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	EQUALITY AND DIVERSITY IMPACT ASSESSMENTS

Please transfer any actions you intend to take to improvement plan at end



	NO. 
	QUESTION

	
	GENERAL

	1
	Please provide a brief description of the function and/or related policy(ies) including its aims and objectives

	
	Recruitment & Selection – To attract and retain high calibre employees with the necessary skills to deliver quality services to the public.
The recruitment & selection process should be equitable and enable the council to attract from a diverse range of backgrounds without discrimination on the grounds of ethnicity, gender, disability, age, sexual orientation or religious belief.
Recruitment is carried out by relevant service areas with support and guidance provided by Human Resources throughout the process. HR organise recruitment advertising and provide advice/support on job advert, job description, person specification, shortlist criteria and interview questions.


	2
	Please list the main stakeholders/beneficiaries in terms of the recipients of the function or the target group at whom the policy is aimed

	
	Members of the public
Employees, Councillors
Recruitment agencies & agency staff supplied.


	3
	If the function is provided by another organisation or agency on behalf of the Council, please give the names of these organisations/agencies

	
	On occasions, recruitment agencies may be used for short term employment contracts. For administrative roles the council currently uses the following recruitment agencies based in Stroud:  First Base, Travail, Weststaff in addition to Reed Employment based in Cheltenham.

For more specialised temporary recruitment needs the relevant Head of Service or line manager will contact specialist agencies direct.



	
	CONSULTATION

	4
	Please list any consultation activity with internal or external customers carried out over the last year: e.g. satisfaction surveys, focus groups,etc

	
	All recruiting managers are requested to complete a customer satisfaction questionnaire following each recruitment exercise.  Shortlisted candidates are also requested to complete a customer satisfaction survey.  Any issues raised by candidates or the interview panel that may be of concern are highlighted and acted upon. 


	5
	Please list any alternative arrangements you have made or are planning for consulting with hard-to-reach groups within the community

	
	· Liaising with local schools to further develop our work experience programme in order to provide opportunities for young people to gain experience of working in different areas of the Council with the aim of attracting young people to apply for a job with the Council in future years.
· Working with the Youth Council, again with the aim of attracting young people into local government, ensuring that they know what opportunities exist.

· Working with the local college to offer apprenticeships within the Council.

· Working with the local Job Centre to help give opportunities to people out of workplace due to disability.
· Analysis of up to date population statistics for ethnic groups within the Stroud District as to whether there is a specific need to target any group for instance Indian, Pakistani’s or immigrant Eastern European groups.


	6
	Please list the equality groups you have consulted with?

	
	We have previously consulted with the Equalities Advisory Panel regarding the recruitment application form, following which a number of changes were made.  We have also consulted with Modern Eyes consultancy regarding advice on our application form from a disability angle and also advice with regards to a specific case where a candidate with a sight problem had been selected for interview and needed reasonable adjustments made to the selection process on the interview day.


	7
	Please state how you consult with members of your staff about your function/policy



	
	Through regular team meetings 121s and appraisals. 
In the Council as a whole through providing key recruitment & selection documents on the Council’s intranet (Hub) under Human Resources and also under Key Documents.  Any changes in recruitment practices are communicated to the wider organisation through the intranet, Heads of Service meetings and email communications to relevant staff.



	8
	Please list any changes to your function or policy that you have made, or you plan to make as a result of consultation with different groups.  (Include this in your improvement plan summary attached)

	
	The recruitment application form was updated to take account of the views of the Equalities Advisory Panel and also as a result of new equalities legislation effective from 2006.


	
	DISCRIMINATION

	9
	Please list any evidence you have of the function or policy having an adverse impact on different groups – this can be internal or external

	
	No evidence across a wide range of areas, however;
Recruitment Testing: may adversely affect some people with disabilities, and people from ethnic groups where English is not the first language. (most SDC jobs require a proficient level of English but there may be some where this is not as important).
McQuaig Word Survey: 

McQuaig MOT:  This is currently a paper timed exercise and sometimes presents problems with regards to candidates with sight problems and dyslexia.  Clear written guidance would be useful from the provider with regards to making sure that no group is adversely affected with regards to the McQuaig tests.

Other testing as part of the selection process.  Tests are often created by the relevant manager and may implicitly benefit an applicant that is already in the same area.  This is being addressed by investigating the provision of externally verified tests (e.g. IT based MS Word, excel tests).

Recruiting managers do not see any personal details on the candidate’s job application form relating to age, gender, religion, ethnicity or disability.  Shortlisting is based upon qualifications and knowledge, skills and abilities section of the job application form.  
Once the shortlist is returned by the recruiting manager to HR it is checked and any applications from disabled candidates who have not been shortlisted for interview are double checked against the ‘essential’ criteria on the person specification.  Any disabled candidates who meet the ‘essential’ criteria are selected for interview.

Interview questions are checked by HR prior to the interview day to ensure no bias or discrimination exists.
Greater HR input/attendance on interview panels would help assess the standard of job interviews and also help reduce any possible adverse impact that may occur, (see improvement plan).  
Likewise, best practice where possible from a gender perspective could be to have a mixed gender interview panel.

Recruiting managers have been identified and have attended Recruitment & Selection training courses to help equip them with the skills and awareness needed.  As and when new managers join the council there will be the need for further recruitment & selection training sessions in the future.


	10
	Could the function or policy have an adverse impact on relations between different groups? If so, please describe

	
	No – there is no evidence of this.


	
	SERVICE DELIVERY

	11
	Please list any alternative ways designed to improve access to or use of your service by different groups, (and include this in your

improvement plan summary attached)

	
	External Groups (e.g. candidates and external organisations/groups);
· Using alternative job websites (e.g. Disabled workers.org) to highlight job opportunities. We also on a periodic basis take advantage of trials using recruitment websites such as totaljobs.

· There is currently no facility to complete the job application form truly online.  It is hoped that with the commencement of a new HR/Payroll system option in 2009 that an online recruitment option will be part of the package.

· Developing closer links with Stroud College, local schools and Stroud jobcentre – more external promotion of jobs and careers with the Council.
· Investigate the possibility of a jobs/careers open day at the Council Officers in 2009.

Job advertising:
There is possibly a need to review how we distinguish between when to advertise internal only and when to advertise externally.  The provision of written guidance as part of the recruitment ‘Key Documents’ on the Hub would be beneficial.
Review the jobs pages on the SDC website re: clarity of information and accessibility with IT and the Web Editor.

Job application form:

This has already been altered in line with requirements & best practice under disability and age legislation.  The definition of disability was updated in 2006 and dates of employment / dates of education & qualifications have been removed from the form to help negate any age discrimination. Absence information has also been removed.
Person specification:

· Ensure use of plain English.
· HR to check for clear, non-discriminatory criteria on all person specs before published.

· HR to challenge the requirement for driving licence with recruiting manager where occurs to see if it is a genuine necessity for the job or whether there are other options available.

Job advert:
· HR to check job adverts to ensure the use of plain English and that the advert text does not inadvertently discriminate against any group.


	12
	Please list any alternative ways designed to improve access to information about your service by different groups (and include this in your improvement plan summary attached)



	
	Review and update where necessary information on the jobs section of the Council’s website re: applying for jobs with the Council, a day in the life of…interview tips etc.
Internal Groups (employees);

· Need to re-visit and re-communicate recruitment & selection policy.

· Updated recruitment guidance for Managers needed on the Intranet (Hub).



	13
	Please describe how you carry out monitoring of take up of your function/policy



	
	Data on total job applications, shortlisted applications and new starter information is monitored with regards to gender, race, and disability.  Any trends are highlighted and discussed with a view to taking action if required. This information will be monitored on a quarterly basis.
There is currently no monitoring in relation to age, religious belief or sexual orientation however these areas are detailed in the Equal Opportunities Monitoring section of the job application form which is for HR use only.


	14
	How are the results of any monitoring analysed, reported and publicised? 

	
	Results are analysed quarterly by means of graphical interpretation and written description of results.

	15
	Does an analysis of your customer base against baseline population figures for the district show that you are reaching all groups in the Stroud District? If not, which groups are adversely affected? 

	
	Yes – results are broadly in line with 2001 census figures.

	16
	Please list any changes to your function or policy that you have made or plan to make as a result of monitoring



	
	Made:

Use of job advertising on a specialist disability website: www.disabledworkers.org
Plan to make:

More HR input on interview panels – however this is very much resource dependant in a small team.


	
	MISCELLANEOUS

	17
	If your function is provided by a private sector or voluntary sector organisation on a contract basis, please list any arrangements you have

made or plan to make to ensure that these comply with equality

	
	Ensure that recruitment agencies have equality policies and that they comply with employment legislation in relation to equalities.


	18
	Have you received any complaints about your function/policy in respect of equality issues? If so, please give a brief description



	
	No complaints received.


	19
	Please list any staff training issues on equality arising from this assessment, (and include this in your improvement plan summary attached)



	
	· Ensure that anyone participating in a recruitment exercise has received adequate training in equalities 
· Ensure that professionally qualified HR staff keep up to date with legislative employment changes

· Ensure that other members of the HR team are briefed on equalities issues as and when appropriate



	20
	Does your function or policy result in any financial support being given to any equality groups within the voluntary and community sector. 

If yes, please list organisations and amounts



	
	No



EQUALITIES ACTION PLAN

The Service area will contribute to the Service and Council Equalities agenda through the following activities:
	Ref
	Action
	Lead officer
	When
	Resource
	Target/ Objective

	HR1
	Investigate to ensure that all recruitment agencies used by SDC have Equal Opportunities policies 


	Senior HR Officer
	Jan 2009
	Officer time
	To ensure that recruitment agencies that SDC uses for admin/clerical roles are committed to equality issues and putting the best candidate(s)forward for consideration regardless of age, ethnicity, disability, gender, religion & sexual orientation.

	HR2
	Brief members/tenants/trustees who may be involved in a recruitment process (but not on a panel) regarding equalities such as avoiding stereotyping


	Senior HR Officer
	As and when appropriate
	Officer time
	To ensure that  no claims of discrimination in the recruitment process are received and to ensure that all candidates are treated fairly



	HR3
	Request a budget for marketing in relation to recruitment and selection, particularly important if SDC wants to attract young people
	Head of HR in conjunction with Head of Policy & Comms.

	Jan 2009
	Not yet known
	To market job and career opportunities within the Council to as wide an audience as possible but with a particular focus on attracting young people



	HR4
	Ensure that all of those involved in the recruitment process are fully trained and aware of their responsibilities
	Senior HR Officer
	As appropriate and according to training needs identified via the appraisal process
	Funding required from relevant service unit
	To ensure that  no claims of discrimination in the recruitment process are received and to ensure that all candidates are treated fairly



	HR5
	Developing closer working relationships with local agencies such as Jobcentre and Stroud College


	Senior HR Officer
	Jan 09 onwards
	Officer time
	Increase exposure to a diverse audience of the jobs that SDC offers.



	HR6
	Review & update recruitment policy and guidance as necessary and communicate to SDC managers
	Senior HR Officer
	Jan 09 onwards
	Officer time
	To have clear, concise guidance and policy that managers can follow ensuring as far as possible fairness for all.

	HR7
	To investigate the use of externally provided IT Tests as part of the recruitment process
	Senior HR Officer
	Jan –Feb 09
	Officer time
	Ensure that any tests involved in recruitment are fair for all. 

The provision of IT tests that are externally verified and to ensure that current McQuaig test do not have an adverse impact from an equalities perspective.

	HR8
	To ensure that equalities data in relation to recruitment, specifically in relation to gender, race and disability is monitored effectively and interpreted on a quarterly basis.
	Senior HR Officer
	January 2009 onwards
	Officer time & BSA time to input raw data
	Ensure that there is clear equalities information that is ‘fit for purpose’.  Information to be kept up to date, monitored and examined on a regular (quarterly basis).  To identify this information for any possible areas of concern.
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