should 
be presented again, often in an expanded or more detailed format. 
 
Direct Impacts 
 
4. It is important that the appraisal includes all significant direct costs, and benefits, that 
may change between options.  These could include the following: 
 

• Accommodation costs (such as annual rent, rates & service charges, or the costs of 
building and maintaining a new purpose-built office); 

• Costs involved with relocating the office and its employees; 
• Travel costs for commuting to a new location; 
• Recruitment costs; 
• Parallel running costs 
• Training costs; 
• Efficiency savings (e.g. due to combining two offices together); and 
• Additional operational costs (including any increases in business travel). 

 
5. Costs and benefits should not just be those that impact on the organisation.  It would 
be reasonable to include factors such as any changes to employee travel costs (in terms of lost 
time or money) even if compensation is not provided.  
 
6. Some impacts may not be directly measured in financial terms, for example longer 
travel times.  However, in some cases it will still be possible to produce monetary valuations 
of these impacts.  Where it is not possible to monetise impacts, it will still be important to 
describe the degree of benefit or loss being incurred, or weight and score the impacts.  Those 
impacts which can be given monetary value should be reported in real terms and discounted 

 
4 http://greenbook.treasury.gov.uk/

http://greenbook.treasury.gov.uk/
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at 3.5% p.a.  The results should then be presented in Net Present Value terms to compare 
costs and benefits that occur at different times.  In principle, all costs and benefits over the 
foreseeable lifetime of the organisation should be considered, rather than just short-term 
impacts.  In practice, what constitutes a ‘foreseeable lifetime’ can vary and will depend on a 
number of factors such as the known life expectancy of the relocating unit and the expected 
length of property lease.  However, unless there is clear reason otherwise, the standard 15 
year timescale should be used.   
 
7. To make it easier to relate the net cost or benefit of each option to the relative size of 
the relocation, the economic impact should also be given in Economic cost per job terms.  
This is the difference between the NPV of an option and that of the status quo, divided by the 
number of full time equivalent jobs being relocated.  
 
Property Costs 
 
8. Property costs are likely to be a highly significant component of overall costs, and 
therefore should be considered carefully.  Property costs should include rental charges, fit-out 
costs, business rates and expected service charges and/or maintenance costs.  VAT must be 
treated equally across all options, i.e. adjustments should be made for any differences in the 
incidence of tax, such as those arising from different contractual arrangements.  
 
9. If the relocation is not imminent, rental costs should normally be estimated based on 
average market rents for an office of the desired size.  However, if the relocation is in the near 
future then actual prices taken from currently available property would be preferable.  This 
allows for the fact that in certain locations the only available properties may be larger than 
required (although this could potentially be mitigated by sub-letting surplus space). 
 
10. If estimating the costs of constructing a new purpose built office, an adjustment 
should be made for optimism bias5. This should be in line with the Treasury’s current 
guidance6.  In general, for a standard office this guidance recommends that a 24% mark-up is 
factored into expected construction costs to allow for optimism bias. 
 
11. Costs should be based on ‘opportunity costs’ (i.e. the value of an asset in its best 
alternative use) rather than financial costs.  This could be particularly relevant where existing 
accommodation is owned outright rather than leased.   
 
12. Older office premises can be poorly designed and inefficient.  Would moving to a new 
property allow for a reduction in the size of the office or make working practices more 
efficient? This is more likely to be a significant factor if the option includes merging more 
than one office together. 
 
Staff Costs 
 
13. The ability to retain staff can be a significant factor influencing the cost of a location.  
Staff surveys can help inform how many of the current staff are likely to remain with the 
organisation, though the review should also consider the potential for reporting bias as staff 
try to influence the final decision.  Questions that are likely to be important include: 
 
                                                 
5 This is the tendency for the estimated costs of a project to be initially over-optimistic. 
6 Green Book: Supplementary guidance for the treatment of optimism bias. http://www.hm-
treasury.gov.uk/media/885/68/GreenBook_optimism_bias.pdf 
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• How many key staff are likely to relocate to the new location? 

• How many key staff are likely to commute to the new location? 

• How easy will it be to recruit new staff locally? 
 
14. Based on this information, it should be possible to make an assessment of the likely 
travel costs, recruitment costs and training costs (both short term and long term) associated 
with each option.  The impact of relocation on business travel costs should also be assessed if 
likely to be significantly higher than from the current base.  These costs can all be expressed 
in monetary values, and hence should be factored directly into the NPV calculations. 
 
15. Redundancy costs should not be included in an economic appraisal where the 
management of posts being relocated are of a generalist nature.  This is because they are 
considered to be ‘transfer payments’, where one person’s cost is balanced out by another’s 
gain.  However, it would still be appropriate to include such costs in a separate discussion of 
the budgetary ‘affordability’ of each option.   
 
Customer Impacts 
 
16. Customers and stakeholders may be affected by a relocation in a number of ways.  For 
example: 
 

• Affecting access by moving closer, or further away, from the core customer base; 
• Changes in quality and experience of staff working in the organisation. 

 
17. Collecting evidence on the customer impacts is not straightforward, but the 
information collected during stage one may be useful as a starting point.  It  is unlikely that it 
will be possible to express these impacts in monetary terms.  However, where customer 
impacts are expected to be significant, it may be worth considering the use of a weighting & 
scoring system to weigh up relative impacts and rank options.  
 
18. In some cases, there may be concern that certain location options would have a 
significant effect on customer service, particularly where a substantial number of experienced 
staff have indicated that they would not be willing to relocate.  It is important to try to build 
up as much evidence as possible on this issue, accounting for any potential reporting bias that 
may exist.  In particular, you should consider what staff, both in terms of grade and numbers, 
are genuinely key to the efficient continued working of the organisation.  If it is felt that a 
particular relocation would lead to disruption, due to staffing problems, then the review 
should consider how long such disruption would last.  Costs for parallel running of two or 
more offices may have to be factored in.  It may be possible to put a value to such a 
temporary loss of effectiveness if this is a genuine concern having taken steps to avoid such 
an eventuality arising. 
 
19. In assessing the extent of any short-term disruption, account should also be taken of 
the scope for mitigating these impacts.  For example, key staff may well be willing to 
temporarily work at the new location(s), so allowing for handover and training opportunities.  
This may in the short term increase costs, but at the same time reduce disruption.   
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Socio-economic Benefits 
 
20. The relocation policy aims to assist areas with particular social or economic needs.  
Stage two should identify and compare the benefits the dispersal of jobs would bring to each 
of the short-listed locations.  Socio-economic information presented in stage one should be 
included again.  However, it will be necessary to include a more strategic assessment of 
relative needs and detail of any particular issues not apparent from the raw data.  Consulting 
local authorities, local enterprise companies and Communities Scotland and the enterprise 
networks will be vital to compare socio-economic benefits across short-listed locations.  
 
21. Although much of the information collected is usually presented at local authority 
level, this can also be supplemented by more local data which will be provided by local 
enterprise companies or local authorities.  This is particularly important in larger local 
authority areas or in areas where there is a notable range of economic and social need.  
However, when using such data it should be recognised that the employment catchment area 
of the relocated unit may be quite large - certainly reaching beyond the level of the local 
electoral ward.  Often the best picture will be created by considering both the local and higher 
level data in tandem (for example: by quoting both the local town’s average unemployment 
rate and the average rate in the local authority). 
 
22. Any recent local changes in unemployment criteria should also be taken into account, 
if known.  This would include the closure of local businesses or public sector employer 
offices that impacts on the local economy. 
 
23. The review should attempt to go beyond simply presenting a picture of socio-
economic conditions in each location.  It should try to paint a picture of the particular 
strengths and weaknesses of each location and, most importantly, how the relocation would 
make a difference.  Some of the questions to consider here include the following: 
 

• How would the relocation directly affect the local employment market?  For example, 
would it be expected to reduce local unemployment, attract new people to the area, 
lead to extra in-commuting and/or reduce out-commuting?  Relating local 
unemployment and skill levels to those of the positions being relocated will help 
answer this. 

 
• How will the direct impacts be distributed between the local community and the 

wider region?  This will be affected by the changes in the employment market 
discussed above. 

 
• Will there be indirect impacts on the local community or the larger region?  For 

example, will additional services be sourced locally (cleaning, maintenance, IT, etc.)?  
Will employees spend a significant proportion of their wages in the local area? 

 
• If low population density or depopulation is a local issue, will the relocation help (for 

example, through in-migration)?  
 

• Are low local wages an issue and if so what evidence is there that the relocation 
would raise average incomes?  

 
24. It may be possible to put monetary values on some elements of socio-economic 
benefit, but for others a qualitative description will be all that is possible.  Local enterprise 
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companies should be able to help provide a good overview and the Support Team will put 
them in touch with project teams early in stage two for this purpose. 
 
 
 
Financial Implications 
 
25. There may be significant short term financial or budgetary implications that do not 
fully come to light in the economic assessment.  For example, high initial relocation costs, 
redundancy payments, or the capital cost of a purpose built office would have significant 
early impact on the budget.  Ministers will need to consider these budgetary factors as they 
may influence the viability of an option.  This should be discussed as a separate section of the 
report, to emphasise that it does not affect the overall economic and socio-economic merits of 
each option.   
 
26. Any specific costs that will have a significant budgetary impact should be highlighted 
individually, with accompanying evidence and explanation.  However, what is most important 
is that Ministers are made aware of the net financial impact.  One method of discussing this 
is to indicate how a relocation would impact on the short term cashflow of the organisation, 
for example, during the first five years after a move.  
 
27. To give an indication of the long term budgetary impact, a financial Net Present Value 
figure should also be given for each option.  This should be calculated in the same manner as 
the economic NPV.  However, it should be based solely on the direct financial costs to the 
organisation itself, excluding any wider economic or socio-economic aspects.  For example, 
any redundancy costs would now be included, but the extra time taken for staff to travel to 
work would not. 
 
28. As with the economic appraisal, the financial NPV should be accompanied by a 
financial cost per job (the difference between the financial NPV of an option and that of the 
status quo, divided by the number of full time equivalent jobs being relocated).  
 
Making a Recommendation 
 
29. The review’s final recommendations should consider all of the impacts discussed 
above, balancing those costs and benefits that can be monetarised (in the economic NPV) 
against those factors which are harder to quantify.  Where the resulting decision is not clear 
cut, Ministers should be offered advice on the pros and cons of each option.  The financial 
implications should also be considered.  However, financial factors will only influence the 
short term feasibility of an option, rather than its long term desirability.  Accordingly, such 
factors are unlikely to change the order of preference of the options, but will help the 
Ministers make an informed decision as to what is practicable. 
 
30. What is most important is that the report attempts to fairly and objectively summarise 
the merits of each option, allowing Ministers to make a well-informed final decision
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ANNEX D 
 

THE RELOCATION GUIDE 
 
BEST PRACTICE GUIDANCE ON STAFF ENGAGEMENT 
 
 
1. This Paper suggests how organisations under location review should engage with 
staff.  Guidance is made available for Scottish Executive civil servants separately on the 
Executive’s Intranet.  The paper provides guidance to HR staff and others directly involved in 
the business areas identified by Ministers as being suitable for relocation.  The Executive’s 
paper for its own staff takes account of existing agreements on redundancy and the 
Consultation Framework Document on location and relocation of staff agreed between the 
Executive and the Council of Scottish Executive Unions. 
 
2. Relocation decisions are based on a range of issues including costs, quality and 
efficiency of service, economic factors such as unemployment, availability and suitability of 
property, transport issues, environmental considerations, and the position of staff concerned. 
There should be opportunities for staff representations to be made and consultation with the 
relevant Trade Unions should take place. 
 
Informing Staff of Decision to Review Location 
 
3. Once Ministers have taken the decision that a business area should be included in the 
relocation review programme responsibility rests with the head of that area to lead the review. 
The relevant trade unions should be informed and invited to meet with management to 
discuss how the review will be conducted.  
 
4. Management should inform all staff working in the area of the decision as quickly as 
possible. This might be done by the head of the business area meeting all staff together to 
announce the decision, explain the review process and the steps to be taken leading up to 
Ministers deciding where the business area will relocate to. Trade Unions should be invited to 
attend such a meeting. 
 
Staff Considerations 
 
5. In location reviews unique staffing issues that will have to be taken into account by 
Ministers should be highlighted clearly.  In business areas where the staff are predominantly 
specialists, Ministers will need details of the levels of expertise and professionalism required 
by staff to deliver a service.  Factors such as how well the business area can continue to work 
efficiently in the event that professional staff decide not to relocate should be included.  
Where staff are predominantly in the administrative group Ministers need to know what 
impact there will be on the business if staff have indicated they do not wish to relocate.  
Information about the timescales involved for recruiting staff in the new area to backfill 
vacancies should be provided as well as whether, as a result of staff not relocating with their 
job, there is a need to consider dual running for a specified period. This may involve 
continuing to manage a satellite office in the original location to ensure business continuity 
until such times as management is satisfied the new office can operate efficiently with its new 
workforce. 
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6. Management, through the project team should ensure a communication strategy is 
developed to keep staff regularly in touch with developments. Good communication is central 
to the management of the location review process as it can: 

• Maintain and improve organisational performance – time spent communicating at the 
outset can minimise subsequent rumour and misunderstanding; 

• Assist management improve performance levels and decision making – allowing staff 
to express their views can help management arrive at sound decisions relating to the 
relocation and the running of the business which can be more readily accepted by 
employees. This is particularly important in periods of change;  

• Ensure employee continued performance, commitment and morale – staff’s 
commitment is likely to be enhanced if they know what the organisation is trying to 
achieve and how they as individuals can influence decisions; 

• Help develop trust – discussing issues of common interest and allowing staff an 
opportunity to express their views can engender improved management/staff relations.  

7. The communication methods adopted will include regular face to face and written 
updates and these should be: 

• Clear, easily understood and concise; 
• Presented objectively, in a regular and systematic way; 
• Relevant and timely; 
• Open to questions being asked and answered.  

8. Where the face to face approach is used it should involve: 

• Group meetings/Team briefing – these provide valuable opportunities for discussion 
and feedback on matters; 

• Management presentations – involving some/all staff. These require careful 
preparation and allow for only limited opportunities for individuals to respond. This 
method has to be used sparingly and should be followed up in other ways.  

9. The written approach can be helpful and might involve the use of a range of options 
such as e-mail, letters, news bulletins, and question and answer sheets. However, face to face 
contact should be the main focus of the communication strategy. 
 
Staff Survey 
 
10. A staff survey is a useful way to determine staff’s intentions.  Management should 
decide the most appropriate time for the staff survey to be held.  Where possible, only one 
survey to gauge staff’s views should be held in advance of location decisions being made.  It 
is appreciated that such a survey may have limited value as clearly the final choice of location 
will have significant bearing on staff reaction.  It is therefore suggested that a second survey 
should follow to determine the numbers of staff willing to move or commute to the proposed 
new location.  Survey responses are a useful indication of intent, but should not be binding on 
staff. Where the numbers involved are small a survey may not be appropriate.  

Temporary Support Measures 

11. Management will wish to retain as many experienced staff as possible to ensure 
continuity of business.  It is possible that in certain circumstances some temporary short-term 
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measures may have to be taken to help maintain the efficiency of the business in the lead up 
to and after relocation. Such measures should be considered against meeting the position of 
staff in post.  In such situations, management will require to consult with HR and the trade 
unions about how this part of the process should be managed.  An attractive travel and 
subsistence package might be offered where individuals are willing to travel longer distances 
on a temporary basis.  
 
Human Resource Plan  
 
12. The right recruitment and induction processes are vital in ensuring that employees 
recruited in the new location become effective in the shortest time possible. Once the new 
location has been identified, analysis of a second Staff Survey will help determine staffing 
requirements.  The project team should draw up a Human Resource Plan which will: 

• Forecast staffing requirements against business objectives; 
• Assess available supply of the right people to meet these requirements; 
• Match available supply against forecast demand.  

Training for New Staff 

13. Managers may require to gauge the knowledge and skills of the new work force.  A 
skills audit is a useful way to establish the training/development needs of the new staff.  It 
can also determine what roles the more experienced staff need to play to bring on new 
recruits.  

Retraining and Reskilling 

14. Retraining and reskilling is an issue for staff who may not wish to relocate with their 
posts.  When staff in this position are identified, training programmes should be developed to 
allow them to obtain other work elsewhere.  
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ANNEX E 
 
THE RELOCATION GUIDE 
 
STAFF SURVEY TEMPLATE 
 
 
Personal Details  
Name  
Extension  
Division/Branch  
Pay Band/Range  
Specialism (if appropriate)  
Working pattern (full/part time)  
Length of Service in post  
Length of overall service  
 
What is the main mode of transport you most frequently use to get to work? 
Car – driving  
Car – passenger  
Bus  
Train  
Walk  
Cycle  
Other  
 
Please indicate where you live (e.g) west/east/south/north Edinburgh or location outside 
Edinburgh 
 

 
On average how long does your normal journey to work take (one way)? 
1-15 mins  
16-30 mins  
31-45 mins  
46-60 mins  
Over an hour  
 
Approximately what distance do you travel to work (one way)? 
0-5 miles  
6-10 miles  
11-15 miles  
16-20 miles  
21-25 miles  
26-40 miles  
More than 40 miles  
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Please indicate the suitability for you of the following possible new office locations 
 
 Would move May move Would not move 
Aberdeen City    
Aberdeenshire    
Angus    
Clackmannanshire    
Dumfries & 
Galloway 

   

Dundee    
East Ayrshire    
East Dunbartonshire    
East Lothian    
East Renfrewshire    
Falkirk    
Fife    
Glasgow    
Inverclyde    
Highland    
Midlothian    
Moray    
North Ayrshire    
North Lanarkshire    
Orkney    
Perth & Kinross    
Renfrewshire    
Scottish Borders    
Shetland Islands    
South Ayrshire    
South Lanarkshire    
Stirling    
West Dunbartonshire    
West Lothian    
Western Isles    
 
 
If the distance to the new location was commutable, would you commute? 
Yes  
No  
 
 
If you answered yes, how much time would you be wiling to spend commuting (one 
way)? 
1-15 mins  
16-30 mins  
31-45 mins  
46-60 mins  
Over an hour  
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Please indicate the factors that would prevent you either commuting or moving to a new 
location? (e.g. caring responsibilities or partner’s job) 
 

 
What are the factors that would encourage you to move to a new location?  
 
 

 
Please use the space below to make any additional comments about the proposed 
relocation as it affects you. 
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ANNEX F 
 
THE RELOCATION GUIDE 
 
SURVEY OF RELOCATION COSTS 
 
This questionnaire is designed to record the additional financial costs, or savings, incurred by 
your organisation due to relocating to its present site.  It attempts to capture both the initial 
start up costs, and any changes in long term running costs.  Please complete the form as fully 
as possible and supply additional explanatory information as you feel necessary. 
 
Notes 
 

 Please only include financial costs incurred directly by your organisation or the Scottish 
Executive.  

 
 Please be careful not to double count costs. In particular, if including a specific factor as a 

recurring cost do not include it again as an initial set up cost. 
 

 We are interested in both the financial costs and savings due to relocating. If in any areas 
savings have been made, please include these and mark appropriately. 

 
 Has any aspect of the relocation lead to an improved level of service provision or 

efficiency gain (e.g. from now having a purpose built or more up to date office)? If this is 
the case then please provide a brief explanation in the ‘additional comments’ section of 
the relevant question, or at the end of this questionnaire.  
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SECTION 1: ONE-OFF SET UP COSTS 
 
This section examines those costs which were incurred during to the process of moving to the 
new location or in the subsequent months, but which are not expected to recur. 
 
1.1 One-off Staff Costs 

 
 

R

a) Staff relocation 
(Financial assistance given to help staff with moving costs) 
£ 
 
Additional Comments: 
b) Recruitment costs 
(Initial recruitment costs, over and above what would normally be spent in a standard 
year) 
 
£ 
 

c) Training costs 
(Cost of additional training courses for new staff. As with b), only include costs over and 
above what would normally be spent in a normal year.) 
 
£ 
 
Additional Comments: 
d) Redundancy costs 
(If applicable estimate total redundancy payments.) 
 
£ 
 
Additional Comments: 
elocation Guidance (Dec 04) 36  



 

1.2 One-off Accommodation/Property Costs 

 

 

 

 

1

 
 

R

a) Fitting out - General 
(General fitting out of new office; e.g. decoration, new furniture, etc) 
 
£ 
 
Additional Comments: 
b) Fitting out - IT 
(New PCs, Servers, cabling, etc) 
 
£ 
 
Additional Comments: 
 

c) Costs of purchasing, or building, a new property 
(If applicable. If fitting out is part of purchase costs, please do not double count)
 
£ 
 
Additional Comments: 
d) Value of original premises 
(Applicable only if the property was owned by the organisation or the Scottish Executive 
rather than rented/leased. If previous property has been sold, or is expected to be, please 
quote sale price. Otherwise estimate market value.) 
 
£ 
 
Additional Comments: 
e) Lease breakage charges and/or other costs 
(If applicable.) 
 
£ 
 
Additional Comments: 

.3  Other One-off Costs 

 

a) Other one off costs 
(Please list individual costs separately and give a brief description of each)
 
£ 
 
Additional Comments: 
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SECTION 2: ADDITIONAL ANNUAL RUNNING COSTS/SAVINGS 
 
This section relates to changes in your organisation’s on-going running costs. Please only list 
the additional costs (or savings) in comparison to costs prior to the relocation.  
 
2.1 Additional Annual Accommodation/Property Costs 

 

 

 

 
 
2

R

a) Additional rent or lease costs  
(Per annum. If costs lower than before then please indicate the saving)
 
£ 
 
Additional Comments: 
 

b) Rates 
(Per annum. If costs lower than before then please indicate the saving)
 
£ 
 
Additional Comments: 
 

c) Service charges 
(Per annum. If costs lower than before then please indicate the saving)
 
£ 
 
Additional Comments: 
 

d) Other recurring accommodation/property costs 
(Please list individual costs separately and give a brief description of each)
 
£ 
 
Additional Comments: 
.2 Recurring Additional Staff Travel Costs 
a) Travel to/from work costs 
(Annually. What the organisation pays towards the additional staff travel costs, rather 
than total travel costs) 
 
£ 
 
Additional Comments: 
elocation Guidance (Dec 04) 38  



 

 
2.3 Recurring Additional Communications & Technology Costs 
 

a) IT & Telephony costs 
(Above what had previously been incurred by the organisation.) 
 
£ 
 
Additional Comments: 

 
 
 
 
 
 

 

b) In work travel costs 
(Annual costs over and above what had previously been incurred by the organisation.) 
 
£ 
 
Additional Comments: 

2.4 Other Recurring Costs 

 

a) Other recurring costs 
(Please list individual costs separately, in annual terms, and give a brief description of 
each.) 
 
£ 
 
Additional Comments: 

3 Any other relevant information 
 
 
 
 
 
 
 
 
 
 
 
 
 

(For example, has any aspect of the relocation lead to an improved level of service 
provision or efficiency gain? e.g. from now having a purpose built or more up to date 
office.) 
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Finance Committee 
 

1st meeting 2005, Tuesday 11 January 2005 
 

Public Administration Select Committee’s Inquiry into Civil Service 
Effectiveness 

 
Briefing on the Civil Service:  Areas of Delegated Powers and The 

Finance Committee’s remit 
 

Purpose 
1. This paper seeks to expand on issues highlighted in paper 

FI/S2/04/30/4 considered by the Committee at its meeting on 23 
November 2004 which set out a potential approach to feeding into the 
PASC’s inquiry. 

 
2. There are two separate issues which set some constraint for the 

Committee’s scrutiny.  The first is that the Civil Service is a reserved 
issue, although some powers are delegated to Scottish Ministers.  This 
is not necessarily a constraint for the Committee as the Parliament can 
discuss reserved issues but it is an issue that can limit comment that a 
witness feels able to make. 

 
3. The second issue which is the most pertinent for the Committee, is its 

remit.  Rule 6.2.1 of Standing Orders states that “A committee shall 
examine such matters within its remit (referred to as “competent 
matters”) as it may determine appropriate or as may be referred to it by 
the Parliament or another committee”. 

 
4. This paper seeks to give more detail on these two issues. 

 
The Civil Service as a Reserved Issue 
5. Under the Scotland Act (1998), the Civil Service (with some exceptions 

such as appointments of sheriff clerks and procurators fiscal) is a 
reserved matter.  However, the appointment of members of staff to the 
Scottish Administration is delegated to Scottish Ministers. 

 
6. What this means in practice is that Westminster has sole responsibility 

for issues such as whether there should be devolved civil service,  the 
Civil Service Management Code which sets out standards for 
managers and employees across the civil service and the Civil Service 
Commissioners’ Recruitment Code which sets out standards for open 
and fair competition. 

 
7. Scottish Ministers have delegated responsibility for appointing staff (in 

compliance with the Recruitment Code) and for determining the pay 
and conditions of civil servants in the Scottish Administration, bar the 
Senior Civil Service.  If agreed by the Civil Service Commissioner, the 
Executive would seem also to have the power to transfer and change 
the status of staff from NDPB employees into the Civil Service.  An 
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example of this was Communities Scotland which had been an NDPB 
and which was taken into the Scottish Executive as part of the Housing 
(Scotland) Act. 

 
8. The Civil Service Management Code states that: 

 
“Ministers and office holders in charge of departments, the First Minister of 
the Scottish Executive and the National Assembly for Wales have been 
given the authority: 
 
a. to prescribe the qualifications (so far as they relate to age, knowledge, 
ability, professional attainment, aptitude and potential, health and coping 
with the demands of the job) for the appointment of home civil servants 
(with the exception of the Fast Stream Development Programme) in their 
respective departments; and 
 
b. to determine the number and grading of posts outside the Senior Civil 
Service in their respective departments and the terms and conditions of 
employment of Home civil servants in so far as they relate to the following: 

 
classification of staff, with the exception of the Senior Civil Service; 

 
remuneration, with the exception of the Senior Civil Service; 

 
allowances; 

 
expenses; 

 
holidays, hours of work and attendance; 

 
part-time and other working arrangements; 

 
performance and promotion; 
retirement age, with the exception of the Senior Civil Service;             
redundancy; 

 
re-deployment and lateral transfer of staff within the Home Civil 
Service.” 

 
The Finance Committee’s Remit 
9. The Finance Committee’s remit is set out in Rule 6.6 of Standing 

Orders and is as follows: 
 

“to consider and report on- 
 

(a) any report of other document laid before Parliament by 
members of the Scottish Executive containing 
proposals for, or budgets of, public expenditure or 
proposals for the making of a tax-varying resolution, 
taking into account any report or recommendations 
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concerning such documents made to them  by any 
other committee with power to consider such 
documents or any part of them; 

 
(b) any report made by a committee setting out proposals 

concerning public expenditure; 
 

(c) Budget Bills; and 
 

(d) any other matter relating to or affecting the expenditure 
of the Scottish Administration or other expenditure 
payable out of the Scottish Consolidated Fund.” 

 
10. As this is a mandatory committee, the remit does not make reference 

to any particular Minister and their portfolio as is the case with subject 
committees. 

 
11. As mentioned previously, it is the Committee’s remit which will 

constrain its consideration of the civil service.  As stated in the paper 
which was considered by the Committee on 23 November, as a 
devolved civil service may have some financial impact on the Scottish 
Consolidated Fund then the committee could consider this under part 
(d) of its remit.  Similarly, the issue of transferability arose during the 
Committee’s Relocation inquiry and this can have a financial impact 
(eg, NDPB staff not being able to transfer into the Civil Service can 
lead to redundancies). 

 
12. The other issues being looked at by the PASC such as the role and 

function of the Civil Service, politics and the Civil Service, career 
opportunities and diversity have policy implications which do not sit 
within the Committee’s remit.  However, any potential financial 
implications could be examined under part (d) of the Committee’s 
remit. 

 
13. The Convener confirmed at the meeting on 23 November that the 

potential gap in scrutiny [of the Civil Service] was an issue that he 
would seek to pursue and the Committee agreed to this. 

 
14. The Minister for Finance and Public Service Reform’s portfolio is:  “The 

Scottish Budget, civil service reform and modernising government, 
local government, external affairs, public service delivery, cities and 
community planning, GRO, ROS, relocation, e-government, SPPA, 
procurement, budgetary monitoring and liquor licensing.” 

 
15. The remit of the Local Government and Transport Committee is “To 

consider and report on matters relating to local government (including 
local government finance), cities and community planning and such 
other matters (excluding finance other than local government finance) 
which fall within the responsibility of the Minister for Finance and Public 
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Services’ and matters relating to transport which fall within the 
responsibility of the Minister for Transport.”  Therefore, it would appear 
that civil service reform and modernising government could come 
within the remit of the Local Government and Transport Committee.  As 
mentioned above, part (d) of the Finance Committee’s remit does allow 
it to look at matters which could affect expenditure from the Scottish 
Consolidated Fund.  When the Finance Committee decides that it 
wishes to examine the financial implications of an issue which comes 
within the remit of another committee (eg, Scottish Water), then it 
would be usual for the committees (through the conveners) to discuss 
and agree the course of action being proposed. 

 
Suggestions for the Future 
16.  It is suggested that the Committee deal with the two issues of a 

devolved civil service and transferability already highlighted and send 
comments to the PASC.  This is suggested because of the tight 
timescale the Committee has, within which to send comments. 

 
17. The Committee has already signalled that additionally, it wishes to 

speak to the Permanent Secretary, John Elvidge about the distinction 
between civil service reform and modernising government.  Issues 
arising from this session could be dealt with as part of the Committee’s 
work on Efficient Government (including taking further oral evidence if 
required).  In this way, the Committee would be able to deliver a short 
paper to the PASC but could also, separately, examine areas that it 
has signalled that it is interested in. 

 
 
Susan Duffy 
Clerk to the Committee 
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Finance Committee 
 

1st meeting, 2005, Tuesday 11 January 2005 
 

Public Administration Select Committee Inquiry into Civil Service 
Effectiveness 

 
Briefing on the Civil Service in Scotland 

 
Purpose 
The House of Commons Public Administration Select Committee (PASC) is 
conducting an inquiry into the effectiveness of the civil service.  The Finance 
Committee is intending to contribute to the PASC inquiry.  This paper gives 
background information on the civil service in Scotland including trends in civil 
service numbers and describes current initiatives aimed at improving the 
effectiveness of the civil service. 
 
The UK Civil Service 
The number of civil servants in the UK peaked at 751,000 in 1976 and 
declined steadily through the 1980s and 90s to reach a low of 460,000 in 
1999.  Since then numbers have increased and had reached 523,600 by April 
2004. 
   
Following the creation of executive agencies from the late 1980s onwards and 
publication of two White Papers on the civil service (Continuity and Change 
and The Civil Service: taking forward Continuity and Change), government  
departments and agencies throughout the UK have been encouraged to 
conduct their own bargaining over pay and conditions of service.  Now all 
departments and most agencies conduct their own negotiations.  Despite this 
and the creation of devolved administrations the UK civil service continues to 
share a common service wide ethos with common expectations on such 
matters as the ability to transfer between departments and agencies and 
membership of a single service wide pension scheme. 
 
The First Minister in reply to a parliamentary question stated (The Scottish 
Parliament: Official Report 8 September 2004 Col 10047) 
 

how vital it is that our civil service in Scotland does not become divorced from the rest 
of the United Kingdom or elsewhere and the fact that the interchange in Scotland 
between the civil service and other parts of the public sector—and, indeed, the 
private sector—and between the civil service in Scotland and the civil service 
elsewhere helps to develop ideas, experience and careers and helps to secure the 
best talent for the civil service in Scotland. 

 
 
 
The Civil Service in Scotland  
At April 2003 (the most recent date for which figures are available) there were 
46,300 civil servants (full time equivalents) in Scotland of which 14,700 were 
employed by the Scottish Executive and its agencies with the rest being 
employed by UK Departments.  The most significant of these are the 
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Department of Work and Pensions (12,900), Inland Revenue (7,900) and 
Ministry of Defence (7,200).  Therefore the majority of civil servants in 
Scotland are employed by UK departments. For comparison, total public 
sector employment in Scotland in 2003 was 477,500 of which Central 
Government accounted for 198,600, the majority of whom are in the Health 
Service.  Employment in NDPBs was 13,900. 
 
The number of civil servants in the Scottish Executive and its agencies has 
increased from 12,900 at April 1997 to 15,200 at April 2004.  Some, but not 
all, of this increase can be explained by the creation of new agencies and the 
consequential reclassification of staff to the civil service from other parts of the 
public sector.   
 

Scottish Office/Scottish Executive and Agencies Staff Numbers (FTEs) 
                                 at 1 April 1997 and 1 April 2004   
 1.4.1997 1.4.2004
Scottish Office/Scottish Exec 3512 4400
Communities Scotland 0 420
Crown Office & Procurator Fiscal 1104 1380
Fisheries Research Services 205 330
General Register Office Scotland 207 210
Historic Scotland 587 810
HM Inspectorate of Education 0 170
Lord Advocates Dept/Courts Group 19 40
Office of Accountant in Bankruptcy 0 70
Registers of Scotland 1063 1330
Scottish Agricultural Science Agency  123 140
Scottish Courts Admin 118 0
Scottish Courts Service 816 970
Scottish Fisheries Protection Agency 254 260
Scottish Public Pensions Agency 153 210
Scottish Prison Service 4510 4200
Scottish Record Office/National Archives  119 140
Student Awards Agency Scotland 120 130
Total 12910 15210

 
There are currently 253 Senior Civil Service staff in the Scottish Executive 
including agencies.  Of these 171 are in Pay Band 1, 32 in Band 1A, 40 in 
Band 2 and 9 in Band 3. 
 
 
Pressures for Change 
Rising expectations on the part of the public and politicians have lead to 
pressure for improvements in public services while changing technology has 
created opportunities for delivering public services in new ways.  The 
Modernising Government White Paper published in March 1999 called for 

http://www.archive.official-documents.co.uk/document/cm43/4310/4310-00.htm
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public services of the highest quality, responsive to users and providing 
choice about how and when people access services.   
 
In February 2004 the Cabinet Office published Civil Service Reform: Delivery 
and Values.  This document points out that the UK civil service has an 
enviable reputation for trustworthiness and the UK is highly rated in 
international comparisons of government effectiveness.  However it 
recognised that the environment in which the civil service operates has 
changed and is changing.  The private sector is increasingly organising 
around how their customers want to transact business whether by telephone 
or the internet; outside conventional office hours; and delivering goods to the 
home at specified times.  People are no longer satisfied with a basic universal 
public services but   
 

• expect their personal needs to be addressed 
• challenge authority  
• complain about inadequate provision and  
• litigate when they feel let down 

 
In addition the public sector is subject to much more scrutiny by the media 
with calls for more transparency and accountability made concrete by 
implementation of the Freedom of Information Act 2000.  In Scotland this 
media interest and exposure of civil servants work to scrutiny has been 
reinforced by devolution with the Holyrood Inquiry as an example. 
 
Perhaps the biggest challenge facing all those who work in the public sector, 
not just civil servants, is how to deliver services which meet the diverse needs 
of users while providing value for money to the taxpayer.  At times these two 
objectives can be in conflict as when users want a local service kept open e.g. 
a school or a hospital, but this does not represent value for money.  Resolving 
such conflicts is of course a job for politicians rather than civil servants.  
 
UK Reform Initiatives  
Civil service reform is being lead by the Cabinet Office. The reform 
programme set out in Civil Service Reform: Delivery and Values has five 
components 

• selecting leaders who inspire trust, take personal responsibility for 
delivery, work in teams, focus on strategic outcomes, match resources 
to strategic outcomes and are constantly learning 

• managing careers to give more variety, including private sector and 
operational experience with time limited postings 

• developing staff through wider experience and better training 
• managing performance in the Senior Civil Service to identify the lowest 

20% of performance effectiveness relative to their peers with 
appropriate support being given 

• expecting professionalism across the board both in traditional specialist 
areas and in finance, human resources and use of IT 

 
Departments are being asked to clarify and agree with the Cabinet Office  

http://www.civilservice.gov.uk/improving_services/delivery_and_reform/publications/pdf/delivery_values.pdf
http://www.civilservice.gov.uk/improving_services/delivery_and_reform/publications/pdf/delivery_values.pdf
http://www.hmso.gov.uk/acts/acts2000/20000036.htm
http://www.holyroodinquiry.org/
http://www.civilservice.gov.uk/improving_services/delivery_and_reform/publications/pdf/delivery_values.pdf
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• the key elements of the department’s forward strategy 
• the outcome targets for the delivery of the strategy and 
• plans for achieving departmental fitness for purpose in support of 

strategy and targets 
 
Central departments (No10, Cabinet Office and HM Treasury) are providing 
support to spending departments in the implementation of the reform 
programme. 

 

Scottish Initiatives 
The Executive launched a culture change programme, Changing to Deliver, in 
response to the challenges of devolution.  The three themes of Changing to 
Deliver are 
 
• Outcomes – taking responsibility for the full delivery chain from policy to 

final outcome on the ground   
• Outward focus – engaging stakeholders and designing policies and 

services around customer needs 
• Good common processes – robust systems and processes to support 

delivery 
 
The  Draft Budget 2004-05 gives a target for the Administration of 

completing implementation of the Executive’s Changing to Deliver programme 

while the Draft Budget 2005-06 statement of priorities for the Administration 
includes  

continuing the programme of civil service reform through increasing the proportion of 
senior civil servants with direct experience of work in other fields , and of frontline 
delivery , increasing the proportion of civil servants with a professional qualification 
relevant to the job that they do, increasing the use of job specific competitions for 
recruitment , promotion and selection fro posts for which professional qualifications 
will become the norm , strengthening the framework for performance contracts for 
senior civil servants, and continuing to learn from the best across the public and 
private sectors both in Scotland and further afield.    

 

Jim Dewar 

December 2004 

 

 

 

 
 

http://www.scotland.gov.uk/library5/finance/db05s-00.asp
http://www.scotland.gov.uk/library5/finance/db0506-00.asp
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