East North East Homes Leeds
EIA Process
Below is a guide to help you when completing the assessment process. Each stage is numerically linked to a question or questions on the equality impact assessment form.
	Stage
	Activity

	1. Mapping policies, practices and procedures
	· You need to gather all policies, procedures and practices from your service area. This is important to ensure we are able to eliminate direct or indirect discrimination from any policy or procedure.
· Once you have collected all policies you need to map which policies have and which policies have not, been assessed. A summary of previous assessments are under the equality and diversity pages on the internet.

· Policies need to be assessed every 3 years, therefore if it has been assessed you do not need to do so again until this time.

	2. Aim of the policy, practice, 

procedure 
This links to questions 2 on the equality impact assessment form
	· You need to identify the aim of the policy that you are impact assessing.
· Once you have identified the aim, you need to decide whether or not the policy is ‘equality relevant’. Does the policy affect different types of stakeholders? For example people with a disability? Or women more than men? If so it is likely to be equality relevant. If it is not equality relevant it is more likely to be a technical policy. An example of this would be a lawn mowing procedure. This is a procedure that does not affect certain groups of people as it is about using a lawn mower. This is what makes it a technical policy.
· If the policy is not equality relevant then no further action is required. This decision needs to be recorded on the impact assessment form. You then need to send the finished form to the equality and diversity team to get it equality assured and signed off.

	3. Initial screening for adverse impact

This links to questions 2,3,4,5 and 6 on the equality impact assessment form


	· The initial screening helps to establish the aim, policy owner and stakeholders. The questions below are what you will need to answer when completing the assessment
· What is the purpose of the policy?

· Who is responsible for the policy?
· Who are the main stakeholders of the policy? i.e. anyone who might be affected by the policy
· Is there any evidence that different groups have different needs in relation to this policy?

· Can this policy help or hinder the equality aims, values or objectives of East North East Homes Leeds?

	4. Prioritisation

This can be done once the initial screening has taken place
(Prioritisation continued)
	· You need to know whether the policy is of high, medium or low risk to an equality group. This will help you to see what you need to assess first. 
(Please see next page)

Policy

Service Area

Level of Impact 

Applicable equality strands

Date assessed

Access to Personnel Records

Corporate Service

Low

None

Complaints Policy

Housing Services

Med

Disabled,

Equality & Diversity Procedure

Housing Services

High

Age, Gender, Disability, Race / ethnicity, Religion & Belief and Sexual Orientation
 You could use a table like the one above to do this. This can then be attached to the assessment as evidence.

	5. Data collection

This links to questions 7,8 and 9 on the equality impact assessment form


	· It is important to collect data to support the document you are assessing. For example material from similar sized organisations may be used to benchmark against what type of information needs to be included within a policy.
· A variety of external data and research may be useful in identifying barriers and issues where equality is likely to be a priority e.g. census data, labour force surveys, research from the Equality and Human Rights Commission. Organisational data can also be used to identify any irregularities including equality monitoring data, surveys, consultations, complaints and grievances. 
· Some data can be especially important where there are particular issues surrounding sensitivity. Disability and sexual orientation are two such areas. It is important to ensure all data is kept confidential and the Data Protection Act is adhered to.

	6. Adverse Impact

This links to questions 8,9 and 10 on the equality impact assessment form.
	· It is important to look for any evidence of adverse or negative impact. Indicators of adverse impact may be identified in the following ways:

· Lower participation rate of some equality groups compared to others.

· Eligibility criteria appear to disadvantage certain equality groups.

· Access to services and benefits are reduced or denied to some groups compared with others. An example of this could be that one group may face increased difficulty accessing services as their particular needs are not recognised.
· You are allowed to positively discriminate against certain equality groups. For example, if women are under-represented in particular grades, positive action programmes may be put in place to encourage more applications. 

	7. Eliminating adverse impact


	· Any adverse impacts you identify need to be captured on the impact assessment form. If you believe the policy does not discriminate against any equality group you then need to send your outcomes to the equality team to be equality assured. This assessment can then be signed off.
· Any adverse impacts that are found need to be identified and actions established to resolve them. There are various ways in which the adverse impact of the policy can be mitigated:
· Changes can be made to the policy itself or changes can be made to how the policy is implemented.

· The policy can be replaced and a new policy can be put in its place.
· Further research may need to be undertaken

	8. Consultation 
This links to question 11 on the equality impact assessment form
	It is important to assess the policy with people that it can affect. For example if the policy affects our tenants then we should invite tenants to take part in the consultation process. If the policy affects certain equality groups then you should invite these groups to take part. By doing this you are making sure the organisation is meeting our legal obligations under the Race and Gender Duties. A requirement of the Disability Duty is that disabled people are directly engaged in the impact assessment process.

· Under the specific duties organisations have to consult on the results of the impact assessment. This may be carried out through the diversity page on ENEHL’s website
· This will take place when the impact assessment exercise is complete and before the revised policies, practices or procedures are published

	9. Publication of impact assessment

    and findings

This links to question 12, 13 and 14 on the equality impact assessment form
	· Under the specific duties of the legislation, organisations have to publish the results of impact assessments.

· The report will include a summary of each policy, the process undertaken, decisions made and reasons for the changes. A report form has been produced and on completion a copy of this along with the amended policy should be sent to the equality and diversity team. 

· Once you have fully completed the assessment you need to hand it over to the Equality Team. You can post the impact assessment to Tribeca House 71 Roundhay Road, Leeds, LS7 3BE or send it to enehle&d@leeds.gov.uk 
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