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Equality Impact Assessment (EIA) Toolkit

Assessment of main functions, policies, procedures and services

Legislation and the Equality Standard for Local Government require the Council to conduct Equality Impact Assessments (EIAs) on its relevant functions, policies, procedures and services.  In order to carry out this requirement, departments firstly need to:

· identify their main functions, policies, procedures and services

· assess each for relevance to equality and diversity

· assessed each for potential discriminatory or differential impact on any equality group

· prioritise their list in relation to relevance and impact

Once this has been done, a timetable of prioritised EIAs for each department needs to be developed to show when assessments will be undertaken.  This will form part of the performance management framework for EIAs.
This guidance note and the attached proforma have been designed to assist departments in this process.  

What is a ‘function’?
Functions are the full range of the council’s duties and powers. This includes internal functions as well as external service delivery, statutory and non-statutory functions, and functions for which we have responsibility but which we have contracted out.  For example, a function of the council is to maintain the Adoption Register.
What is a ‘policy’?
Policies are formal publicly recorded decisions of the council detailing the way in which functions will be carried out. May also include decisions not recorded as formal policies but implicit in the way that a function is carried out, for example professional decisions or custom and practice. Policies can be written and unwritten and there are likely to be a number of policies per service area.  For example, the Corporate Equality Plan.  This plan sets out the council’s commitment to equality and diversity and identifies its priorities for action in this area over the next few years.  The plan has been endorsed by elected members.
What is a ‘procedure’?
A procedure is the activity at the core of employment practice or service delivery. It is the way in which a function is actually exercised or policy carried out. The impact of professional decisions or custom and practice. These can be strategies, codes of practice, initiatives, programmes, or process.  Procedures can be written or unwritten.  For example, the Health and Safety Procedures which have been developed to assist in the implementation of the Health and Safety Policy.  These procedures aim to ensure that individuals’ roles and responsibilities are clearly explained and identify clear and appropriate health and safety standards.
What is a ‘service’?
A service is the delivery of the full range of council functions to our customers.  The term ‘customer’ covers both members of the general public and council employees.  The service is the actual product supplied to our customers and which our customer uses.  For example, one of the council’s services is to provide Blue Badges to Disabled drivers.
4 steps to identification and prioritisation:
1. Identify and produce a list of all the authority’s main functions, policies, procedures, and services (need to also include partnership arrangements and contracts). This information should be collected departmentally. A proforma is attached to aid the capture of this information.
2. Assess the relevance to equality of each function, etc by stating if it does or could:

· promote equality of opportunity

· eliminate unlawful discrimination 
· eliminate harassment

· promote positive attitudes
· promote good relations between all people
· encourage active participation by those covered by equalities legislation (race, gender, disability, age, religion/belief, and sexuality)

3. Screen the list to determine which, if any, of the main functions, etc could have a negative or differential impact on any of the target equality groups. This process could be used to identify gaps in knowledge about likely impact on the identified equality groups.  This should be ratified by Senior Management Teams.
4. A priority should then be assigned to each function etc on the list. Priority 1 should be placed on those identified with the highest likelihood of a discriminatory or differential impact and Priority 4 to those with the least likelihood. This should be endorsed by Senior Management Teams in consultation with their departmental Equalities Board representative.  The Policy Officer – Diversity can assist with the prioritisation process, if required.
Please note: If a function, policy, procedure or service is deemed not to have any discriminatory impact on any of the target equality groups, this will need to be evidenced. If you decide that a function, policy, procedure or service doesn’t need an EIA, this decision will need to be rigorously justified.

How to prioritise:

· You may want to begin with looking at whether there are any complaints of discrimination or unfair treatment from the public and/or employees.

· You could also see if any of the information you have from surveys or consultations suggest there are differential rates of user satisfaction.

· You could also look at whether employees have previously raised equalities issues about it. 
· You will need to consider whether there is a disproportionate take up of service by equality group – for example, your monitoring records may show that people from a particular ethnic background are not using the service and you will need to consider why this is.

· You will need to assess whether policies and services respond to the diversity of peoples needs – for example, you would need to be concerned if the users of a day centre for disabled people speak only Gujarati, but none of the staff speak the language.

· If there is any evidence from this initial stage of an adverse impact on the target equality groups, then it will need to be automatically assigned a Priority 1 and be subject to an EIA as a matter of urgency.
Once the proforma and prioritisation has been completed, please send a copy of this form to the Policy Officer – Diversity, in the Corporate Support and Diversity Section in the Chief Executive’s Dept.

Timetable of EIAs:

· A timetable for completion of EIAs will need to be developed taking into account the priority of each function etc.

· This timetable will need to be realistic and manageable and those given the highest priority (Priority 1’s) will need to be conducted first.
· It will be the responsibility of Senior Management Teams to approve this timetable.

· If possible, it is preferred that an Equality Impact Assessment is carried out as part of an existing policy or service review rather than as a stand-alone assessment.  For example, in the Community Services Department, an assessment is being carried out as a part of the museums audience development plans.  In Corporate HR, assessments are being recorded in Project Initiation Documents.  However, it is noted that this is not always going to be appropriate, especially when assessments are being done retrospectively, and in such cases a separate assessment will need to be undertaken.  An EIA will need to be undertaken as a matter of course within the early stages of the development of a new or significantly revised policy or service.
· The prioritised list of functions, policies, procedures and services requiring an EIA in the current financial year will need to be decided by departmental Senior Management Teams, approved by Chief Officers and reported to the Equalities Board for monitoring purposes.
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Interpreting the ‘assessment of relevance’ questions

Relevant to eliminating unlawful discrimination  (This section is about considering unlawful negative impacts)

Policies relevant here include:

· Where the direct purpose of the policy is to address unlawful discrimination.  For example, the council’s Harassment and Bullying Policy.  

· Policies which may unlawfully discriminate because of unintentional negative impacts on different groups. For example, for all services involving customer contact there is a legal duty to take steps to ensure equal access to information and services under the Disability Discrimination Act, the Race Relations (Amendment) Act and the Gender Equality Act.  Failure to do this could result in unlawful discrimination.

Relevant to promoting equal opportunities (This section is about being proactive)

Issues to think about here include:

· Is there potential to make improvements that will promote equality?

· Can positive action relating to equality be included?

· Is there an opportunity to redress barriers and lack of opportunities experienced by people in the past?

· Is there scope to improve how we inform all people about services?

· Are there opportunities to promote positive images internally and in the community?

· Are there opportunities to promote cultural awareness to service providers that will lead to better quality service delivery?

· Are there opportunities for the service to be delivered more flexibly to meet customer needs?

Relevant to promoting good relations (This section is about community cohesion)

Issues to think about here include:

· Opportunities to promote understanding and respect and bring people together.
· Opportunities to celebrate and value diversity.

· Be proactive in anticipating where resentment or hostility between communities may occur as a result of your policies and take action to prevent this, for example by communicating why.

Relevant to promoting positive attitudes (This section is about positively portraying equality and diversity and relates to the ‘promoting good relations’ section)

Issues to think about here include:

· Are there opportunities to visually and descriptively change policies and procedures to encourage a better understanding and awareness of equality and diversity?

· Are there opportunities to actively address misconceptions and misinformation about certain groups of people within the community?

Relevant to encouraging active participation by those covered by equalities legislation (race, gender, disability, age, religion/belief, and sexual orientation) (This section is about addressing issues of accessibility and opportunity)

Issues to think about here include:

· Are there opportunities for people from the equality target groups to be actively engaged and involved in developing this policy or procedure?

Can more be done to encourage members of the equality target groups to get involved?
If you require any further assistance with this process, please contact:

Sally Edwards

Policy Manager – Equality & Diversity
Tel: 0116 305 7446

Email: saedwards@leics.gov.uk
List of Functions, Policies, Procedures and Services
DEPARTMENT: 

	Functions (powers and duties)


	Service (S), Policy or Procedure (P)
	Does this relate to:

1. eliminating discrimination and harassment

2. promoting equal opportunities

3. promoting good community relations

4. promoting positive attitudes

5. encouraging active participation

(See guidance note attached)
	Could there be differential or discriminatory outcomes for any of the groups identified below? Could there be any unmet needs?
 

Tick the boxes under equality group if yes to either or both the above questions.  Then indicate the likelihood as High (H), Medium (M) or Low (L) in the ‘Likelihood’ column.
	Priority 1 to 4

Key:

1 = High 

2 = Medium 

3 = Low 

4 = Not a priority



	
	
	
	RELIGION/BELIEF
	Likelihood
	GENDER
	Likelihood
	AGE
	Likelihood
	RACE


	Likelihood
	DISABILITY
	Likelihood
	SEXUALITY
	Likelihood
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


� It may be useful to consider whether there is any existing evidence that identified differential or 


discriminatory impact and whether any public concern has been expressed in respect of the operation of 	


a particular function or policy
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