	Equality impact assessment (EIA) template

	Step 1: Scoping the EIA

	Name of the policy/function 
	Probation Policy

	Lead assessor 
	Date process started October 2009

	Karen Martin/Caroline Blinkhorn
	Date process ended December 2009

	This EIA is being undertaken because it is:

 FORMCHECKBOX 
 outlined within the equality scheme relevance assessment table 
 FORMCHECKBOX 
 part of a project proposal submission to the programme management board

 FORMCHECKBOX 
 a result of organisation change
 FORMCHECKBOX 
 other – please specify:
	Great Britain (GB)-wide and Scotland and Wales specific policies

All policies that are specific to Wales and Scotland will undergo their own EIAs. For all GB-wide policies, you will need to ensure that you have considered any impact that might incur as a result of activity taking place in Scotland and Wales. Please ensure that any EIA team established reflects expertise from Scotland and/or Wales colleagues.



	1. Which of the equality groups is the policy relevant to?


	A screening assessment was used  FORMCHECKBOX 
Please tick if applicable
If a screening was carried out please complete the following:

A screening has identified the policy as having relevance to the following equality groups  (please tick  below):

 Age  FORMCHECKBOX 
 Disability  FORMCHECKBOX 
 Race  FORMCHECKBOX 
 Gender   FORMCHECKBOX 
 Sexual Orientation  FORMCHECKBOX 
  Religion or Belief   FORMCHECKBOX 
 Transgender  FORMCHECKBOX 

Date of screening:

Date screening signed off and approved by internal equalities team:    

	A screening has not been completed  FORMCHECKBOX 
 Please tick if applicable
If a screening has not been completed and your policy area is not obviously focused on one or more particular equality group, for example, Race and the construction industry, your assessment must consider all of the equality strands.

N.B Assessors of single strand projects MUST also consider multi- discrimination dimensions. See guidance for further details on assessing impact and multi-discrimination


	2. What are the main aims, purpose and outcomes of the policy? You should be clear about the policy proposal: what do you hope to achieve by it? Who will benefit from it?

	Aims:

The Commission is committed to investing in the effective management, support, and development of all staff, and this commitment starts on the first day of employment.  All new appointments are subject to a six month probation period.  The probation policy sets out how the probation period will be managed
Purpose and Outcomes:

The policy seeks to ensure that:

· new employees are made clear about the requirements and standards of their role in a structured and supportive way
· line managers apply a structured approach to objectively assessing new employees’ capabilities and development needs.

Who will benefit:

The policy extends to all employees. 

If an employee’s employment is fixed term or temporary and expected to last less than six months the probation policy arrangements will apply for the duration of employment. 

The policy does not apply to internal transfers and promotions within the Commission. 

	3. Which aspects/activities of the policy are particularly relevant to equality?

	· Training to support implementation of this policy

· Communication of this policy
· Access to and understanding of the processes within this policy

· Monitoring and review of the policy


	4. Gathering the evidence

	List below available data and research that will be used to determine impact on the different equality groups
Your assessment must include equality monitoring data gathered by your directorate. If data is not referenced and a link provided to the source, your EIA will not be signed off by the internal equalities team. 

If you don’t have any equality monitoring data please set out in question 5 below the mechanisms you will put in place to collect this data. 
It is your responsibility to identify the available data and use it within your assessment.

	
Our current workforce profile

• 66 per cent of the workforce is female - much higher than the proportion of women in the workforce population as a whole which is around 45 per cent.

• 21 per cent of our workforce describes themselves as having a disability, compared to 19 per cent of the population as a whole.

• 25 per cent of our workforce are from ethnic minorities compared to 8 per cent in the population as a whole.

• Just over half of staff are aged 20 to 39, with the remainder aged 40 or above. Four per cent are over 60.

• Two-fifths of staff state that they have no religious belief. Of the remainder, the largest group are of the Christian faith.
• 94 per cent of staff chose to disclose their sexual orientation.
• No staff identified themselves as being transgender.
Equality monitoring data:

Data is currently collated by equality strand on individuals who fail their probation period. For the period 2008-2009 we did not have any staff fail their probation.

	5. Evidence gaps 

Do you require further information to gauge the probability and/or extent of impact? 

No: please go on to the next question. 

Yes: please explain how you will fill any evidence gaps. Please be specific. We don’t just want to know what data is missing; we want to know how you will go about collating it, time frames and responsibilities.

	No

	6. Involvement and consultation.
You are required to involve and consult stakeholders during your assessment.

The extent of the consultation will depend on the nature of the policy. All major work programmes and strategies should make arrangements to consult throughout assessment. That includes gathering views on the initial aims of the policy and also on any impact. This should allow an informed view to be given on the options identified, as well as the assessment of impacts. Stakeholders’ views on the most effective methods of addressing unwanted impacts should be considered. Following consultation and involvement it may be necessary to go back to the assessment and revise your findings.

	Please indicate: 

· the consultation that has taken place, who with, when and how

· summary of the feedback

· link to any written record of the consultation so that it can be published alongside this assessment (if this is not provided your assessment cannot be signed off by the internal equalities team), and

· how you will continue to gain stakeholder views once your policy has been implemented.

	Consultation and involvement has taken place with the following stakeholders;

· Trade union representatives

· Staff groups
· Corporate law
· National accessibility officer

· Internal equalities team
· HR business partners
· Managers
Key messages from the consultation and involvement;
· Clarity was requested on how we could ensure induction procedures ensured all staff received the same information at induction
· It was raised that in the Manager’s Guide it needs to be clear that issues should be addressed throughout the probation period at informal review meetings so that individuals aren’t ‘ambushed’ at the formal probation review meeting.

Continued engagement 

1. The Commission currently engages with all of its staff groups, which includes, the disability staff group, the BME staff group, the LGBT staff group, religion or belief and carers groups.

This process has at times been difficult and has not resulted in the level of involvement that was hoped.

To promote greater involvement on a second phase of policy development planned in 2010, we will pilot an additional approach to engaging and involving staff. The pilot will draw together a cross strand representative staff group who will be asked to take part in a workshop hosted by an external facilitator. 
Representatives from our current staff groups will be invited, along with other staff members.

2. A feedback prompt has been included in the equality impact assessment statement on all policies. We hope this will encourage staff to provide ongoing feedback that we can use to inform subsequent reviews of this policy.


	Step 2: Assessing impact and opportunities to promote equality

	7. What kind of equality impact can you see being evidenced in respect of the individual equality duties? Please provide as much detail as possible as to how you have reached the conclusions that you make and document them clearly below.

	· Line managers need to understand their responsibilities when implementing this policy. If managers fail to develop this understanding and/or attend training to help them to do this, it could result in this policy being implemented unfairly. There is the potential for the policy to have an adverse impact if the training that supports it does not adequately cover how equality dimensions can be relevant to the effective, fair and successful implementation of the capability performance management process.  
· A Manager also has a duty to recognise that an employee’s poor performance during the probation period may be because they have a disability.  Staff with disabilities may require extra support (reasonable adjustments) to enable them to effectively carry out their role and successfully complete the probation period. Managers who fail to develop this understanding and/or attend training to help them to do this could result in this policy being implemented unfairly. There may also be other equality considerations that result in an individual not performing as expected during their probationary period, for example unexpected caring responsibilities and staff experiencing mental health problems.  Age:  Could affect the length of time taken for an individual to adapt to the working environment.  For example it could be a young person’s first job.  
· Based on national data and available research, there are known issues for some groups in being able to equitably raise and resolve concerns, for example where equality factors affect fair and full participation in the policy’s processes/procedures.  

· Poor communication of this policy could impact negatively on some staff groups. For example if the policy is not available in alternative formats, staff with disabilities could be impacted in a negative way.


	8. What can you do further to maximise opportunities to further promote equality and ensure equitable outcomes for different communities and groups?

	See below


	Step 3: Strengthening your policy

	9. What will you do to remove any negative impact identified and further promote equality? Please document the actions required to strengthen your policy in the table below.

	As a result of this assessment, to ensure that the policy is correctly implemented and that it achieves a positive impact, the Commission has; 

· revised the policy as it has been developed considering and acting on the feedback it has received
· clarified aspects of the policy 

· introduced an accessibility statement

· introduced a prompt for staff to provide feedback on this policy 

The Commission will take the following action:- 

Training

· Undertake training for all managers through the implementation of the learning and development strategy for 210-2012.

· Have an intranet based advice / good practice guide for managers.
· A specific one day training workshop aimed at supporting a culture of dignity and respect, is planned for early 2010  where the SMT, SLT and all team heads will be trained in the Dignity at Work policy which includes anti-harassment and anti-bullying. 

· Further training will be commissioned in 2010 to look at the concept of values and behaviour and will be targeted at all staff

Accessibility

· A glossary will be created to support staff to understand  and clarify the meaning of terms used within policy documents
· Wherever possible reasonable adjustments will be put in place to support full participation in the policies procedures and practices. Staff will be expected to adhere to our reasonable adjustments guidelines and where there is uncertainty, the national accessibility officer should be consulted.
Communication

· A communication plan will be implemented ensuring Managers feel confident and have the knowledge to use the guidelines and policies, and that staff are clear about what the policies mean for them personally. Staff involved in the communication process  will be required to give regard to our reasonable adjustments policy, including;

· alternative formats of policies will be sent to those that need it

· email – appropriate font size and accessible documents will be used to ensure no one is excluded

Partnerships

· Specifications to procure training will detail explicitly that training providers must demonstrate an understanding of how equality considerations will be built into any content, the choice of trainers, and the inclusiveness of the delivery.
· Monitoring

· Regularly monitor both the implementation and outcomes of the grievance process. This analysis will be reported to the Senior Management Team and published in our annual workforce diversity report.
· In addition when reviewing grievance data to identify concerns with the implementation of this policy, absence and sickness data will be considered as this data could also be indicative of any problems as a result of poor implementation of this policy. Erratic attendance can be a sign that individuals are experiencing problems within the workplace which could result from bullying and/or harassment.
This policy will be reviewed in twelve months time when it will be clearer what the actual impact of this policy has been and how actions implemented as a result of this assessment have supported the successful implementation of this policy.

There are a number of other consideration that will need to be included in this review, including;

· the success of the data validation exercise currently taking place across the Commission which will have an impact on the validity of any data that we use. Poor disclosure rates make it difficult to determine meaningful impact of the data.

· the organisation is about to undergo further organisational change which could affect the number of grievances raised as staff embark on the change process


	Action planning

	Action(s)
	Timescales
	Responsible lead
	Outcome expected

	Implement the 2010-2012 learning and development strategy


	2010
	People directorate
	Managers guidance available, training delivered

Managers are confident in the principals and procedures identified by this policy and staff have an understanding of how this policy affects them.

	Implement  reasonable adjustments guidance for managers


	April 2010
	People Directorate
	Managers and staff understand their individual accountabilities when reasonable adjustments are required in the workplace. Staff with disabilities feel supported and are able to carry out their working role effectively.

	Collate and analyse disciplinary data by equality strand.


	November 2010
	People Directorate
	The data will be used to;

· determine whether there are any groups who are disproportionately affected by this policy and will inform any resulting actions necessary

· Inform the SMT 

· Inform the annual workforce diversity report

	Implement communication plan
	April 2010
	Internal Comms

People directorate
	Improved consultative and involvement of staff

	Step 4: Monitoring and review

	10. What monitoring mechanisms do you have in place to assess the actual impact of your policy?

	The Commission has just undertaken a data validation exercise and this will be used to underpin further data collection that will take place to assess the impact of People policies introduced over the next twelve months. 

Disciplinary  data has been identified as the data set that will provide insight into how well this policy is working.

This data will be collated and used at the next review which is planned for December 2010. If for any reason there are concerns regarding the implementation if this policy the review date can be brought forward.
Collation and analysis will be the responsibility of the People directorate. 



	Please provide a review date to complete an update on this assessment. 
	Date of next review


