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	Community impact assessment screening process

	Person(s) responsible for the assessment

(Please note that it is advisable that you undertake your community impact assessment in a group)
Anita Grieve, Joanne Cairns, Kathy Bacchus

	Directorate
	Customer & Support Services

	Name of function to be assessed (this can be a policy, procedure, strategy or service)
Dignity at Work Policy


	Date of assessment   02/03/2010
	Is this a function that is; existing

	1. Please provide a brief description of the function or the proposed change to the function 
To deal with harassment and bullying issues in the workplace.  It is a procedure for dealing with complaints by employees.  


	2. What are the aims of the service, strategy, policy or procedure?
It is important to get this right as they will be the focus of the impact assessment
To ensure that employees can work in an environment that supports the dignity of men and women at work, free from harassment and bullying, intimidation and victimisation.

	3. If you are considering a strategy or service, please list any related policies 
Disciplinary procedure, corporate complaints policy, grievance procedure, attendance management policy.

	4. Please list any group who has an interest in or who will benefit from the function (this can include service users, stakeholders, beneficiaries).  
Employees,  employer, trade unions, managers

	5. Please list any aspects of your service or policy which are delivered externally or with external partners.
None

	6. Is there any evidence of higher or lower participation or uptake by different groups?

Socio-economic          Don’t know        Race                                    Don’t know                                         

Age                               Don’t know        Religion and/ or belief       Don’t know   
Disability                      Don’t know        Sexual identity                   Don’t know                        

Gender                         Don’t know 

Since June 2010 we have been collating data with regards to particular equality strands in respect of dignity at work complaints.

	7. Is there any evidence that different groups have different needs, experiences, issues and priorities in relation to this function?

Socio-economic          Don’t know           Race                                    Don’t know                                        

Age                               Don’t know           Religion and/ or belief       Don’t know 

Disability                      Don’t know           Sexual identity                   Don’t know                         

Gender                         Don’t know
No data available

	8. Is there an opportunity to better promote equality and diversity or better community relations for the following groups, by working with others? e.g. partners, community and voluntary groups
Socio-economic           FORMDROPDOWN 
            Race                                     FORMDROPDOWN 
                                          

Age                                FORMDROPDOWN 
            Religion and/ or belief        FORMDROPDOWN 
   
Disability                       FORMDROPDOWN 
            Sexual identity                    FORMDROPDOWN 
                         

Gender                          FORMDROPDOWN 
    

	9. Have consultations with relevant groups, organisations or individuals indicated that this policy creates problems that are specific to them?

Socio-economic          Don’t know         Race                                    Don’t know                                       

Age                               Don’t know         Religion and/ or belief       Don’t know   
Disability                      Don’t know         Sexual identity                   Don’t know                      

Gender                         Don’t know

	If your have answered ‘yes’ to the last four sections you will need to complete the rest of the form, If you have answered ‘no’ to them please complete the next box and return to your directorate equality lead officer.

	Comments No grievances or complaints have been received in relation to the policy although there is no awareness if any groups have been consulted with.  At the time of implementation and development consultation took place and comments were taken on board as appropriate.
Date sent to directorate equality lead officer      

	Screening received and reviewed by directorate equality lead officer

Name                    Date                                  Signed


	Full community impact assessment

	Narrowing the gap – socio-economic inequality

	Please consider the following areas…  FORMDROPDOWN 


	1. How does the service ‘narrow the gap’ and reduce the extent to which outcomes are dependent on income? 

The policy keeps people in work by resolving issues.  The application of the policy may reduce the incidences of work related stress.

	2. Please list any barriers which may prevent people from low income backgrounds from achieving positive outcomes from the function
None known

	3. Please detail how these barriers may be overcome.

n/a

	4. Please list any baseline income data and analysis which indicate that deprivation issues are relevant to your function

We are the 15th most deprived Local Authority in the Country and within the worst 5% (workforce development plan)


	5. Please provide evidence of how services are targeted or designed based on our knowledge of need and deprivation

The policy is not targeted or designed based on need and deprivation.

	If your policy is relevant to narrowing the gap, please continue to complete this section.

	6. Please list any data or evidence you have which demonstrates access of service and benefits
Not required to answer

	7. Does this data show that any groups access the service more/less?

Not required to answer

	8. Does this data show any better or worse outcomes are achieved from the service for different income groups?

Not required to answer

	9. Can any unfavourable impacts be justified? 
Not required to answer

	 Age

	Please consider the following areas…  FORMDROPDOWN 


	1. Please list any barriers which may prevent people from achieving positive outcomes from the service as a result of their age 
The City Council adheres to Employment legislation in relation to Age.  However, different age groups may face different issues.  
Stereotyping



	2. Please detail how these barriers may be overcome.

Training of managers and supervisors.  Policy to be applied consistentlyAdequate supervision and support for employees.   Awareness of issues – adapting outcomes to the individual.

	3. Please list any baseline data or evidence you have e.g. census data
No data available


	4. Please list any data or evidence you have which demonstrates service users accessing the service 

Baseline data is available through the following link:-

http://ehrc-consult.limehouse.co.uk/portal/equality_bill/equality_act_employer?pointId=1263205384503

	5. Does this data show that any groups access the service more/less?

No data available

	6. Does this data show any better or worse outcomes are achieved from the service for this group?

No data available

	7. Can any unfavourable impact be justified? 


	Disability

	Please consider the following areas…  FORMDROPDOWN 


	1. Please list any barriers that service users may encounter when accessing services 

May find it difficult to meet set timescales
Issues of literacy / articulation – to get views / feelings across 
Accessibility of facilities at appeal stage. 

Policy restricts support to TU rep / colleague

If employees are not aware of the correct procedure to follow or are unclear about the outcomes they are seeking

If employees do not realise that the behaviour they are experiencing may amount to bullying and harassment 

	2. Please list any barriers which may prevent people with disabilities from achieving positive outcomes from the service. 

Employees with stress and depression may not see the process through / or have difficulty in communicating due to personal issues.
Lack of knowledge of what third party services are available to support the person.

Disability may not be shared / visible and may not be taken account of.

Verbal / written communication issues.

	3. Please detail how these barriers may be overcome.

Additional support offered instead of TU and Colleague
Change of location, timescales, notetakers to accommodate disability

Allow additional time / breaks during meetings / following meetings 

Different formats of policy

Making sure all reasonable adjustments can be done.  Use services such as access to work.
Publicising services available / promoting / and ensuring availability of relevant information. Consider alternative ways of communicating. 

	4. Please list any baseline data or evidence you have e.g. census data
Since the community impact assessment was completed a workforce audit was undertaken in November 2010.   Based of the responses received we have …..% of employees with a disability.

 

	5. Please list any data or evidence you have which demonstrates service users accessing the service 

See question 4 under Age

	6. Does this data show that any groups access the service more/less?

N/a

	7. Does this data show any better or worse outcomes are achieved from the service for this group?

N/a

	8. Can any unfavourable impact be justified? 
Any additional support offered would be a reasonable adjustment

	Gender

	Please consider the following areas…   FORMDROPDOWN 


	1. Please list any barriers that service users may encounter when accessing services 

Some employees may be on maternity leave/ pregnant and may not be able to get issues resolved within timescales before they commence their maternity leave.
Transgender – data confirms that this group are more vulnerable to bullying and harassment
Some employees may not be aware of policies and may not have access to the intranet due to the nature of their work. 
Stereotyping, individuals with childcare responsibilities, pregnancy, transgender stereotyping – potential prejudice.

	2. Please list any barriers which may prevent people from achieving positive outcomes from the service as a result of their gender 

Unable to complete investigation due to maternity or extended leave.  Transgender staff undergoing treatment which prevents them from completing the stages of the policy.
Publicise the policy widely. Additional support available to provide transgender people confidence in the policy

	3. Please detail how these barriers may be overcome.

Extend timescales.  Offer additional support to resolve before maternity leave / treatment commences.  Allow employee to submit statements during mat leave / treatment.
Awareness raising for managers.

Ensure everyone has access to the policy

	4. Please list any baseline data or evidence you have e.g. census data
None


	5. Please list any data or evidence you have which demonstrates service users accessing the service 

See question 4 under Age

	6. Does this data show that any groups access the service more/less?

N/a

	7. Does this data show any better or worse outcomes are achieved from the service for this group?

N/a

	8. Can any unfavourable impact be justified? 
Unknown

	Race

	Please consider the following areas…  FORMDROPDOWN 


	1. Please list any barriers that service users may encounter when accessing services 

Understanding the policy if English is not their first language 
Cultural issues 

If employees are not aware of the correct procedure to follow or are unclear about the outcomes they are seeking

If employees do not realise that the behaviour they are experiencing may amount to bullying and harassment

	2. Please list any barriers which may prevent people from achieving positive outcomes from the service as a result of their race

Not being aware of cultural needs / background, may prevent effective and timely resolution
Need for translation / interpretation services may delay resolution as sometimes diffcult to access quickly.
Language issues – may not be able to express themselves effectively.

	3. Please detail how these barriers may be overcome.

City Council has agreed services for Use of interpreter, translator etc
Allow additional support for employee.

Training for managers in cultural awareness.

Policy in other languages / more accessible 

Additional time to allow for language / communication issues.   

	4. Please list any baseline data or evidence you have e.g. census data
No data available


	5. Please list any data or evidence you have which demonstrates service users accessing the service 

See question 4 under Age

	6. Does this data show that any groups access the service more/less?

N/a

	7. Does this data show any better or worse outcomes are achieved from the service for this group?

N/a

	8. Can any unfavourable impact be justified? 
Unknown, but issues relating to race are usually taken very seriously and normally dealt with at Stage 2 of the policy so a full and thorough investigation would have taken place.  

	Religion and/or belief

	Please consider the following areas…   FORMDROPDOWN 


	1. Please list any barriers that service users may encounter when accessing services 

Might not be able to attend relevant meetings or access the policy immediately if falls on religious days. 
If employees are not aware of the correct procedure to follow or are unclear about the outcomes they are seeking

If employees do not realise that the behaviour they are experiencing may amount to bullying and harassment

	2. Please list any barriers which may prevent people from achieving positive outcomes from the service as a result of their religion and or belief

Cultural upbringing –eg  chaperones may be required
People of certain faiths may need flexibility to pray, attend festivals.

Stereotyping

	3. Please detail how these barriers may be overcome.

Ensure meetings are not on religious days. Rearrange meetings.  Be aware of staff’s religious requirements. Training for managers.

	4. Please list any baseline data or evidence you have e.g. census data
No data available


	5. Please list any data or evidence you have which demonstrates service users accessing the service 

See question 4 under Age

	6. Does this data show that any groups access the service more/less?

N/a

	7. Does this data show any better or worse outcomes are achieved from the service for this group?

N/a

	8. Can any unfavourable impact be justified? 
Unknown

	Sexual identity

	Please consider the following areas…   FORMDROPDOWN 


	1. Please list any barriers that service users may encounter when accessing services 

None
If employees are not aware of the correct procedure to follow or are unclear about the outcomes they are seeking

If employees do not realise that the behaviour they are experiencing may amount to bullying and harassment

	2. Please list any barriers which may prevent people from achieving positive outcomes from the service as a result of their sexual identity
Discrimination / unfair treatment from managers. Possible lack of confidence in the policy.
Sterotyping

	3. Please detail how these barriers may be overcome.

Awareness training.  Monitoring of outcomes.  Input from HR / Legal as required.

	4. Please list any baseline data or evidence you have e.g. census data
No data available


	5. Please list any data or evidence you have which demonstrates service users accessing the service 

See question 4 under Age

	6. Does this data show that any groups access the service more/less?

N/a

	7. Does this data show any better or worse outcomes are achieved from the service for this group?

N/a

	8. Can any unfavourable impact be justified? 


	Community cohesion

	Please consider the following areas…  FORMDROPDOWN 


	1. Does the function promote/support community cohesion? 

Yes, policy promotes understanding and tolerance and helps employees to get on together.
Supports employees to remain in work

	2. If community cohesion is relevant to your function what steps will you take to promote it?
Training and development of staff 


	Consultation – planning

	Who are the groups, organisations and individual most likely to be affected by the proposed policy, directly and indirectly?
Age, gender, race, religion and belief, disability, transgender, sexual identity, pregnancy and maternity and marriage and civil partnership


	What methods of consultation are most likely to succeed in attracting the organisations and people you want to reach?

· Consultations with unions
· BME staff group
· Staff disability group

· LGB & T staff groups



	Has there been any recent research or consultation with the group/individuals you plan to consult? (please give details)

· None, only at formulation of policy.


	Consultation- results



	When did you undertake the consultation? 
· Last reviewed December 2005


	Did you reach all the groups/individuals you wanted to reach?

Yes 

	What did you find?

· Policy needs reviewing again to bring in line with Grievance procedure.

	What will you change as a result of the consultation? Please ensure this is captured in the action plan

· Amalgamate grievance and Dignity at Work policy (3 month deadline)
· Make sure policy available in alternative formats when required- Audio, Braille, alternative languages
· Establish methods of information gathering / data collection and associated monitoring of the information in order to identify if there is any disproportionately.
· Produce managers guidelines / standard letters / flowchart.


	Action plan (following consultation)
Please list issues identified from targeted consultation and actions required

	Issue identified
	Action required
	Person responsible
	Date required by
	Outcome

	Dignity at Work policy and Grievance procedure have been combined into one policy.  Currently in first draft form 
	Consultation
	RH
	July 2011
	One policy will be in place

	Policy to be accessible of policy to all clients
	Look at methods of getting policy to all clients
	RH 
	 July 2011
	Easily accessible for all using clear methods

	Revised guidance to be available including standard letters / manager’s guidelines and flowcharts
	
	RH 
	 September 2011
	All managers fully informed and can follow guidance on available schemes

	Clear language is used in policies for example use of “plain English” language
	
	
	Completed
	

	Policy in draft. Consultation to take place with trade unions/ mgrs/ equality advocates/ disability staff groups over next 3 months

	Ensure all groups input to revised policy
	DD
	July 2011
	A policy fit for purpose     

	Data collated since July 2010 via HR Database
	Ongoing  
	DD
	Ongoing
	

	There will be communication strategy via HR Surgeries and the intranet to brief managers of the revised policy and its application. 
	Agree how achieved / resources / responsibilities 
	ALL HR Consultants 
	Dependant on launch date of revised policy.
	Managers will be fully trained.  Staff will be aware of new policy

	Review policy annually 
	via HR Consultants appraisals
	HR Manager
	Ongoing 
	Policy will be assessed for fit for purpose.

	Please ensure you have provided as much evidence as possible to support the responses you have given

	Additional comments

     


	Monitoring

	How and when will the action plan be monitored?

Fortnightly meetings with potential to move to monthly once progression of policy development is underway

	How and when will outcomes be recorded?

Published as part of the Equality Framework, the Equality Scheme and as part of the business planning process

	Who will the results of the impact assessment be shared with?

Corporate Equality Lead Officer Group

	Have the actions been mainstreamed into the service plan?

Yes

	Quality assurance

	When you have completed your impact assessment, it must be submitted to your directorate quality assurance panel for approval.
     

	
	
	
	
	

	Signed
	     
	Dated
	     
	(Completing officers)

	
	
	
	
	

	
	     
	Dated
	     
	

	
	
	
	
	

	Signed
	     
	Dated
	     
	(Lead officer)

	
	
	
	
	

	Signed
	     
	Dated
	     
	(Quality assurance panel)

	
	
	
	
	

	
	     
	Dated
	     
	

	
	
	
	
	

	
	     
	Dated
	     
	

	
	
	
	
	

	
	     
	Dated
	


	

	
	
	
	
	

	This impact assessment must be reviewed every three years. 

Review date:      
Please send your approved impact assessment and narrative to elaine.barber@salford.gov.uk, for publishing on the council’s website.


�









Page 14 of 16

