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Equality Assessment: Guidance Notes 

 
Getting started – what is the purpose of equality impact assessments? 
 
Equality Assessments (EAs) are a systematic way of examining what we do to 
identify any impact of our actions on different groups of people.  
 
The main purpose of the first stage of the EA is to identify which 
policies/procedures/strategies/programmes/functions/decisions (hereafter defined as 
‘policies’) are of highest relevance for equality and diversity.  
 
The form can enable you to quickly get a sense of whether a particular policy is likely 
to have a different impact on groups of people, and whether mitigating action needs to 
be taken.  It is also necessary to advance equality of opportunity and foster good 
relations for any policy, where reasonable, and clearly state how this will be delivered. 
 
When should an EA be done? 
 
An EA should be carried out as part of the development of any new policy or 
decision making process or the review of an existing procedure.  This should 
happen early enough in the process to enable a full EA to be carried out if required 
before the policy or decision is approved.  For a large scale change, complete the 
EA a minimum of two weeks before approval is required from Corporate 
Management Board (CMB).  
 
What equality groups (‘protected characteristics’) should we be thinking 
about when conducting an EA? 
 
When considering whether the policy is relevant to equality, you should consider 
whether the policy or decision is likely to make a different impact on different  groups 
of people.  In particular, you should consider whether the policy or decision is likely 
to have a negative (or indeed a positive) impact on people because of the presence 
or absence of one or more of the nine ‘protected characteristics’ (such as those 
protected by anti-discrimination law), which include: 
 
• age; 
• disability; 
• gender reassignment; 
• pregnancy and maternity; 
• race; 
• religion/belief; 
• sex; 
• sexual orientation; and 
• civil partnerships and marriage. 
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What are our legal requirements in respect of EA? 
 
We have a legal requirement to comply with the general equality duty.  The duty 
has three parts, meaning that we must due regard for: 
 
1. eliminating unlawful discrimination, harassment and victimisation (such as, that 

which is prohibited by the Equality Act 2010); 
2. advancing equality of opportunity between different groups (see the list of 

protected characteristics above); and 
3. fostering good relations between different groups (see the list of protected 

characteristics above). 
 
To effectively fulfil the duty, and to demonstrate that we have had ‘due regard’ to it, 
we need to assess the impact of our policies and decisions on people who have one 
or more of the ‘protected characteristics’ listed above.  
 
When you complete an EA, the documentation must be made publically available 
and will be posted on our website. In addition, there will be a review of completed 
documentation for completeness and appropriateness.  
 
There have been increasing numbers of legal cases surrounding EAs where 
decisions and policies have been challenged.  
 
Part 1 – Assessing Impact 
 
Consider the questions in Part One.  Your answers to these will help you to 
determine how relevant a policy is to equality and the equality duty, and how much 
detail therefore the EA should contain.  
 
What is the aim or purpose of the policy? 
This section helps you and anyone interested in the policy understand why you are 
doing what you are doing.  It is an important stage in the process and you should try 
to set your explanation in the context of your organisation.  Ask yourself what you 
are hoping to achieve by the policy. 
 
Who is affected by the policy? 
This question starts to help you understand the impact of the work you are 
undertaking and to establish how relevant it is to equality and the duty.  For example, 
policies or things you are doing which will affect a large number of the public or 
employees are more likely to be highly relevant to equality. 
 
Is this policy an important or ‘large scale’ function, and/or is it likely the policy 
will impact upon a large number of employees, customers and/or contractors? 
If the policy is major or large scale it is more likely that it will be highly relevant to 
equality and will need a more detailed EA.  Likewise, if it is likely that the policy will 
be relevant to or will impact upon a large number of employees, customers or 
contractors, there is a higher probability that it should undergo a more rigorous EA.  
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It is likely that a policy that could profoundly affect a small number of people would 
be regarded as higher priority for EA than one which is relevant to a lot of people but 
which has no or a minimal differential impact.  For example, although maternity 
policy only affects a proportion of employees, its equality impact is likely to be more 
significant than, say, procedures relating to the completion of expense forms, which 
might actually be relevant in numerical terms to more people.  
 
Assessment of Impact 
Is it possible that the policy will impact on people from different groups in 
different ways? 
If a policy is likely to impact on people from different groups in different ways (a 
‘differential impact’) you should ensure that the differential impacts are considered 
and any negative effects are removed.  An EA will also allow you to consider 
whether there is an opportunity to promote equality between groups of people.  For 
example, making changes to a policy on flexible working arrangements might have a 
negative – or potentially a positive – impact on people with caring responsibilities. 
Because, statistically speaking, more women than men identify themselves as 
primary care givers, changes to this policy might have a greater potential impact on 
women than men.  Similarly, the decision to rely on one form of communication 
might have a greater impact on disabled people than non-disabled people.  
 
It will be important to remember that, just because an impact is unknown does 
not mean that there is no impact on a particular group.  In fact, if very little or no 
information is known about the impact of a policy on a particular group of people, it is 
more likely that a fuller EA would be required.  
 
When completing the impact part of the form you should be asking yourself 
‘What is the risk that the policy could lead to discrimination or adverse effects 
against any group of people?’ 
If there is any risk of this you should identify here what is already in place to mitigate 
against these risks.  This might involve simply considering information that already 
exists, or it might require further information to be sought from people in the group 
thought to be at risk of discrimination.  Bear in mind the nine protected 
characteristics. 
 
Bear in mind that discrimination can be either direct or indirect.  For example, a 
policy or decision that disadvantages part time or fixed-term workers would be likely 
to indirectly disadvantage female workers more significantly than male workers.  You 
should consider whether an adverse effect for part-time or fixed-term workers would 
actually amount to indirect discrimination on the grounds of gender.  If so, steps 
should be taken to amend the policy to ensure that this does not happen. 
 
Please remember that people are also protected by the law if they are discriminated 
against because they are perceived to have a protected characteristic (whether in 
fact they have it or not) or because they are associated with someone who has one 
of the protected characteristics.  
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Could the policy help meet the general equality duty? 
If the policy has the potential to help us to meet one of the three component parts of 
its public sector equality duty, we should ensure that we are satisfied that all steps to 
realise this potential have been taken.  For example, a new employee induction 
programme would have the potential to help us fulfil our duties to promote equality 
and good relations between members of different racial groups and between men 
and women, and to promote positive attitudes towards disabled people.  Through the 
EA, we could explore ways to effectively fulfil these duties as part of the design of 
the programme. 
 
When considering the three component parts of the equality duty, it is important to 
apply the questions to each of the protected characteristics covered by the 
equality duty. In respect of the first component (which relates to discrimination, 
harassment or victimisation), employees must also consider whether this is relevant 
in respect of marriage and civil partnership status, which is protected by 
anti-discrimination law. 
 
Conclusions to Section 1 
 
Assessing the impact of proposed changes to policies and strategies is not just 
something the law requires, it is a positive opportunity to ensure decisions are based 
on robust evidence and that: 

 
• decisions include a consideration of actions that would help to avoid or mitigate 

any unfair impact on individuals or groups who share protected characteristics; 

• decisions are based on evidence; 

• the decision-making process is transparent; and 

• there is a record of the equality considerations which have been taken into 
account 
 

Part 2 - Consultation 
 
You will have started to gather and analyse evidence in Part 1 as you assess impact. 
You now need to decide where else to gather data from, how to close any gaps in 
data you might have identified and how to use consultation and engagement as a 
further source of information. 
 
There is a specific requirement to consult and engage with groups and people 
interested in the work you are assessing. It is important that you think about this 
practically – who will be most interested in your work and will add value to what you 
know about its impact?  
 
You will need to provide an audit trail showing who you have consulted with, what 
they have told you and how what they have told you has impacted on what you have 
delivered. The form is a guide to help you record this information. 
 
Here are some suggestions: 
 
Expert groups: Early informal consultation with people who share protected 
characteristics can alert you to the possible effects of a planned policy or strategy 
which you can take into consideration when developing a policy or practice.    
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Desktop research: Identify, collect and analyse relevant quantitative and qualitative 
data, published research or information gathered by the government and other 
bodies such as voluntary, community grants and trade union organisations to help 
your analysis.  This evidence must be referred to or referenced within the EA. 
 
 
Local research: Many departments routinely collect community views on planned 
new services or changes to programs or projects.  However it is important to 
recognise that some individuals and communities face a range of social, economic, 
cultural, communication, physical and/or sensory barriers to participation.  To 
overcome these barriers a more proactive and often creative approach is sometimes 
needed to encourage and support their participation. 
 
It is important to review existing methods of gathering information, including 
customer satisfaction surveys, parents, tenants, resident meetings and so on, and 
identify how issues affecting people who share protected characteristics can be 
gathered, analysed and fed back to inform the EA.  This may require some changes 
to traditional consultation practice, venues need to be accessible and additional 
supports may be required if you are to engage and record the views of protected 
characteristic individuals and communities.  
 
Lack of Information:  Any gaps and inadequacies in data should be documented 
within the EA and must include a statement setting out how and when you will gather 
that information.  Consider the possibility of collaborative research with other 
departments and partners. It is important that lack of data does not lead to a lack of 
action in tackling inequality. 
 
Using evidence to inform EA 
It is crucial to use the evidence you collect to inform your assessment.  This will help 
demonstrate that you have met the general duty and have shown due regard to 
eliminating discrimination, advancing equality and fostering good relations.  
 
You should also analyse evidence to identify potential multiple disadvantages. For 
example, an Asian woman could have difficulties accessing services because of 
factors related to both gender and her race. 
 
You may also want to compare your evidence with other similar organisations.  
 
Any consultation or engagement activities should be written up with a clear audit trail 
to the impact it has on how you have finally designed and delivered your policy. 
 
Reviewing and amending 
It is good practice for completed EAs to be reviewed for completeness and accuracy.  
 
Good practice is that the EA should be published at an early stage and contributions 
invited and welcomed.  You should not be worried that an incomplete EA document 
invites criticism or legal risk – some EAs can take a long time to complete and run in 
tandem with the project being delivered.  They, and their associated actions plans 
should be seen as living documents which you can amend (and keep an audit trail of 
such amendments) as you deliver both the work and the EA. 
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Part 3 – Action Plan 
 
The Action Plan should be clearly completed with a lead responsibility and time line 
established.  This should be reviewed at reasonable periods to ensure that the 
identified, appropriate and proportionate actions to mitigate any adverse impact are 
implemented. 
 
Good practice is that EAs should be completed by a group of appropriate people 
rather than by one person in isolation. Do check things out with colleagues – a fresh 
look at a project from an equality perspective is always helpful. 
 
Part 4 – Next Steps and Action Plan 
 
When you have completed your EA please pass it to the Service Director for HR for 
checking and authorising.  A regular review at Performance Challenge will take place 
to ensure that appropriate actions have taken place. 
 
Additional Resources 
 
Places for further information, organisations to contact for consultation and guidance 
expertise and resources you can refer to yourself include: 
 
The Equality and Human Rights Commission 
www.equalityhumanrights.com 
 
http://www.equalityhumanrights.com/advice-and-guidance/equal-rights-equal-
respect/useful-information/useful-links/ 
 
Age 
 
Age UK 
www.ageuk.org.uk/ 
 
Disability 
 
RNIB 
http://www.rnib.org.uk/Pages/Home.aspx 
 
RNID 
http://www.actiononhearingloss.org.uk/ 
 
Mencap 
http://www.mencap.org.uk/ 
 
Gender 
 
Fawcett Society 
http://www.fawcettsociety.org.uk/ 
 
Womankind worldwide 
http://www.womankind.org.uk/ 
 
Women’s Sport Foundation 
http://www.womenssportsfoundation.org/ 

http://www.equalityhumanrights.com/
http://www.equalityhumanrights.com/advice-and-guidance/equal-rights-equal-respect/useful-information/useful-links/
http://www.equalityhumanrights.com/advice-and-guidance/equal-rights-equal-respect/useful-information/useful-links/
http://www.ageuk.org.uk/
http://www.rnib.org.uk/Pages/Home.aspx
http://www.actiononhearingloss.org.uk/
http://www.mencap.org.uk/
http://www.fawcettsociety.org.uk/
http://www.womankind.org.uk/
http://www.womenssportsfoundation.org/
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Women Making a Difference 
http://www.womenmakingadifference.org.uk/ 
 
Gender Reassignment 
 
Press For Change 
http://www.pfc.org.uk/ 
 
Pregnancy and Maternity 
 
Race 
 
VALREC 
http://www.valrec.org/ 
 
BAWSO 
http://www.bawso.org.uk/ 
 
Religion and Belief 
 
Three Faiths Forum 
http://www.3ff.org.uk/ 
 
Muslim Youth UK 
 
British Humanists Association 
http://www.humanism.org.uk/education 
 
Sexual Orientation 
 
Stonewall 
http://www.stonewall.org.uk/ 
 
Schools Out 
http://www.schools-out.org.uk/ 
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