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2.Foreword

TBC

Signed Chair of EVOC board, Council Leader, Council Chief Executive, Lead Executive Member for Equalities and Voluntary Sector

3. Introduction

3.1 Equalities law has undergone a radical transformation over recent years with a move from the reactive to the proactive. The introduction of the Race Relations (Amendment) Act 2000, Disability Discrimination Act (Amendment) 2005 and Equality Act 2006 has led to new general and specific equality duties for race, gender and disability and the formation of the new Commission for Equalities and Human Rights (CEHR). 

3.2 The new laws are designed to tackle institutional discrimination in public sector organisations, increasingly seen as the major cause of inequality for equalities target / vulnerable groups. The notion of equalities target / vulnerable groups is a move away from the equalities strand models previously deployed by public sector organisations. Such models were focused on broad gender, race or disability equality issues. It is now recommended good practice to look across a broader range of equalities domains, including age, sexuality and faith / belief, and within these domains at specific communities that are subject to persistent and stark discrimination, prejudice and inequality i.e. equalities target groups.

3.3 For the purposes of this guide the term equalities target group will encompass those groups of people in society who are subject to significant discrimination, prejudice and inequality in the following equality domains:

· race;

· gender (including gender identity);

· age;

· faith / belief;

· sexual orientation; and

· disability.

Two important dimensions to consider when assessing what are equalities target groups are economic status and language. The prevalence of poverty and / or the use of a different language can often lead to an increased risk of discrimination and inequality. 

3.4
It is not the purpose of this guide to provide a definitive list of equalities target groups, rather, it will provide a framework by which individual organisations can come to their own understanding and agreement on these matters. Guidance can be sought from the Council and EVOC at the contact details provided below.

3.5 
Equalities law comprises two sets of legal duties, the general duties and the specific duties. The general duties described in the current legislation (see paragraph 3.1) are similar in respect of race, gender and disability. It is expected that further chapters of the Equalities Act will introduce the same general duties for age, faith / belief and sexuality. The general duties describe long term aims the legislation hopes to bring about and can be summarised as follows:

· promoting equality of opportunity for equalities target groups;

· eliminating unlawful discrimination against equalities target groups;

· promoting good relations between people from equalities target groups and other groups in society;

· promoting positive images of equality target groups;

· tackling harassment of equality target groups;

· taking account of the needs of different equalities target groups, even where that implies favourable treatment; and

· promoting equalities target group involvement in public life.

The specific duties are also similar in respect of race, disability and gender. They differ from the general duties in that they describe more practical requirements to the legislation. They include the requirement to undertake: 

· equalities relevance assessments;

· equalities impact assessment programmes;

· equalities action planning;

· training and awareness raising;

· consultation, involvement and gathering information;

· monitoring and evaluating performance; 

· equalities in procurement;

· public reporting; and

· monitoring and positive action in employment,

3.6 Statutory public sector arrangements to meet the new general and specific legal duties must be described within an equalities scheme. A scheme can be described as a set of organisational arrangements and processes that when implemented, lead to a series of outcomes and impacts. Some public sector organisations choose to develop specific schemes for specific legislation (e.g. a race equality scheme to meet the duties of the RRAA2000), others choose to develop multi equalities schemes to meet a broader range of legal duties across different domains. This guide promotes a multi equalities scheme approach.

3.7 Whilst the general and specific duties are clearly delineated for the statutory public sector, the position is not so clear for the voluntary sector. Organisations in receipt of public funds in the voluntary sector should be encouraged by public sector funding bodies to work towards achieving the general duties and arguably, implement some of the specific duties, through not all, depending on the relevance of the funding arrangements. 

3.8 In an attempt to provide clarity, the policy position adopted by this guide is that it is recommended best practice for the voluntary sector to develop multi equalities schemes that implement all the specific duties in a proportionate, relevant and complimentary manner. The size and breadth of the scheme for each voluntary sector organisation will depend upon:

· the size of the organisation and available resources;

· the size of the public sector contract / agreement;

· the relevance of the contract / agreement to equalities legislation; 

· the relevance of the contract / agreement to equalities target groups; and

· the quality of practice in relation to both employing equalities groups and delivering services to equalities groups.

3.9 The advantages of this approach are numerous and include:

· more practical action in the voluntary sector to address inequality and promote diversity, both in employment and service delivery;

· long term and sustainable approaches to equalities legislation in the voluntary sector;

· a more consistent approach across the community planning spectrum to work with equalities target groups; and

· a systematic and efficient method to meet the current and potential equalities requirements of funding bodies.

3.10 This step by step guide provides an opportunity for the voluntary sector to engage with the new legislative environment for equalities. The voluntary sector has promoted equalities and diversity for many years, so the sector is starting from a point of knowledge and understanding. It is clear there is a willingness to look at implementing the new general legal duties, but there is confusion about the extent to which the specific legal duties apply to the sector, for example, equalities monitoring in employment and equalities impact assessment. This guide will clarify understanding in this regard.

3.11 To supplement this guide there will be quarterly, free, one day training modules on how to develop a voluntary sector multi equalities scheme, facilitated by the Council and EVOC. There will also be supplementary modules on other equalities matters. Further information on these can be obtained from:


EVOC


3.12 Both the Council and EVOC are happy to receive constructive feedback on this guide. Please contact:


The Equalities Unit, City of Edinburgh Council, 12 St Giles Street, Edinburgh, EH1 1PT, 0131 469 3726, equalities.team@edinburgh.gov.uk
4. How to develop and implement a MES

4.1 In order to develop and implement a MES, first establish a project team. This should consist of more than one organisation and should involve an equalities specialist in an advisory role. Ideally, it should also involve a diverse range of paid staff, volunteers, board members, service users and equality target group community representatives. Then access one of the free, daylong training modules described above.

4.2 The organisation should set up a word document, which mirrors the scheme structure set out below, and simply follow the suggestions provided, inserting relevant text, diagrams and tables as the step by step process is followed.

4.3 If you require any further information or assistance you can contact the Council’s Equalities Unit or EVOC. Please don’t be afraid to ask for advice, information or support at any time.

The Multi Equalities Scheme Structure

Section A

Organisational context and background

A1.     State the name and organisation’s contact details, its aims, what it does, who it is funded by, who works for the organisation and the constitutional arrangements. Much of this information will be in annual reports, constitutions or funding applications.

A2.     Describe the project team and on whose authority the development of the scheme was authorised.

A3.     Give examples and any information on previous equalities and diversity work. For example, projects for equalities target groups, staff and board composition by age, gender, ethnicity and disability in % terms or equality issues the organisation is interested in. 

A5.     State the aims of the scheme and provide a list of what outcomes and impact you want as a result of developing and implementing the scheme.

A6.     List what the organisation thinks are equality target groups within the six equality domains (see sections 3.2 – 3.3) in the following table. Try to base your assessment on evidence rather than anecdote:

	Equality strand / domain
	Target group

	Race (R) 
	

	Gender and gender identity (G)
	

	Disability (D)
	

	Faith / belief (F)
	

	Age (A)
	

	Sexual orientation (S)
	


A7.     Finally, state how the long the scheme will last. Best practice encouraged by the equality commissions and this guide is three years.

Section B

Relevance assessments

B1.
This is one of the more technical specific legal duties and it can be quite time consuming. However, it will assist the organisation to state its priorities in relation to equalities work. It is also a starting point linked to all other arrangements described within a scheme and thus is an essential first step in the process of developing a scheme.

B2.     Firstly, list all of the organisation’s policies and functions in the left-hand column of the table below. Functions are what the organisation does, for example, the services or projects the organisation delivers, or the internal employment functions. Policies can be related to services, employment or governance.

B3.     Then ask the following relevance assessment questions of each of the functions and policies listed for each equality target group listed in Section A. It is easier to do this exercise if you assess each function / policy in turn looking at all equality target groups. The relevance questions are:

1. Could the function or policy contribute to the organisation implementing the general legal duties?

2. Could the function or policy have an impact (positive and / or negative) on equalities target groups (see Section A6)?

3. Have equalities target groups expressed concern / complained about the function / policy?

4. Is there evidence that the policy / function discriminates against equalities target groups.

B4.     Grade your answers high, medium or low for each equalities domain. Then assess an overall grade for the function or policy.

            The relevance table, to be inserted into the scheme, is as follows:

	Equalities target group
	R
	G
	D
	F
	A
	S
	Overall

	Function / Policy
	
	
	
	
	
	
	

	Benefits advice
	M
	H
	H
	L
	H
	L
	H


An example
The organisation runs a benefits advice service. This is listed in the left-hand column. Then ask the four relevance questions of the service for each of the equalities target groups listed in Section A of your scheme. So, for the race equality target groups, the organisation knows this service could very much assist it in implementing the general legal duties and could have a significant impact on such groups (QS1 and 2 = high). There has been no formally noted public concern from these groups (QS2 = low), however, service access figures show a very small % of race equality target groups accessing the service, therefore some sort of discrimination may exist and certainly some sort of service improvement is required (QS3 = medium). The overall relevance assessment is therefore high.

If organisations don’t have any reliable information on complaints or the extent of potential or actual discrimination they should err on the side of caution and award a high or medium grade.  

In relation to disability target groups, again the organisation knows the service could assist it in implementing the general legal duties and could have a significant impact on such groups (QS1 and 2 = high). There have been a lot of formally noted concerns by disabled people stating the service is difficult to access and the advice on disability related benefits is out of date (QS 2 = high). Service access figures show clearly that there are more non-disabled people who access the service than disabled people (QS3 = high). So, the overall grade is high.

For the purposes of the example other assessments have been inserted and an overall grade assessed as high. 

B6.   Continue to systematically go through every policy and function listed, answering the relevance questions for each of the equality target groups, then assessing an overall grade.

B5.   Once complete, all those functions or policies assessed as high should be the focus of attention in the implementation of the scheme. 

Section C

Community consultation, involvement, gathering information and management systems

C1.     Once you have set up the project team, provided some background to the organisation and scheme in Section A and completed the relevance exercise, the next step is to describe your community consultation, involvement, gathering information and management arrangements.

C2.     Organisations should state clearly how and whom they will consult, involve and gather information from in relation to the development, implementation and review of their scheme. A focus for such activity must be the need to involve equalities target groups.

C3.     Many organisations are involved in partnerships or networks either involving equalities target groups or specifically about equalities target groups. There is also a range of representative groups in the city that could be contacted to offer advice and assistance. A diagram could show these arrangements clearly. 

C4.     If the organisation does not have any such arrangements in place it will need to state how and when it will develop such arrangements. There are many such partnerships, networks and representative groups in the city, so there should be no need to establish something new, rather, join what already exists. This will lead to a more efficient use of resources and will reduce equality target group consultation and involvement fatigue.

C5.     As well as stating whom the organisation will consult, try to describe the extent of consultation, involvement and gathering information activity and who in the organisation will be responsible. Try to adopt a proportionate approach relative to the available resources within the organisation.

C6.     The organisation must state how it intends to manage implementation of the scheme. This should be an existing management structure (staff team, board etc). There should be no need to develop a separate management system specific to equalities, rather, integrate the management, implementation, monitoring and review of the scheme into a system which already exists in the organisation.

Section D

Equalities Impact Assessment

D1.     Equalities Impact Assessment (EIA) is a systematic 3 - step process to tackle institutional discrimination in policies and functions (see template attached in Appendix 1). It is the most important specific legal duty. As stated in the introduction institutional discrimination in organisations delivering public services is now seen as the major contributing factor to persistent inequality in society, and, impact assessment as the primary tool to address this.

D2.     Firstly, examine all those functions and policies in the relevance assessment which have a high overall grade. The task for the organisation is to develop a manageable annual programme of equalities impact assessment over the length of the three-year scheme. Try to pick out the highest scoring functions or policies for impact assessment in the first year. For years two and three insert the next highest scoring policies or functions. It is important to make the impact assessment programme manageable and proportionate to the size and available resources of the organisation. The organisation may have many functions and policies, so, the programme can run over many years beyond the initial three-year scheme.

D3.     Once you have chosen your polices or functions to be equalities impact assessed, decide who will lead the process and who will assist in the process. Attempt to estimate when the process will start and finish.

D4.      It maybe helpful to use the table below to map out your impact assessment three-year programme:

Year 1 

	Policy / Function
	Lead person
	Support persons
	Start
	Finish

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Year 2 

	Policy / Function
	Lead person
	Support persons
	Start
	Finish

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Year 3

	
Policy / Function
	Lead person
	Support persons
	Start
	Finish

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


D5.     Once you have decided the contents of the table, the training of those involved needs to take place. It is recommended that organisations access the daylong training module provided by the Council and EVOC, on developing a multi equalities scheme, which covers impact assessment in more detail. The course will cover the basic legal background and important techniques and dimensions of equalities impact assessment. It will also include a detailed examination of the 3-Step Equalities Impact Assessment Template.

D6.     The 3 steps of impact assessment are:

1. Setting up (establishing the impact assessment team and gathering information) 

2. Full Impact Assessment (a systematic analysis of whether a function or policy does or will discriminate against equalities target groups, devising a set of recommendations to improve the policy or service and consulting on your analysis and recommendations)

3. Summing up (establishing systems to monitor the implementation of recommendations and assigning responsibility for making recommendations happen)

D7.     Attached in Appendix 1 is the voluntary sector equalities impact assessment template, including various guidance notes, developed by the Council and EVOC. The impact assessment template should focus on the equalities target groups described in the organisation’s scheme.

Section E

Action Planning

E1.     Once the equalities impact assessment process is completed, the organisation should ensure all the recommendations from impact assessment are included in an existing service plan / business plan / action plan. The organisation should not develop a separate process for delivering recommendations, they should “mainstream” the results of the impact assessment process into existing planing processes.

E2.     Any action planning process should of course have details of agreed time scales and responsibility, and should be subject to rigorous monitoring systems to ensure recommendations are implemented.

Section F

Performance Monitoring and Reporting

F1.      It is vital that the organisation develops performance monitoring and reporting systems as part of their multi equalities scheme.

F2.     Suggested tri - annual core (i.e. every three years) equalities indicators are provided below and have been drawn from existing quality assurance systems like the SMAR form, Big Lottery monitoring systems and local authority commissioning systems:

· Gender, disability, sexual orientation, faith, age and race profile of staff team, board and volunteers

· Gender, disability, sexual orientation, faith, age and race service delivery profile

· Number of training hours accessed by the organisation on equalities issues (length of course times number of staff attending)

· % of equalities impact assessment recommendations met

· Satisfaction ratings of service delivery and scheme implementation by gender, disability, sexual orientation, faith, age and race groups / individuals described in the scheme

· A list of key outcomes and impacts achieved as a result of implementing the scheme.

F3.      It is recommended that the organisation report on these equality performance indicators through existing mechanisms e.g. annual reports, board meetings etc.

Section I

Review

I1.       The multi equalities scheme should be reviewed every three years. Key review matters should include:

· the extent to which arrangements described in the scheme have been met, with a focus on intended aims, outcomes and impacts;

· the extent of involvement and satisfaction of key equalities target groups with the organisation’s scheme;

· the degree of implementation of the impact assessment programme and subsequent recommendations; 

· staff, board and volunteer knowledge and involvement in the scheme; and

· the trends in equality performance indicators.

I2.      The results of the review should inform any amendments to the new three-year scheme and should be signed off by the governing body and shared with other organisations that have developed a multi equalities scheme.

5. Summary

5.1 Developing a multi equalities scheme can be a time consuming task, involving an initial outlay of staff resources and organisational funds. However, once developed the scheme can last for as long as the organisation exists with very minor reviews and amendments. This guide is designed to assist voluntary sector organisations in that task, in a proportionate, relevant and complimentary manner. 

5.2 It is hoped that the guide will also demystify the raft of new legislative requirements placed on organisations delivering public services in the voluntary sector. Key facets to the guide are consultation / involvement, management, relevance assessments, impact assessments, action planning and performance monitoring and review. 

5.3 The guide is supplemented by the option to engage in free daylong training sessions delivered by EVOC and the Council, which will assist organisations to develop effective and proportionate schemes relative to the size and capacity of their organisation.

6. Further sources of support and information

6.1 Further sources of support and other formats and languages can be obtained from The Equalities Unit on 0131 469 3726, equalities.team@edinburgh.gov.uk or Equalities Unit, 12 St Giles Street, Edinburgh, EH1 1PT.

City of Edinburgh Council and EVOC

Equalities Impact Assessment 3-Step Template 

Please contact the Equalities Unit for more information and assistance if required on 0131 469 3603

Step 1 – Setting Up

Key details of the function or policy to be equality impact assessed

	Title of function or policy Guidance note: it maybe necessary to delineate smaller aspects of a larger strategy, policy or service.
	Name of organisation responsible for delivering the function or policy
	What are the intended outcomes of the function or policy

	
	
	

	Who are the customers / service users (internal / external)
	Why was this policy chosen for impact assessment
	Associated Resources (inc. budgets, funding source, and staff) Guidance note: give brief details of associated resources and budgets.
	Any other background information

	
	
	
	


Gathering and assessing the evidence, participants and cost to organisation: Guidance note: getting the right people with the right information is key to good EIA, as is monitoring and recording the cost to the organisation. Initial gathering of evidence is key and a review of the evidence gathered should be undertaken before screening +/or full impact assessment takes place. Imagine the service user / customer journey and ensure representatives from the different stages of the journey are involved. Assess feasibility of community involvement / service user representation at this stage. Try to involve an equalities specialist as well.

Project Team details: 

	Participants
	Title
	Organisation

	
	
	


Information / evidence used to assist screening and full equalities impact assessment process (please tick and provide details):

	Info / Evidence
	Community consultation
	Research  
	Officer knowledge and experience
	Equalities monitoring data
	Service user feedback (inc. complaints)
	Partner agency feedback
	Other

	Tick relevant Box
	
	
	
	
	
	
	

	List details e.g. source, date, scale
	
	
	
	
	
	
	


Cost to the organisation: 

	Meeting dates:
	Costs:
	Staff time:

	
	
	


Step 2 - Full Equalities Impact Assessment 

Guidance note: this step is the most critical part of the EIA process and a full analysis must be undertaken prior to noting down an assessment of negative / positive impacts

	Guidance note: List potential and actual negative and positive impacts, for each equalities target group listed in the scheme, that may arise / have arisen from implementation of the policy or function.

	Equalities target group


	Potential / actual positive impacts of policy or function


	Equalities target group
	Potential / actual negative impacts of policy or function


Consultation: Guidance note: It is a legal requirement to consult with relevant equalities target groups and other interested / expert parties on the outcomes and process of EIA relating specifically to the function / policy being impact assessed. During consultation, try to agree a set of recommendations as well as a list of comments.

	Who was consulted and when
	

	Methods of Consultation

(if more than 1 method was used please indicate)


	Presentation
	Email
	Internet
	Newsletter
	Other (please indicate)

	Comments / recommendations: Guidance note: list any comments and recommendations that the consultees wish to see implemented / have recorded, having been presented with this EIA process and analysis. 


	Any other information:


Recommendations Guidance Note: Please set out the series of recommendations developed as an outcome of the EIA analysis and consultation. These should include recommendations to address both potential positive and negative impacts listed. It is necessary to link recommendations to the organisations existing action planning / service planning / business planning systems. Please ensure that the recommendations are SMART.

	Recommendation
	Person responsible for implementing recommendation
	Date recommendation to be completed by

	
	
	


Step 3 – Summing Up

Monitoring equalities impact assessment

	Who will ensure the recommendations are linked to the organisations action / service / business planning systems and that they are monitored? Guidance note: the name of the person responsible, their position and organisation.

	


Publicising the Equalities Impact Assessment Results Guidance note: It is a legal responsibility to make the results of EIA available to the public.

	Organisational publicity medium
	Website
	Equalities group newsletter
	Staff newsletter
	By e mail, post or presentation to specific equalities  partnerships +/or organisations


	Annual Report
	Other

	Tick relevant box and give details 
	
	
	
	
	
	

	List person responsible
	
	
	
	
	
	


Signing off

	Signature and date of lead person responsible for policy / function Guidance note: preferably a senior manager.
	Signature and date of board member

	
	

	Print name
	Date
	Print name
	Date


Recording of Equalities Impact Assessment 

	Who will be responsible for storing details of the equalities impact assessment in the organisation and where will it be stored? Guidance note: server details, file reference number, place of storage etc.
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