Link 1.1 Data required checklist
	Data required

	Comments

	1. Person/job/grade information for each individual

Employee number
	Unique identifier needed for each employee.

	Post number/contract number
	May be used to identify specific roles, particularly where employees have multiple contracts.

	Job title
	May be used for like work analysis.

	Job code
	May be used for like work analysis.

	Job family
	May be used for like work and equal value analysis.

	Name
	Usually needed when drilling down during the data analysis to check reasons for pay gaps and potential justifications. 

	Band/grade/spinal point 
	Used for work rated as equivalent.

	JE Score 
	If available, useful for checking jobs either side of grade boundaries and for dividing broad bands.

	Sex
	

	Ethnicity


	The Commission’s advice on appropriate categories for ethnic monitoring can be found on the  CRE archive. You will need to consider whether you intend to analyse the pay of different ethnic groups, or whether you will analyse the pay of black and minority ethnic employees as a group, compared with white employees. Much will depend on the ethnic composition of your workforce and the quality of your data.



	Disability indicator
	As with ethnicity, you will need to consider whether you intend to analyse the pay of employees with different types of disability (if you collect this data), or whether you will analyse the pay disabled staff as a group, compared with non-disabled. Much will depend on the number of disabled employees in your workforce and the quality of your data.



	Date of birth


	Used for analysing pay by age.

	Directorate, Dept, Branch etc
	Organisational details, as appropriate for your analysis.

	Location
	If relevant for your analysis.

	Contract status
	Full time, part time, fixed term contract and so on.



	Performance appraisal rating
	Useful to check performance pay and potential reasons for pay gaps.

	2. Pay and hours worked
	

	Base salary (FTE)
	

	Actual base salary
	

	Bonus (annualised) and date paid - FTE 


	

	Include all other separate elements of pay item by item - for a standardised timescale/FTE


	For example, market supplements; performance-related pay; working patterns payments, e.g. shift pay, stand-by pay; working conditions payments; medical insurance, loans …

NB - Focus on the important ‘above basic’ payments. If you have a large number of allowances and information is poor on some of these, proceed with what you have.  



	Payments in kind
	For example, accommodation; car. 

	Total actual cash received (i.e. actual base + bonus + )


	

	Contract hours worked (weekly)


	

	Protected pay ‘flag’


	Pay protection may be reason for differences. 

	3. Dates – where possible


	

	Date of joining organisation


	Service in the organisation/grade or job is often a cause of pay gaps

	Date into current job and/or

Date into current grade 
	

	Equality impact assessments (link 0.1)
	If you are linking your equal pay review to an impact assessment of a proposed new grading structure, a number of additional data fields are required. 



