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Bath and North East Somerset Council 

Equality Impact Assessment Toolkit
This toolkit or worksheet has been developed to use as a guide when conducting an Equalities Impact Assessment (EIA) on a policy, service or function *.   It includes questions that need to be answered by the person/team conducting the EIA, plus questions that could be asked of key stakeholders during consultation phases.  It is intended that this is used as a working document throughout the EIA process: the final written report of the EIA should follow the same format and cover each of the sections within it.    

It is important to consider all available information that could help determine both whether the policy could have any potential adverse impact and whether it meets the particular needs of different equalities groups.  Please attach examples of any monitoring information, research and consultation reports that you have used to assess the potential impact upon the six equalities strands.   

* Throughout the document the term ‘policy’ has been used to include service, function or strategy.  

NB - Only fill in the sections that are relevant

	Title of policy being assessed

	Health Certificate Procedure

	Name of directorate and service


	Public Protection

	Name and role of officers completing the EIA

	Sue Green –  Health, Safety and Food Manager

Imogen Coles – Environmental Health Officer



	Contact telephone number


	01225 396626

	Date of assessment period

	03/02/2009


	1. 
	Identify the aims of the policy and how it is implemented.



	
	Key questions


	Answers / Notes
	Actions required

	1.1
	Is this a new a new policy or a review of an existing one?  


	It is a new policy
	Ensure policy reflects this policy function

	1.2
	What is its aim? 


	Councils have statutory duty to issue health certificates on request for export of food or food related items to countries outside EU.
	Ensure clear procedure for issuing certificates. Print and emboss certificate and get authorised signature (may require site visit if fitness of food needs to be confirmed)

	1.3
	Whose needs is it designed to meet?  
	Food business proprietors and their workforce
	Ensure businesses are given up to date information on procedure. Check website. Currently not planning to charge for time given in issuing certificates if over 15 minutes. This may change in future.

	1.4
	Who defines or defined the policy?  (e.g is it a national requirement?). How much room for review is there?


	Food Safety team define the policy within legal framework. Is also a national requirement.
	Comparison of other Councils policies in issuing Health Certificates nationally. 

	1.5
	Who implements the policy?  


	Service Manager and Food Safety team
	Define policy

Follow policy requirements

	1.6
	Are there any areas of the policy where those carrying it out can exercise discretion?  If so is there clear guidance on this?
	Members of Food Safety Team/Senior Management will carry policy out. 
	Management team have/are to receive equalities training.

Majority of food team are members of The Chartered Institute of Environmental Health (CIEH) which includes equalities provisions in their Codes of Practice. Future equalities training to be planned for staff.

	1.7
	What could stop the policy from meeting its aims? (see 1.2)  


	Changes in Council priorities

Resources – staff & budget
	React positively to any changes

	1.8
	Do the aims of this policy link to or conflict with any other policies of the Council?

  
	The Health Certificate procedure has no bearing on the partnerships that we have with other services/businesses.
	N/A

	1.9
	Is responsibility for the implementation of this policy shared with other bodies? 


	No
	N/A

	2. Consideration of available data, research and information



	
	Key questions


	Answers / Notes
	

	2.1
	What do you already know about people who use and deliver the policy?  


	2 businesses to date – not of ethnic origin, Previously. Neither currently export. 
	10% survey of existing food businesses to determine 7 group profile/other businesses who may want to export.

New businesses receive equalities questionnaire with every Registration form.


	2.2
	What quantitative data do you already have? (e.g census data, staff data, customer profile data etc)

	Premises file information for both premises above.

Comparison of charges made by other local authorities. 
	Further information will be gained through monitoring of questionnaire data.

	2.3 
	What qualitative data do you already have? (e.g results of customer satisfaction surveys, results of previous consultations, staff survey findings etc).
	Database of all food businesses on computer system Uniform. 
	To review current list of food businesses to see whether there may be others who may want to export.

	2.4
	What additional information is needed to check that all equality groups’ needs are met? (see section 4).  Do you need to collect more data, carry out consultation at this stage?
	No other businesses fall into this category of exporting. 
	To review future data gained from surveys/questionnaires.

	2.5
	How are you going to go about getting the extra information that is required?

	N/A 
	N/A


	3. Formal consultation (include within this section any consultation you are planning along with the 
    results of any consultation you undertake)



	
	Key questions
	Answers/notes
	Actions required

	3.1
	Who do you need to consult with?

 
	Businesses
	2 businesses who have exported previously

	3.2
	What method of consultation can be used?  

	Direct contact with businesses
Meeting with proprietors/telephone interviews
	Evaluate effectiveness of methods

	3.3
	What consultation was actually carried out as part of this EIA and with which groups?


	Planned consultations/Meeting with 1 business already booked Tues 3rd Feb 09.
	Liaise with businesses who wish to export re: procedure.  

	3.4
	What were the main issues arising from the consultation?


	Unknown at this stage
	Unknown at this stage


	4. Assessment of impact



	
	Based upon any data you have analysed, or the results of consultation or research, use the spaces below to list how the policy will or does actually work in practice for each equalities strand:

1. Consider whether the policy meets any particular needs of each of the six equalities groups.  
2. Identify any differential impact (positive or adverse) for each of the six equalities groups 

3. Include any examples of how the policy or service helps to promote race, disability and gender equality. 

	
	
	Impact or potential impact (negative, positive or neutral)


	4.1
	Gender – identify the impact/potential impact of the policy on women, men and transgender people


	Neutral impact only at this stage of consultation

	4.2
	Disability - identify the impact/potential impact of the policy on disabled people (ensure consideration of a range of impairments including visual and hearing impairments, mobility impairments, learning disability etc) 
	Negative Impact  - possible difficulty in understanding correspondences, advisory leaflets and other promotional materials, if visual impairment an issue.
May have difficulty in the writing that may be required on a Health Certificate, associated food safety document if suffer from forms of dyslexia. 



	4.3
	Age  – identify the impact/potential impact of the policy on different age groups


	Neutral impact at this stage of consultation



	4.4
	Race – identify the impact/potential impact on different black and minority ethnic groups 


	Differential impacts may arise from communication difficulties with employees and/or proprietors whose first language is not English. 

	4.5
	Sexual orientation - identify the impact/potential impact of the policy on lesbians, gay men, bisexual and heterosexual people 
	Neutral impact at this stage of consultation



	4.6
	Religion/belief – identify the impact/potential impact of the policy on people of different religious/faith groups and also upon those with no religion.
	Neutral impact at this stage of consultation



	
	Key questions
	Answers/notes

	Actions required



	4.7
	Have you identified any areas in which the policy is discriminatory? If you answer yes to this please refer to legal services on whether this is justifiable within legislation.
	Screening process shows no direct discrimination.  No data available at this stage to show any indirect discrimination.
	Analyse future data gathered for any direct/indirect discrimination.

	4.8
	If you have identified any adverse impact(s) can it be avoided, can we make changes, can we lessen it etc?  (NB: If you have identified a differential or adverse impact that amounts to unlawful discrimination, then you are duty bound to act to ensure that the Council acts lawfully by changing the policy or proposal in question).
	No adverse impact. No charges at present for issuing certificates. This may change in future.
	To up date B&NES website with current information on procedure if Council wish to charge in future. 

	4.9
	Is there any additional action you can take to meet the needs of the six equalities groups above?
	Building relationships with businesses 

Speed up export process


	Review procedures


	5. 


	Internal processes for the organisation – to be explored at the end of the EIA process.

	Making a decision in the light of data, alternatives and consultations



	
	Key questions

	Answers/notes
	Actions required

	5.1
	How will the organisation’s decision making process be used to take this forward?
	The EIAs have been taken on by the Managers who have a relevant interest and responsibility for the subject field.
	Managers to take ownership of the equalities issues and ensure that the consultation process takes place within the specified timescales.

	Monitoring for adverse impact in the future



	
	Key questions


	Answers/notes


	Actions required

	5.2 
	What have we found out in completing this EIA? What can we learn for the future?
	
	Wider consultation and data needed to make informed decisions.

	5.3
	Who will carry out monitoring? 

	EHO in charge of project

Senior Managers
	Create an appropriate methodology

	5.4
	What needs to be monitored?

	Evaluation of Health Certificate procedure and ensure that  certificates are correctly issued in line with this procedure.
Any new businesses who may request certificates. 
	Ensure procedure receives review 
Future businesses with requests for Health Certificates  are given information on procedure.

	5.5
	What method(s) of monitoring will be used?

	Equalities questionnaire surveys of new and existing businesses.
	Data to be regularly analysed/reviewed.

	5.6
	Will the monitoring information be published?

	Not known at this stage
	Not known at this stage

	Publication of results of the equality impact assessment



	
	Key questions


	Answers/notes
	Actions required

	5.7
	Who will write up the EIA report?
	Owners of the strategy
	By February 6th 2009

	5.8
	How will the results of the EIA be published?
	Health Certificate information about procedure on B&NES website.
	Ensure on Website by planned date


6. Bath and North East Somerset Council 

Equality Impact Assessment Improvement Plan

Title of service/function or policy being assessed:

Name and role of officers completing assessment:

Date assessment completed:
	Issues identified
	Actions required
	Progress milestones
	Officer responsible
	By when

	Insufficient data currently available
	Need to collect, research and analyse data
	More information required as to ethnicity of proprietors. Consult with these groups.
	IC
	End Feb 2009

	Consultation process to be completed

	Consultation with other targeted premises
	Equalities Questionnaire to be given out to existing and new businesses to determine manufacturing process.
	IC
	From March 2009

	Lack of monitoring or review of quality of new procedure
	Procedure needs to be put in place to enable line managers to monitor effectively.
	Procedure to be written/information to be put on B&NES website.
	TR/IC
	Feb 2009

	
	General review date for procedure
	Review to be carried out by Health, Safety and Food Manager and EHO who wrote EQIA (every 6 Months)
	SG/IC
	Nov 2009


Policy/Service Title: Health Certificate Procedure

Equality Impact Assessment Report

 Date: 3rd February 2009

Co-ordinator of Policy or Service: 

Persons carrying out Equality Impact Assessment: 
1. Introduction 

Councils have a statutory duty to issue health certificates on request for export of food or food related items to countries outside EU. The aim of this policy is to ensure a clear and cost effective procedure for issuing these certificates to food businesses.

2. What data was analysed as part of this Equality Impact Assessment and what did it tell us?

The Uniform database and premises file information was able to tell us that only 2 of our 1668 food businesses have previously exported food or food related items since 2008. Their products being spices and food grade packaging. Both of these food proprietors are not of ethnic origin. 

A comparison of charges made by other Local Authorities for Health Certificate work has been considered, to help determine our own Council costs. At the moment our policy is not to charge businesses for work spent issuing Certificates if over 15 minutes. This may change in the future. 

3. Assessment of impact on equality groups 

A screening process was carried out prior to the impact assessment ,to determine likelihood of discrimination against any of the 7 equality strands. Although both of the food businesses who have exported in the past are not of ethnic origin, there are a relatively high proportion who are in Bath and North East Somerset Council. 

Negative impacts may arise from communication difficulties with employees and/or proprietors whose first language is not English. There may also be a possible difficulty in understanding correspondence related to Health Certificates, if visual impairment is an issue. Literacy may pose as a problem when writing is required on a Health Certificate, or associated food safety documents.

The other 5 equality groups are less likely to be affected. However prior to the distribution of the questionnaires to both new and existing food businesses there is no other current data on the other 5 strands.

4. Monitoring arrangements 

The Health Certificate procedure will be monitored to ensure certificates are correctly issued in line with procedure and that the procedure receives review. 

Any future businesses with requests for Health Certificates will be given clear information on procedure.

Equality Questionnaires will be sent out to every new and existing food business. The results of these will help us monitor whether those food businesses why may wish to export in the future receive fair and equal treatment in doing so.

5. Conclusions and action plan
Those food business that have previously requested Health Certificates in the past have received fair and equal treatment in their requests. Monitoring the results of equalities questionnaires of new and existing businesses will allow any future measures to be put into place to help meet their needs. Future data concerning the other 5 equality strands can be gathered through monitoring also.  The Health Certificate procedure and information about procedure will be put on the B&NES website as planned. See Improvement Plan attached to EQIA for timescales. 

Signed off by (…...............................)Directorate Equalities Group/Head of service

Date…............. 
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