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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 service being assessed

	Corporate Learning and 
Development

	Name of directorate and service


	HR within I&P 

	Name and role of officers completing the EIA

	Senior HR Consultants Strategy (E&OD) Chantal Young and Claire Jackson

	Contact telephone number


	01225 477412

	Date of assessment period

	From March 09


	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 service or a review of an existing one?  


	Existing and ongoing service
	

	1.2
	What is its aim? 


	To provide timely, flexible and appropriate learning and development to improve performance and the personal development of all employees and which contributes to and supports the Councils ongoing  organisational growth.  
	

	1.3
	Whose needs is it designed to meet?  
	All employees and some partner organisations
	

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


	Defined by the needs of the organisation and employee development needs. Learning opportunities are reviewed each year. Are some legal requirements that dictate some training.
	

	1.5
	Who implements the service?  


	Internal and external trainers deliver the learning which is co-ordinated/managed by Claire and Chantal
	

	1.6
	Are there any areas of the service where those carrying it out can exercise discretion?  If so is there clear guidance on this?
	Yes discretion is used by the Senior HR Consultants- Strategy (E&OD) as the organisation relies on their expertise and experience to exercise their own judgement in certain circumstances. There is no clear guidance, but the lack of clear guidance has not led to any issues in the past 11 years.
	

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


	Lack of uptake from council employees, lack of funding/investment from council, the service provided does not meet employee/organisational needs. 
	

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

  
	Links to the Transformation Programme and within that specifically the culture change programme. Links to NHS integration programme and the Councils Corporate Plan.
	

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


	Only in terms of the fact we contract with external providers to deliver some of the learning. We also partner/co sponsor with our neighbouring LA’s for some of the learning programmes. Council remains responsible.
	

	2. Consideration of available data, research and information



	
	Key questions


	Answers / Notes
	Actions required

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


	No equalities data collected currently on who accesses corporate training and development.  However, from April 1st Resourcelink training admin system will be used and equalities information will be recorded and analysed.
Approx two thirds of courses are delivered through external providers.  Each external trainer is ‘approved’ and has completed a questionnaire which addresses their approach to equality and diversity.  Standards of eualities  issues required are also set out.

	Check if 6 strands are included.
Recommend  how this data will be used, frequency of reports and to whom this will be reported  e.g DDG twice annually.

Update list of providers

Add new providers to the list so that there is fair access and ensure they observe our equalities standards.

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

	Staff survey  2006, about to get 2008 responses.
Workforce profile

Access to training by service area

Qualifications audit underway

Launching leaders managers survey

User uptake from Ashridge

Will soon be able to monitor E-induction uptake
	Check if any relevant equalities issues about learning and development, make recommendations on action to address
Check if resource link can be used to monitor uptake of induction, make recommendations on action if required. 



	2.3 
	What qualitative data do you already have? (e.g results of customer satisfaction surveys, results of previous consultations, staff survey findings etc).
	Evaluation forms are reviewed  by Corporate Training Manager and basic reports produced  No equalities issues have been raised to date.
As above, feedback from  launching leaders survey. Qualitative feedback from Staff Survey
	Continue to monitor evaluation forms. These are being updated to improve equalities issues and to allow for greater ease of analysis

	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?
	Yes – as above , access to training will be monitored through Resourcelink from 1 April 
	Monitor take up through resource link and undertake any actions that may be required to help ensure observance of equalities. 

	2.5
	How are you going to go about getting the extra information that is required?
	Through using the Training module on Resourcelink referred to above including analysis of data . 
	


	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?

 
	All levels of staff and take advice from equalities team
	Ensure that staff consulted are representative of different groups where possible

	3.2
	What method of consultation can be used?  

	E consult, through PDR process and face to face interviews/questionnaires of slice groups.  
	

	3.3
	What consultation was actually carried out as part of this EIA and with which groups?
Was this as a result of the EIA or when we set them up?

	Examples of consultation undertaken:
Sexuality course – consulted with LGBT group.  Content, choice of trainers, key messages.  Case studies provided.

Equalities theatre training – 2007/8? Workers groups were consulted.

Involved Workers groups in the commissioning of equalities training 2008

Launching leaders – theatre workshops designed from feedback  from managers
	

	3.4
	What were the main issues arising from the consultation?


	Can’t meet every need identified, have to take an “organisational view” as well as be pragmatic and realistic 
	


	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


	No data available as yet on take up of men/women.  No complaints or adverse comments have been made through the training evaluations. Any positive feedback?
There may be issues with lack of take up of training in certain direct service areas, where the majority of staff are women (and possibly part time).  Also some areas where e-access is limited (e.g parks, street cleansing, waste and refuse) and predominantly male employees.   Response: The appointment of a part time Skills for Life Co-ordinator, Skills for Life project started 3 years ago and Skills Pledge signed in September 08.  Focus in 2009/10 on frontline employees equalities training.  New personal development programme for non-managers. Ongoing Skills for Life activities.  

Women are not well represented at the very top of the organisation – no specific link to training opportunities but could consider how to redress the balance and the part that development might play.

Do we need to do something about LGBT, are they represented at all levels of the org?, we do have worker challenge groups for those with disabilities, Black and other ethnic workers and LGBT, can we link with those  more, use as a resource and seek recommendations?


	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) 
	No data available as yet on take up of disabled employees.  No complaints or adverse feedback have been made either through the training evaluations.  Any positive feedback?
Disability training has been running for 10 years for managers and non managers as part of the Corporate training programme.  
Venues and Accessibility.  

Regardiing accessability on our external venues. It was part of the commissioning process for the External Venue Framework Agreement that a number of disability/access criteria were included. We publish an ‘approved list of community venues with good  accessability. 
Training booking form asks for any access needs.  Training administrator checks forms for needs and responds appropriately.

Examples – on more than one occasion have arranged for hearing loop system to be put in place.  Have own portable loop system and large print/reader equipment.  Have arranged for interpreters to be present at training sessions.  Have arranged for trainer to provide all materials in large print.
Disabled people have been involved in the R&S programme as role play interview candidates.  


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


	No data available as yet on take up of different age groups..  .  No complaints or adverse feedback have been made either through the training evaluations.  Any positive feedback?


Corporate training programme includes ‘preparing for retirement’.  Skills for Life hopefully will attract young people as well as older workers who missed out on their education opportunities.  Apprentice traineeships in place in the Council. Considering hosting a corporately sponsored Apprenticeship scheme 09/10. Regional Graduate training scheme being considered for 09/10.  E- learning may be particularly accessible to younger people who have learned IT skills at school.  Bite sized IT courses available  – accessible to people who have struggled with picking it up in later life. 
Qualification training available is particularly useful to those at the start of their careers but available to all age ranges.

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


	No data available as yet on take up of different ethnic groups.  .  No complaints or adverse feedback have been made either through the training evaluations.  Any positive feedback?


In the past there has been Race specific training courses, targeted at all staff.  Race specific training targeted at senior managers also provided.  

Race issues are now incorporated into general equalities training that is being rolled out to managers.  

Materials we use include people from diverse ethnic groups. (e.g R&S DVD)

Through Skills for Life we have specifically funded ESOL Training



	4.5
	Sexual orientation - identify the impact/potential impact of the policy on lesbians, gay men, bisexual and heterosexual people 
	No data available as yet on take up of people in respect of sexual orientation.   .  No complaints or adverse feedback have been made either through the training evaluations.  Any positive feedback?


Sexual orientation training was rolled out approx 10 times over 2 years between 2006-8 (workers challenge group involved in content design, etc) 

Issues are now incorporated into general equalities training that has been? rolled out to managers and staff.  



	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.
	No data available as yet on take up of people from different religious groups.  .  No complaints or adverse feedback have been made either through the training evaluations.  Any positive feedback?

R/B issues are now incorporated into general equalities training that is being rolled out to managers.  

There is a question about access/dietary requirements on the booking form.   When requests are made we respond to them and liaise with the venue/caterer.  
Note.  Check faith calendar to ensure no clashes with major religious festivals, especially if a training course is only being run once.  Well done!


	
	Key questions
	Answers/notes

	Actions required



	4.7
	Have you identified any areas in which the service is discriminatory? If you answer yes to this please refer to legal services on whether this is justifiable within legislation.
	No evidence as yet, nor any criticisms raised.  
	After training admin system has been in place for 6-8 month, running report and analysing results to see if there may be any adverse trends 

	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).
	
	

	4.9
	Is there any additional action you can take to meet the needs of the six equalities groups above?
	Following analysis of the take up figures we may need to review how we attract participants.
We will identify how to open up the training providers list to new applicants – however keeping the numbers on the list to a manageable level and of a good quality

	


	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?
	
	

	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?
	The need for reporting on take- up is the critical outcome
	Reports to be issued once the data base is running well

	5.3
	Who will carry out monitoring? 

	Snr HR Consultants Will they?
Do you mean Strategic??
	

	5.4
	What needs to be monitored?

	Take up
Evaluation forms
	

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

	Data base
	

	5.6
	Will the monitoring information be published?

	In report format to Div Directors’ group and to HR management
	Prepare report format

	Publication of results of the equality impact assessment



	
	Key questions


	Answers/notes
	Actions required

	5.7
	Who will write up the EIA report?
	Snr HR consultants 
	Write the report

	5.8
	How will the results of the EIA be published?
	Council  Web site
	


6. Bath and North East Somerset Council 

Equality Impact Assessment Improvement Plan

Please list actions that you plan to take as a result of this assessment (continue on separate sheets as necessary).  These actions need to be built into the service planning framework and targets should be measurable, achievable, realistic and time bound.

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

	Monitoring
	Admin assistant will ensure bookings and course attendance are recorded on resource link
Snr HR Consultants specify report format
	Course booking system working accurately
First report linked to HR database run

Report with equalities data is run
	CY/CJ
	1 April 09


	Anything from the staff survey
	Read staff survey – pick out issues that relate to equalities
	Staff survey available and read

Analysis of any issues completed, to include recommended actions.

	CY/CJ
	

	Religious calendar
	Purchase calendar and check dates for one-off seminars and workshops
	Calendar purchased
Course booking check-list includes check
	CM
	1 July 09

	
	
	
	
	

	Apprenticeships- advertise training

	With existing and new scheme ensure access to training is available including induction
	Scheme under way
Induction take-up

Apprentices have Personal Development Plans
	CY/CJ
	


Once you have completed this form, use it as a basis for writing a report of the Equality Impact Assessment.  Keep a copy of the form and report as a record of the processes you have been through in carrying out the EIA.  Email one copy to the Equalities Team (equality@bathnes.gov.uk, and post a copy on the shared drive J:\Keynsham_S_Drive\Corporate Equality Group
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