	SYFR Template for Equality Impact Assessments 

	Introduction
You may find it helpful to read Equality Impact Assessments: Guidance for Conducting Assessments.  Examples of assessments and other useful information can be found in the Equality & Diversity section of the intranet.

Remember that the outcome of any equality impact assessment should be service improvement. At the conclusion of the assessment these improvements should be documented in the action plan and added to your business plan.

This document is a standard template designed to make you consider the needs of all kinds of people in the community.


	NB: Please highlight and overtype all italic writing ONLY in the following boxes.


Part 1 – What are the aims of the service/policy you are assessing? Production and dissemination of internal Weekly Bulletin
	1.1  
What is being assessed? Is it new or is it an existing service/policy being                                                                                                                   reviewed?  What is the main aim or purpose of the service/policy

	The SYFR Weekly Bulletin (formerly Routine Weekly Orders)  has for years been recognised as the official channel for communicating all important and essential items of information to all members of staff. These include updates to Standard Operating Procedures (SOPs), new and revised policies, messages from senior managers, Change Briefing Notes and notification of staff movements and changes, as well as more general news and social items. 

	1.2 
Who is responsible for the service/policy?  Who are the members of the assessment team?  Who is responsible for the assessment?

	The Weekly Bulletin is within the remit of the Director of Finance and Resources under the direction of the Head of Corporate Communications and Admin. It is produced and put onto the intranet by the Information Co-ordinator who is a member of the Corporate Admin team, in conjunction with input from Corporate Comms staff.
The Assessment Team comprised the Head of Corporate Communications and Admin (Steve Chu, ext 2410) and the Corporate Admin and Information Services Manager (Wendy Mustill, ext 2346), together with members of the team.
The Head of Corporate Communications and Admin is responsible for the assessment.

	1.3 
Who implements the service/policy? Is the service/policy provided solely by the team/service/directorate or in conjunction with another team/service/directorate, agency or contractor?  If external agencies are involved, what actions are going to be put in place to ensure that they comply with the Authority’s Equality and Diversity policies?

	The Corporate  Comms/Admin team produces the Weekly Bulletin from material gathered from across the organisation. For example job vacancies and staff movements are received from HR; details of events from districts and the Firefighters Charity;  SOPs from Operational Standards and Safety; policy changes from the relevant Directorates, and so on. 

External agencies are only involved if they submit details of an event to which they wish to invite SYFR staff.

The only members of the public who receive the Weekly Bulletin are the SYFR chaplains.



	1.4 
To what extent does the service/policy have an impact on people?  Who is affected by the service/policy and how?

	The Weekly Bulletin is intended to be read and understood by all staff.  Its contents especially the Essential Information section at the front of the Bulletin are expected to be brought to the attention of relevant personnel by supervisors, and by publishing essential operational, technical and managerial information using this medium, the organisation is helping to fulfil its responsibility under health and safety and other legislation to keep staff informed of the vital facts they need to perform their duties.


	 1.5 
How has the service/ policy been promoted or explained to these groups of people?  What analysis has been done to identify if the service/policy is meeting the needs of ALL these groups of people?

	In November 2007 the Corporate Admin and Information Services Manager undertook a review of the publication format and distribution of Routine Weekly Orders (RWOs), including a consultation exercise with the Senior Management Team as key stakeholders. The overwhelming agreement was that paper copies should almost entirely cease, and that Orders should be published in an electronic version on the intranet. However at that time it was acknowledged that (a) a very small number of staff did not have access to the intranet via the SYFR network and (b) the SYFR chaplains also did not have access. For this reason about 40 paper copies have continued to be produced and distributed to these individuals and to stations to be put on notice boards. Copies are also posted on notice boards in CHQ and TDC.

After agreement at the CMB meeting on 12 December 2007, notification of these changes together with the estimated efficiency savings of £1200 per annum and details of the paper circulation list was given in the RWO of 13 December 2007.

In 2008 a review of the content and design of Routine Weekly Orders was undertaken by the Head of Corporate Comms and Admin. This took into account prior consultation at a PAG (Policy Advisory Group) awayday in November 2007 when staff asked for crucial operational and technical information to be separately and clearly identified from other news items. The new Change Briefing Note format was introduced in March 2008, and added to the revamped Weekly Bulletins, which started with issue 30/2008 on 24 June 2008.
The new-look Weekly Bulletin now covers details of important forthcoming events including meetings of the various Equality and Diversity Staff Groups. 
For staff with dyslexia or other vision/reading difficulties, the electronic format is far easier to adapt than the previous paper version. Individuals needing assistance to read the Weekly Bulletin online can ask ICT to install special software (Texthelp Read & Write Gold) onto their desktops. This software is also available on the TDC Open Learning Centre computers.



Part 2 – What data and research do you need to consider?

You need to assess whether certain groups of people may be experiencing a barrier to your service and /or be disadvantaged by your policy. This section should help you identify the sort of information that will help you to do this.

	2.1 
What data, information or results of consultation exercises are available to you to use in your assessment?

	The intranet is available to all staff but 40 hard copies are still printed off for circulation to SYFR buildings, and posted to chaplains.
Staff with sight difficulties are aware of ICT’s special software as they require this to use the IT network and systems, of which Weekly Bulletin is only a very small part.

The Weekly Bulletin offers a facility  - “Your Spot” - for any member of staff to raise a question. No questions have been raised about accessibility, or diversity issues relating to the Bulletin.

No formal complaints have ever been received about the Weekly Bulletin. Since its re-launch, no Suggestions have been made regarding the Bulletin.

	2.2 
What does the information tell you about the value of the service/policy to those intended to benefit from it?  What complaints have been made about the service/policy and have they been from minority groups of staff/customers?

	What is the diversity profile of the people who use or benefit from this service/policy? Does the profile reflect the local population? This should include the staff in your service?
The Weekly Bulletin affects only SYFR staff, therefore the profile is that of the workforce. 


	2.3 
Does the information suggest that this service/policy could have a differential impact on certain groups of people?  Is this differential impact negative, neutral or positive?

	None


Part 3 – Assessment of impact

This section asks you to assess the impact of the service/policy across the 6 strands of diversity covered by the Equality Standard for Local Government and SYFR Equality and Diversity Scheme, along with any other groups which may be relevant to our services.
See glossary of terms in guidance to assist you.

Testing of differential, (adverse, neutral or positive) impact of service/policy on groups of people.
3.1  
Using the information available, identify the effects on this service/policy on the following groups (Can a differential be justified on the grounds of promoting equal outcomes for disadvantaged groups)
(Please tick appropriate yes/no box)












            yes       no    
	RACE


	
	√
	Explain and justify your answer
The readership is the same as the profile of SYFR staff.


	GENDER
(Men, women, transsexual people)


	
	√
	Explain and justify your answer

As above

	DISABLED PEOPLE

	
	√
	Explain and justify your answer

Staff who find it hard to read the Bulletin can have special software installed on their desktops.

	AGE
(Across the whole age spectrum)
	
	√
	Explain and justify your answer

The readership is the same as the profile of SYFR staff.


	SEXUAL ORIENTATION
(Heterosexual, bisexual people. Lesbians, Gay men)


	
	√
	Explain and justify your answer

As above

	RELIGION/BELIEF
(and Faith)

	
	√
	Explain and justify your answer

As above

	OTHER
(Additional groups that may experience impacts)

	
	√
	Explain and justify your answer

As above


3.2  
Does any differential impact identified amount to an adverse impact?

(Please answer Yes or No the appropriate box)
	Race
	Gender
	Disability
	Age
	Sexual Orientation
	Religion/Belief
	Other

	No
	No
	No
	No
	No
	No
	No

	If ticked yes in any of the above please explain


3.3 
Does any adverse impact identified amount to unlawful discrimination?

(Please answer Yes or No in appropriate box)
	Race
	Gender
	Disability
	Age
	Sexual Orientation
	Religion/Belief
	Other

	No
	No
	No
	No
	No
	No
	No


	If ticked yes in any of the above please explain


Part 4 – Identifying the changes & improvements you need to make
For any area of adverse impact you will need to consider making changes. If sufficiently adverse to amount to illegal discrimination you will need to consider the option of abandoning the policy/service approach causing the adverse impact.
	4.1 
In Section 3, did you identify any adverse impact?  Could it be illegal?

	No

	4.2 
How can the barriers be removed or disadvantage minimised?  How can you make sure that this situation is avoided in the future?

At this stage You will need to use data, information, research & evaluation along with consultation with groups who may be adversely affected to identify whether you need to abandon the policy/service approach, or produce a range of options to mitigate (reduce) or remove the adverse impact e.g., positive action.

Identify here the actions that have been decided upon.


	4.3   What equality monitoring, evaluation, review systems will be set up to carry out regular checks on the effects of the policy/service?

	Give details, identify date for review of policy/service
The Weekly Bulletin is the subject of a meeting every week prior to its publication, at which the Head of Corporate Comms and Admin approves the content.

	Date completed

	9/02/09
	Signed by (Manager conducting the EIA)
	Wendy Mustill


Part 5 – Equality impact assessment action plan

Please use this section to develop an Action Plan to implement the key recommendations of the equality impact assessment:

Please note that this Action Plan should address any concerns or issues related to equality and diversity that have been identified in the equality impact assessment 

This plan should be integrated into your Service/Business Plan.

	Recommendations


	Actions Required
	Timeframe
	Resources required / Costs
	Lead Officer
Responsible
	Relevant Performance Indicator

	
	
	
	
	
	

	
	
	
	
	
	


Part 6 – Equality impact assessment summary report
The results of equality impact assessments must be presented to the Fire & Rescue Authority & published.  Please complete this summary, which will be used to publish the results of your impact assessment on the Authority’s website, and return the completed Equality Impact assessment to the Equality & Diversity Manager.
	Date of assessment
	09/02/09

	

	Manager’s name
	W Mustill
	Role
	Corporate Admin and Information Services Manager

	

	Service/ policy that was impact assessed
	Production and dissemination of internal Weekly Bulletin

	

	

	Summary of findings recommendations and key points of action plan
	No differential impacts have been identified from the implementation of this process.
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