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 STAGE 1 – INITIAL SCREENING GUIDANCE 
(Questions 1 – 6 of the Assessment Form) 

 
An Initial screening needs to take place for all new and revised policies, strategies, 
functions and services. This stage, which must be completed at the earliest opportunity, 
will determine whether or not it is necessary to carry out a Full EINA/EQUALITY 
ANALYSIS.  
 

• An initial screening assesses whether the policy, strategy, function or service may 
have an impact either positively or negatively on any customer group, staff or part of a 
community of place, interest or identity.  

 

To complete this stage of the assessment you will need to complete the Initial Screening 
part of the Assessment Form (pages 10-13). The Initial Screening should demonstrate 
that the policy, strategy, function or service is robust; there is no potential for 
discrimination or adverse impact. All opportunities to promote equality have been taken. 
 

The use of supporting data and intelligence is vital to the decision taken at this stage. If 
you do not have sufficient evidence to make an informed decision you need to progress to 
a full impact assessment.  
 

It is a legal requirement that consultation takes place with appropriate stakeholders as part 
of the EINA/EQUALITY ANALYSIS process. This is to gain their perspectives on the work 
that is being undertaken and the services delivered. For this stage you should consider: 
  
• Bring together all of the relevant equalities and customer information or data which 

already exists in relation to the policy, strategy, function or service.  

• Examine existing monitoring information, customer feedback and consultation.  

• May need to commission if no data is available the collection of new data or check out 
whether any comparative data exists which could be used to inform your assessment.  

There are lots of teams around the Council who hold useful information.  
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STEP 1 - SCOPING THE EINA/EA 

(Questions 1 and 2, page 13) 
 
Before an assessment of the potential adverse impact of a policy, strategy, function or 
service can be made, be clear about and understand what the activity is looking to 
achieve.  
 
It is important to identify and understand who the policy, strategy, function or service is 
intended to benefit. This is especially important if particular groups of staff are being 
targeted. It is necessary to consider whether there are other beneficiaries in addition to 
those considered to be the main ones, who should also be taken into account.  
 
For Step 1 - the following should be considered: 

• How is the policy, strategy or function likely to affect the promotion of equality in the 
areas of age, disability, gender, gender reassignment, race, religion or belief, sexual 
orientation, marriage and civil partnerships, pregnancy and maternity or human   
rights?  

• How do you think that the policy, strategy, function or service will meet the needs of 
different service users or employees? 

• What consultation has already been undertaken which is relevant to the development 
of this policy, strategy, function or service? 

• Are there any examples of existing good practice in this area – such as measures to 
improve access to the policy, strategy, function or service among service users or 
employees? 

• Do you think that your policy, strategy, function or service presents any problems or 
barriers to any service users or employees? 
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STEP 6 – MONITORING, EVALUATING AND REVIEWING 
(Questions 9, page 7) 

 
Before finalising your action plan you must identify how you will go about monitoring the  
policy, strategy, function or service, following the assessment, and include any changes or 
proposals you are making.  
 
For Step 6 - You should consider the following before introducing the policy. 

• Should the policy be piloted, to see how it actually affects people, depending on their 
protected characteristics? 

• Will the monitoring include adaptations to existing systems, qualitative methods, such 
as surveys, or follow-up consultations? 

• How will concerns be taken into account in any review of the policy? 

• How often will the policy be reviewed, and who will be responsible for this? 
  

 
STEP 7 – ACTION PLANNING 

(Question 10, page 18) 
  
The whole point of carrying out an EINA/EQUALITY ANALYSIS is to identify better ways 
of delivering services so that all service users or employees can benefit from them as they 
need to.  
 
The real value of completing an EINA/EQUALITY ANALYSIS comes from the actions that 
will take place and the positive changes that will emerge through conducting the 
assessment. The completion of the Action Plan will draw on the outputs and responses 
emerging from Steps 1 - 6 
 
In order to ensure that agreed actions are taken forward, the actions from this plan need 
to be added to your service/business plan, so that they can be tracked and mainstreamed. 
Periodic checks must be undertaken to ensure that quality assurance is maintained and  
actions delivered.  
 
For Step 7 - The action plan contains sections covering:  

• Involvement and Consultation  

• Data Collection and Evidence  

• Assessment and Analysis  

• Procurement and Partnership  

• Monitoring, Evaluation and Reviewing  
 
A copy of the completed action plan should be submitted to your Directorate 
EINA/EQUALITY ANALYSIS Contact Officer for monitoring and quality assurance 
purposes.  
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STEP 8 – SIGN-OFF 
(page 19) 

  
The Chairperson of the EINA/EQUALITY ANALYSIS Task Group will need to sign off the 
EINA/EQUALITY ANALYSIS prior to a quality check using the audit arrangements agreed 
with service managers in the directorate. The check will review the responses provided 
and add comments or observations. The EINA/EQUALITY ANALYSIS can only be fully 
signed-off by a senior manager.  
 
Your assessment must be published in the following way:  

• As a word document or in Portable Document Format (PDF) which is accessible from 
the Directorate or Councils website (external and internal).  

 
A copy of the EINA/EQUALITY ANALYSIS must be kept by the Directorate 
EINA/EQUALITY ANALYSIS Contact Officer within your local directorate for recording and 
monitoring of the action plan actions and for the EINA/EQUALITY ANALYSIS details to be 
added to the EINA/EQUALITY ANALYSIS schedule. The contact officer will be 
responsible for overseeing the arrangements for publishing the Directorates impact 
assessments.  
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INITIAL SCREENING – STAGE 1 (See Guidance information page 4) 
 

As a public authority we need to ensure that our st
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2. Explain how the main aims of the policy, strategy, function or service will support the 
Equality Duties?                                                                                                        
1. Eliminate discrimination, harassment and victimisation?    

2. Advance equality of opportunity?                                         
3. Foster good relations?                                                         

4. Promote positive attitudes towards disabled people?            
5. Encourage participation of disabled people?                        
6. Consider more favourable treatment of disabled people?                     

The refreshed technology will support the equality duty by underpinning major council systems 
and provide improved responses and capacity.  Staff and Citizens are expected to experience 
improved performance response times and availability. 

.  

 

3. Does your policy, strategy, function or service affect:      
 
Service users                         Yes                          No       
Employees                             Yes                          No       
Wider community                   Yes                          No 
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5. Will the policy, strategy, function or service, have a adverse (negative) impact upon the 
lives of people, including employees and service users?  
 
                      Yes                        No       
  Please provide an explanation for your ‘Yes’ or ‘No’ answer   
The implementation of the technology refresh will not have an adverse effect on the lives of 
people as the change over to the refreshed hardware will be managed to experience minimal 
downtime. 
An updated, more efficient system will have a positive effect on the lives of people. 

 

 

6. Is an Equality Impact Needs Assessment/Equality Analysis required? 
 

 

If your answer to question 2 has identified potential adverse impact and you have answered ‘yes’ 
to any of the following questions 3, 4, or 5, then you should carry out a Full EINA/EQUALITY 
ANALYSIS.  
 

Does the Policy, Strategy, Function or Service require a Full EINA/EQUALITY ANALYSIS?     
Yes      No     
   
If a Full EINA/EQUALITY ANALYSIS is required, before proceeding you should discuss the scope 
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DECLARATION 
 
A Full EINA/EQUALITY ANALYSIS is not required, the Initial Screening has demonstrated 
that the Policy, Strategy, Function or Service is robust; there is no potential for 
discrimination or adverse impact. All opportunities to promote equality have been taken. 
 
 

 
Chairperson: Steve Glaze    
         
                                      
 

Sign-off Date: 08/05/12 

 
Summary statement:      
 
Implementation of the technology refresh 
represents a significant improvement in the 
underpinning infrastructure in Birmingham City 
Council. Use of these products will improve the 
performance and capacity. There are no 
adverse impacts to users and employees from 
this project.                               

 

 

 
Quality check: The screening document has been checked using the agreed audit 
arrangements in the Directorate:  
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2.  Have you identified any gaps in relation to the above question?         Yes            No    
     If ‘Yes’ please detail including what additional research or data is required to fill these   
     gaps? Have you considered commissioning new data or research? 
 
    If ‘No’ proceed to Step 2. 
      

 

Step 2 – Involvement and Consultation (See Guidance information page 6) 

 

Please use the table below to outline any previous involvement or consultation with the 
appropriate target groups of people who are most likely to be affected or interested with 
this policy, strategy, function or service. (See Appendix 3 - for details on each target group) 

 
Target groups     3. Describe what you did, with a brief summary of the 

responses gained and links to relevant documents, as 
well as any actions 

 

Age 
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Race 
 

       

 

Religion or belief 
 

       
 

 

Sexual orientation 
 

       

 

 

 

 
4.  Who are the main stakeholders and what are their requirements? 
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5.  Amongst the identified groups in the previous question, what does your information tell 
you about the potential take-up of resulting services?   
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Step 4 – Procurement and Partnerships  
(See Guidance information page 7) 

 
 

 

7. Is this project due to be carried out wholly or partly by contractors? 
 
                                     Yes                           No     
 
 If ‘yes', have you done any work to include equality considerations into the contract 
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Step 7 – Action Plan (See Guidance information page 8) 

 
Any actions identified as an outcome of going through the Steps 1 – 6, should be mapped 
against the headings within the Action Plan.  
 

 
10. Taking into consideration the responses outline
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GOVERNANCE AND QUALITY ASSURANCE  
 
The Equality and Diversity Division is able to provide guidance and advice to staff and 
senior managers to assist with the impact assessment process. Officers will also attend 
EINA/EQUALITY ANALYSIS Task Group meetings and periodically audit a sample of 
completed EINA/EQUALITY ANALYSIS as part of the Governance arrangements. 
However the Directorate EINA/EQUALITY ANALYSIS Contact Officers will provide input 
and experience of the service around the completion of the impact assessment form. They 
will also provide quality assurance by agreeing the auditing arrangements with their 
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     employment practices in relation to equalities. 
 
EINA/EQUALITY ANALYSIS Reference No. 
All Initial Screenings and Full EINA/EQUALITY ANALYSIS completed will need to be 
allocated a reference number, details of how you allocate a reference number is on page 
5 of the Guidance information. 
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APPENDIX 1 

 

FREQUENTLY ASKED QUESTIONS ON THE EINA/EQUALITY 
ANALYSIS PROCESS 
 
 
The EINA/EQUALITY ANALYSIS Procedure 
 
When do you conduct an EINA/EQUALITY ANALYSIS? 
On any new, existing or amended policy, strategy or function which is relevant to equality. 
There are two stages. The first stage is the Initial Screening. This checks to what extent 
the policy, strategy or function is relevant to the council’s equality duties. The second 
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APPENDIX 1 

 

If a major amendment is done to a policy, does a new EINA/EQUALITY ANALYSIS 
need to be done?    
Yes. Major amendments include any amendment which has an impact on equalities such 
as added/deleted objectives, and decisions to stop or start a service, remember to look at 
any earlier EINA/EQUALITY ANALYSIS completed and draw comparisons from your 
original findings. 
 

What will happen if we do not do an EINA/EQUALITY ANALYSIS or if the 
EINA/EQUALITY ANALYSIS is not done properly?      
The Directorate EINA/EQUALITY ANALYSIS contact officer using the audit arrangements 
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APPENDIX 1 
 
 
What is Mitigating an Adverse Impact? 
Mitigating an adverse impact can either mean lessening the impact or providing some 
other remedy if it is not possible to reduce it. Coming up with alternative ways for 
delivering the service where the impact will not be as adverse is also important.  For 
example, you may need to develop different delivery strategies for different groups to  
ensure that the service you are delivering is appropriate and accessible to them all.  
Altering your proposals is another option, to change them so that they meet the needs of 
others not initially identified when the proposals were first being drawn up.  
If you are considering proceeding with a proposed policy knowing that it will have an 
adverse impact on one of the protected characteristics, you must first satisfy yourself of 
the following:  
 

• If the policy is directly discriminatory in any of the areas currently covered by Statutory 
Duties or any other equalities legislation – then it would be unlawful and should be 
rejected. A directly discriminatory policy cannot be justified and other ways should be 
explored for achieving the objectives stated.  

• If the policy is indirectly discriminatory, that is, it would disadvantage people from 
targeted equality groups, you may also need to reject it, unless you can justify the 
policy which means you would probably have to show in court that:  

 
- The policy was necessary in order to carry out your functions you were unable to find  
another way of achieving the aims of the policy that had less discriminatory effect  
 

     -  You believe that the means you have employed to achieve the aims of the policy are  
        proportionate, necessary and appropriate.  
 
 
Examples of potential significant adverse impact 

• Lower success rates in selection processes for employment  

• Eligibility criteria which disadvantages any groups  

•
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APPENDIX 1 

 
 
Completion of the EINA/EQUALITY ANALYSIS 
 
Who will read or use the completed EINA/EQUALITY AN
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APPENDIX 1 
 
Definitions 
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 APPENDIX 2                    
 
PROTECTED CHARACTERISTICS: DEFINITIONS 
 
The below provides you with the information on each of the nine protected characteristics 
as detailed on the EHRC web page. 
 
Age 
Where this is referred to, it refers to a person belonging to a particular age (e.g. 32 year 
olds) or range of ages (e.g. 18 - 30 year olds). 
 
 

Disability 
A person has a disability if s/he has a physical or mental impairment which has a 
substantial and long-term adverse effect on that pe
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CONTACT DETAILS  
 
 
EQUALITY AND DIVERSITY DIVISION 
 
The Council House Extension  
Congreve House 
3 Congreve Passage 
Birmingham B3 3DA 
 
Tel:  0121 303 2545 
Fax: 0121 233 9117 
Textphone: 0121 303 2419 


