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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

	Mobile phone usage policy

	Name of directorate and service


	Tourism, Leisure and Culture

	Name and role of officers completing the EIA

	J. Brassington, Library Services Manager

Peter Moth, Libraries Customer Services Manager

	Contact telephone number


	01225 396424

	Date of assessment period

	03/08/09


	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 policy or a review of an existing one?  


	Review of old policy
	

	1.2
	What is its aim? 


	To ensure the updated policy keeps the staff and it’s customers up to date with when a mobile can or cannot be used in a library premises.
	Make policy available to staff can customers

	1.3
	Whose needs is it designed to meet?  
	Anyone who uses or works in a library premises where a mobile phone may be used.
	

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


	The original policy was written in 2002 and was updated in 2009 by the Libraries Customer Services Manager.
Staff use this policy when dealing with customers who use their mobile in library premises.
	

	1.5
	Who implements the policy?  


	All Staff
	Ensure policy is available and familiar to staff

	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?
	Yes, although the policy dictates the amount of time a customer can spend initially on their phone and how the mobile phone should be used within the Library premises, staff can exercise discretion depending on the section within the library. We would not expect calls in the quiet study area in Bath and this can be challenged by staff as per the policy
	Write discretion notes for staff

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


	Customers and staff not adhering to the policy
	

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

  
	No
	

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


	Yes, where there is partnership working.
	

	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 policy?  


	Customers:  From latest PLUS survey, 88% of users 16 and over are satisfied with the library service.  We have 31,001 active borrowers and 637,593 visits are made to a library over a year.

Staff:  last staff survey (2006) showed 48% of library staff proud to work for the council, and 88% proud to work for their service area, 67% believed that the council treats its staff fairly and consistently and 61% agreed that the council ensures its staff are kept involved and informed. 


	

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

	· No data on communications with regard to mobile phones

	

	2.3 
	What qualitative data do you already have? (e.g results of customer satisfaction surveys, results of previous consultations, staff survey findings etc).
	· No data on communications with regard to mobile phones
	

	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?
	We do need to carry out consultation.   with particular user groups.
	Corporate Worker Challenge Groups (Black & Minority Ethnic / Disabled / Lesbian, Gay, Bisexual & Transgender) to be accessed via the Equalities Team. We will carry out this consultation when the workers group next meet

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

	Analyse feedback from the users groups


	


	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?

 
	Library users, residents, staff.  Representatives of: Gender groups / Disability / Age / Race / Sexual orientation / Religion or belief.  In addition, other specific groups as identified in our Social Inclusion Policy.
	Designate staff and set a timetable. To be done by December 2009

	3.2
	What method of consultation can be used?  

	Council designated process - Consultations - Bath & North East Somerset Council
	

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


	Consultation with Library staff
	

	3.4
	What were the main issues arising from the consultation?


	The amount of time customers were on their mobile phone and how to police that. This was an issue with some staff which has been resolved with staff discretion; guidelines being written in due course.

	


	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 - No impact on gender

	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 - The impact could affect those customers or staff that need use of a mobile phone for emergency or care situations.
Positive - Discretionary guidelines are there for staff to deal with these situations as and when they arise.
Neutral in overall effect

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


	Negative - The impact could affect those customers or staff that need use of a mobile phone for emergency or care situations.

Positive - Discretionary guidelines are there for staff to deal with these situations as and when they arise.
Neutral in overall effect

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


	Neutral - No impact on Race

	4.5
	Sexual orientation - identify the impact/potential impact of the policy on lesbians, gay men, bisexual and heterosexual people 
	Neutral - No impact on sexual orientation

	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 - No impact on religion and belief 


	
	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.
	No
	

	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).
	Yes, see above, discretionary guidelines are available to staff
	

	4.9
	Is there any additional action you can take to meet the needs of the six equalities groups above?
	No

	


	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?
	Once the Equalities Impact Assessment is approved then the policy will be made public
	To get DLEG to sign off

	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?
	There are times when mobile phones are a necessity and we need to provide guidance for staff
	Write discretion notes for staff

	5.3
	Who will carry out monitoring? 

	Library Managers
	

	5.4
	What needs to be monitored?

	The use of the policy 
	

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

	Ongoing and review policy with technological updates
	

	5.6
	Will the monitoring information be published?

	No

	

	Publication of results of the equality impact assessment



	
	Key questions


	Answers/notes
	Actions required

	5.7
	Who will write up the EIA report?
	N/A
	

	5.8
	How will the results of the EIA be published?
	Bath & North East Somerset website
	


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

	Write discretion notes for staff

	Guidance to staff on discretionary use
	
	Peter Moth
	End Aug 09

	Consult with workers groups

	Policy sent to workers groups to review
	
	Peter Moth
	End Aug 09

	Make policy available to staff

	Policy to be displayed in public areas
	
	Peter Moth
	End Sept 09


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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