Recruitment Policy EIA

Step 1: Scoping the EIA

Name of the policy/function: Recruitment policy
Lead assessor:  People team
Date process started:  Date process ended:  
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:
Note: 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.
Q1. Has a screening assessment been used to assess which of the equality groups the policy is relevant to?

Yes - A screening was carried out  FORMCHECKBOX 
(Please tick if applicable)
Date of screening:        

No:  A screening has not been completed  FORMCHECKBOX 
 Please tick if applicable
Note: If a screening has not been completed and your policy area is not obviously focused on one or more particular equality group (such as race and the construction industry), your assessment must consider all of the equality strands. Assessors of single strand projects must also consider multi- discrimination dimensions. See guidance for further details on assessing impact and multi-discrimination

Q2. 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:   To provide a process to attract and recruit people into roles from within the Commission, from the wider Civil Service and Non Departmental Public Bodies (NDPBs), and, where authorised, from external sources, with the required knowledge and skills in a fair, transparent, professional, timely and cost effective manner.



	Purpose and Outcome:  This policy will support the recruitment and development of a talented workforce capable of meeting current requirements and with the flexibility and potential to develop within the Commission and meet future needs.

The recruitment process is designed to be inclusive and non-discriminatory. This ranges from where and how jobs are advertised, both internally, across the wider Civil Service, and, where authorised, externally, through to the effective short listing of candidates, assessment and appointment of the successful candidate and the induction process.



	Who will benefit: All Commission staff, wider civil service and NDPB staff and external candidates where external recruitment is authorised.


Q3. Which aspects/activities of the policy are particularly relevant to equality?  At this stage you do not have to list possible impacts, just identify the areas.

	Activity/Aspect

	Job descriptions/ /Job requirements including working hours and location

	Person Specifications

	Use of a competency framework

	Health requirements in person specifications

	Arrangements for advertising

	Recruitment through employment services, careers services or other agencies

	Application process

	Personal information requested as part of the application process

	Questions about Health or Disability

	Selection, assessment and interview process


Q4. Gathering the evidence

List below available data and research that will be used to determine impact on the different equality groups
Note: Where you can find data to help inform your EIA

· The EHRC Library has around 6,000 articles, books and journals available for loan 

· The library's entire catalogue is searchable on our Intranet

· Our annual workforce monitoring reports
· The Triennial Review will be generating a lot of useful new evidence and statistics regarding equality issues in Britain.

· The 'Fairer Britain' section of our website includes all research and projects completed by the EHRC over the last 2 years

	Available evidence- used to identify impact

	 Data:

We have taken account of the following data and research prior to conducting the

assessment of the impact of our recruitment and selection policy:

· The Commission’s equal opportunities monitoring form for recruitment and

selection exercises

· Data from the Commission’s workforce diversity report 2008-2009

· Data from the Commission’s workforce diversity report 2009- 2010

· Data from the Commission’s workforce diversity report 2010- 2011

Key findings:

· Of the permanent members of staff employed by the Commission on 31st March 2011:

· 33.3% have caring responsibilities

· 23% have disclosed a disability

· 66% are female

· 13%of employees are aged 55 and above

· 79% of employees are heterosexual

· 40% of staff have no religious following: 

· 19% of our workforce is from an ethnic minority group

Research conducted by the EHRC:

Working Better  initiative

Just Ageing  programme


Research conducted by others:

Moving on Up? - Ethnic Minority Women at Work  research (EOC)

Double Glazed Glass-Ceiling  report (Stonewall)

Sex and Power  research (EOC)




Q5. Evidence gaps 

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

No: please go on to question 6. 

Yes: please explain how you will fill any evidence gaps. 
	Evidence gap

	How will the evidence be collated
	Individual or team responsible and timeframe

	Equality monitoring data will be collated at each stage of the recruitment process, including;
· Application

· Shortlisting

· Interview and selection

· Leavers


	Via Cipher
	People directorate


Q6. Involvement and consultation
Note: 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.
	Consultation that has taken place, who with, when and how:

	

	Summary of the feedback from consultation:

	
HR Policy meeting comments (30/07/10):

Request to include a provision that in exceptional circumstances agency workers may be able to apply for roles.  Commission confirmed that the policy needs to reflect Civil service protocols and this wouldn’t be covered - it will be clarified in the scope that ‘employees’ refers to permanent and fixed term employees.

Request to include a commitment to ensuring that all opportunities are advertised and all staff made aware of them.

Query regarding whether directors are also covered by the policy.

Request to insert links to the protocols referred to in the policy.
Request to include reference to the anticipatory duty to make reasonable adjustments.  Commission explained that the Application Form has been amended to clarify about reasonable adjustments.  Request that this clarification be included in the policy.

Query regarding the minimum and essential criteria and request that this be set out in the Application Form.  Commission confirmed that there is currently detailed guidance with the application form about the Guaranteed Interview scheme and what minimum criteria mean, but the distinction will be clarified in the policy.

Request to include reference to monitoring recruitment activity in order to implement Positive Action e.g. interview training for some individuals to counter the disadvantage.

Query regarding how the policy will be monitored - if there was an issue with a particular recruitment process, the post would already be recruited to before the issue could be dealt with

Job descriptions need to be written in non-discriminatory language
Query regarding requirements for qualifications.  The current statement says that requirements for qualifications need to be objectively justified.
External providers – query in relation to how they will be assessed for an understanding of equality and diversity.  Commission clarified that this would be assessed as part of the tender process.

Query regarding whether candidates will have to have demonstrable evidence of meeting the values and behaviours of the Commission.  Commission confirmed candidates would have to have demonstrable evidence.

Request to strengthen the statement regarding consideration of jobs on a flexible working basis.  Commission confirmed that this is explained further in the guidance documentation with reference to the criteria under the flexible working policy.

Query regarding how diversity would be reflected in interview panels.

Agreed that any reference to medical clearance be removed

Application Form - Request that explanation is provided on the Application form of what the Core Competencies for the role are and how these will be assessed.  Commission explained that a toolkit is being developed on competency based assessments.  Was suggested that the GLA has a good example of a pack that they provide to applicants.

Query regarding whether there will be a Line Manager’s Guide to support the policy.  It was confirmed there will be extensive guidance and once the draft has been finalised this will be circulated for information.

Request for details on the training that will be provided to managers on the recruitment procedure
Query re whether the Commission was in a position to indicate what kind of assessment processes would be undertaken.  Commission indicated that until the provider had been procured, this information could not be forthcoming, but it was anticipated that there would be a ‘menu’ of processes available, dependent upon the level and requirement of the post.


Accessibility Officer comments (05/08/10):

Questioned whether we should include acknowledgment of the socio-economic duty and positive action provisions of the Equality Act.
Request for all person specifications, at all levels, to include "a commitment to equality issues", so that all applicants are required to demonstrate this at interview.



	Link to any written record of the consultation to be published alongside this assessment:

	

	How engagement with stakeholders will continue:

	The policy will be actively reviewed annually, and thereafter bi-annually, and information re potential adverse impact actively sought.



Step 2: Assessing impact and opportunities to promote equality 

Look at the areas identified in question 3 as being relevant to equality (and any others identified during the evidence gathering or consultation stages) and document in the table below.  
Q7: Using the evidence you have gathered what if any impacts can be identified.  Please use the table below to document your findings and the strand(s) affected.

Q8: What can you do further to maximise opportunities to further promote equality. Please document below.
Step 3: Strengthening your policy

What can be done to remove or reduce any impact identified? Please use the table below to document your strengthening actions. 
	Activity/Aspect
	Strand
	Potential/actual Impact
	Strengthening actions to remove or reduce impact

	D= Disability R=Race RB=Religion or Belief
G= Gender A=Age SO=Sexual Orientation T=Transgender
	Action (include timeframes)

	Job descriptions/ /Job requirements including working hours
	All
	Unnecessary requirements in job specifications not really required could result in qualified people not applying for a role because they do not have a particular skill or are unable to fulfil a particular duty. This is important for tasks and duties which some people may not be able to fulfil because of a protected characteristic.

  
	Job descriptions will accurately describe the job in question and will not include inclusion of tasks that workers in practice will not perform. Job titles will not show a predetermined bias for those with a particular characteristic. 
Job descriptions will not specify working hours or working patterns that are not necessary to the job in question. It will always be assumed that a post can be undertaken on a part-time, full time, or job share basis unless objectively justified to the contrary. arrangements, this will always be stated. Our flexible working policy will also be followed.


	Person Specifications
	
	A person specification that includes discriminatory criteria for a job role. Including requirements for skills, knowledge, abilities, qualifications, experience and qualities that are not essential.

Criteria that exclude people because of a protected characteristic may be directly discriminatory. (excluding occupational requirements)
	All essential or desirable criteria will be justified for all job roles.

Criteria will be capable of objectively tested through a competency framework to ensure consistency and fairness of requirements.
In particular, requests for qualifications must be objectively justified.

	Health requirements in person specifications
	D
	The inclusion of health requirements in person specifications and asking applicants to demonstrate a good sickness record, can amount to direct discrimination against disabled people, where this leads to a blanket exclusion of people with particular impairments and does not allow for individual circumstances to be considered
	Criteria relating to health will not be included within person specifications.

Requests  for sickness history will not be requested, and successful applicants will not be routinely referred to the Commission’s Occupational Health Provider.

	Arrangements for advertising
	D
All
	Job advertisements do not accurately reflect the job description and person specification of the job.
Fail to reach a wide diverse talent pool.

Infer that reasonable adjustments will not be made


	Any advertisement drafted by an external provider will be quality assured by a Recruitment Specialist from the Commission prior to going to print.
Job advertisements will be placed in as diverse a number of periodicals that will provide value for money, and attract the right candidates at the right level.

All job advertisements will contain a link to the application pack, which will explain the GIS scheme and the Commissions’ commitment to take a pro-active approach to making reasonable adjustments.



	Recruitment through employment services, careers services or other agencies
	All
	Agency fails to implement the commission’s stance of implementing a recruitment process free from discrimination, harassment and bullying.
	Any procurement tender for an external provider will articulate clearly that any provider must meet the Commission’s strict commitment to equality issues.  Evidence will be requested to scrutinise any providers’ EIA or in house equality guidance, and to give assurances that any assessment process will be fair and accessible to all.

	Application process


	D
	A standardised application process enables the Commission to make an objective assessment of an applicant’s ability to do the job and short-list candidates. However, not making reasonable adjustments to the application process could place disabled applicants at a disadvantage.

	The Commission will make reasonable adjustments to the application process, including;
· Providing accessible formats of application documents and supporting information

· Using accessible on-line resources 



	Personal information requested as part of the application process
	All
	Keeping application details and personal information together could influence short-listing or interviewing by allowing the assessor to see details about a person’s protected characteristics and influence their decision making.
	Personal information collated for monitoring purposes will be kept separate from the main application. Advertisements will always include the requirement to collect personal information for security checks, and explain what the Commission will do with the information requested.


	Questions about Health or Disability
	D
	It is unlawful except under specific circumstances for an employer to ask any job applicant about their health or disability until he or she has been offered a job.
This applies to the application or interview process

Failure to comply could result in applicants not being assessed objectively for their ability to do a job and discriminated against because of issues related to or arising from their health or disability.
	Applicants will not be asked questions relating to previous sickness absence

Pre appointment, referrals will not be made to occupational health practitioners

Information about health and disability will only be requested when; 

· relating to reasonable adjustments needed for the application or the recruitment process. This information will be held seperately and not form any part of the decision making process about a conditional offer of employment.
· for the purposes of monitoring the diversity of applicants. This information will also be dealt with seperately from the main application.

· To allow a disabled candidate to benefit from the guaranteed interview scheme (GIS), whereby any disabled candidate who applies under GIS who meets the essential requirements for the post as outlined in the Policy is offerred an interview. It will be made clear that this is the purpose of the question 

	Selection, assessment and interview process
	All
	Failure to make reasonable adjustments and remain objective during short-listing, selection tests use of assessment centres and interviews. 
	The Commission will ensure that these stages are fair and objective and that decisions are objective. It will do this by:
Shortlisting

· Whenever possible, more than one person will be involved in shortlisting and applications will be marked seperately

· Cut-off scores for selection will  be agreed by the appointed panel before-hand

· GIS will be implemented where applicable

Selection tests and assessment Centres

· Ability tests, personality questionnaires and other similar methods will only be used if they are demonstrably accessible, well designed, properley adminstered and are a reliable method for predicting an applicants performance.
· The Welsh language Act 1993 puts Welsh and English on an equal basis in the delivery of public services and bilingual tests will be used if required.

· Reasonable adjustments will be made if a candidate is unable to access  a test. For example deaf people whose first language is BSL would possible be at a substantive disadvantage if a test is in English,
Other reasonable adjustments that will be considered if required, are;

· Providing written instructions in accessible formats

· Allowing a disabled candidate extra time toc omplete a test

· Permitting a disabled candidate the assistance of a reader or a scribe during the test

· Consider accepting  a lower ‘pass rate’ for a person whose disability inhibits performance

· Allowing a disabled candidate to take an oral test in writing or a written test orally

Interviews

· Interviews will be conducted on the basis of the application form, the job description, person specification and conclusions from any selection tests.

· Flexibility will be given about the arrangements for interviews. For example a woman may find it difficult to attend an early morning interview because of child care responsibilities.

· All requested reasonable adjustments will be implemented. At the interview meeting itself the interviewer will also verify if any further adjustments are required.
· Staff involved in selection panels/interviewing will receive  guidance/training to help them;

· Recognise when they are making stereotypical assumptions about people

· Apply a scoring method objectively

· Prepare suitable and consistent questions

· Avoid unsuitable questions (relating to health and disability)

	Q9. Opportunities to further maximise equality

	Workforce equality targets – workforce representation- DN: elaborate

GIS- See above





Step 4: Monitoring and review

Q10. What monitoring mechanisms do you have in place to assess the actual impact of your policy?
	All applications are currently monitored by equality strand by spreadsheet, and equality on unsuccessful candidates is kept for six months.

 Once the Commission’s HR system is fully operational, it is envisaged that this information will be collated via that system  

It is also anticipated that the system will monitor turnover, linked to length of service and probation.




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

Date:   1 March 2011
1

