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This guidance document is designed to help staff and teams conduct Equality 
Impact Assessments.  The Comhairle is committed to assessing its performance 
on equality to help improve the quality of our services and employment. 
   
Section One of this document gives background information and includes the 
legal and regulatory framework for Impact Assessments. 
 
Section Two is a step by step guide to conducting an Impact Assessment with 
accompanying templates at the back of the document which you can use to guide 
the process and to record your decisions. 
 
 
SECTION ONE 
 
 
What is an Equality Impact Assessment? 
 
The public sector equality duties for race, gender and disability require Comhairle 
nan Eilean Siar to equality impact assess.  It is a legislative requirement.  More 
importantly, however, at the end of most policies, there are people.  If your policy 
affects people you will need to consider undertaking an equality impact 
assessment. People are not the same and policies should reflect the fact that 
different people have different needs. 
 
Equality impact assessment (EQIA) is all about considering how your policy (by 
policy we mean activities, functions, strategies, programmes, and services or 
processes) may impact, either positively or negatively, on different sectors of the 
population in different ways.   
 
Equality impact assessments offer an opportunity for Comhairle staff and their 
teams to think carefully about the impact of their work on local people and other 
members of staff and take action to make improvements. They can then take 
action that will promote equality for all. 
 
Why do Equality Impact Assessments? 
 
They is a legal requirement to do so in terms of race, disability and gender. Other 
equality strands are included as part of the process (age, religion and belief and 
sexual orientation).  
 
Conducting impact assessments are important because: 
 

• They are helpful in identifying improvements to services; 
• They help avoid adopting harmful policies or procedures; 
• They help you to make better decisions; 



• They will help you to identify how you can make your services more 
accessible and appropriate. 

 
Who should we impact assess? 
 

• People of different ethnic or racial groups (include Gypsies and Travellers)  
• People who do not speak English as a first language  
• Asylum seekers and refugees  
• People of different religious beliefs (include people with no religious 

beliefs)  
• People who are disabled (include those with physical and sensory 

disabilities, mental health problems, medical conditions such as diabetes 
or cancer, and learning disabilities)  

• Women and men  
• People with caring responsibilities  
• People of different ages  
• People of different sexual orientations  
• People with different work patterns (part-time, full-time, job-share, short 

term contractors, unemployed)  
• Other groups such as looked-after children, ex-offenders, lone parents. 

 
Who conducts the Impact Assessment? 
 
At least one of the team involved should be the manager responsible for the 
delivery of the service and or the policy writer. It is an asset to have one of the 
team or people involved being someone who is able to offer an independent or 
different perspective.  
This would ideally be a service user or someone related to the service. There will 
be times when involving someone for their technical expertise or someone with 
specialist knowledge will be appropriate. There is no ideal or specified size of a 
team but three is usually a good practical minimum.  
Training on the equality impact assessment process may need to be provided 
and this can be requested from the Training who can provide EQIA training. 

When is the best time to complete an impact assessment? 
 
An impact assessment should be carried out when: 
a) Developing a new policy, function or procedure 
b) Reviewing existing policies 
On average, however allow a minimum of two days to complete and write up, with 
the work often spread out over a number of weeks, though this is not the end of 
the process. It may take in some cases significantly more time to complete, 
depending on the data required being readily available and the level of research 
and information needed.   



Section Two 
 
What is involved in the impact assessment process 

The process involves an initial screening stage which will determine whether an 
equality  

Initial screening 

Initial screening needs to take place for all new and revised policy, function, 
strategy, major plan, project or procedure. This stage, which must be completed 
at the earliest opportunity, will determine whether or not it is necessary to carry 
out a full equality impact assessment for this activity. The key questions that need 
to be assessed at this stage are:  

• What are you looking to achieve in this activity?  
• Who is/ will be the main beneficiaries/people affected by this activity? 
• What information exists already to assist with making the judgments 

above? Has any consultation been undertaken on this or any other 
related issue? Are any reports or relevant documents available 
internally or from partners or other sources?  

• Does the activity have the potential to cause adverse impact or 
discriminate against different groups in the community or make a 
positive contribution to equalities? 

• What action will you take to minimise the negative impact?  

• What is the review period for this policy / strategy / project? 
 
If impacts have been identified it is necessary to go to the next stage which is 
completing a full impact assessment. 
 
If there is not enough information to determine whether there are impacts on 
different groups, it is advised that the full impact assessment process be followed.  
 
If no adverse impacts have been identified the Initial Impact must be signed off by 
the appropriate Director of Department/Head of Service. The initial impact 
assessment should contain a date for review, as it may be the case that there is 
potential for future impacts. 
 
 
 
 
 
 



Guidance on completing the Full EQIA – Step One 
 
Define the aims of the policy 
 
The first step of the impact assessment process is to clearly identify what the 
policy is designed to achieve.  Being very clear about the aims and objectives of 
your policy will help you to think about how the needs of different groups of 
people need to be integrated into the policy’s aims and objectives.  It helps you 
think about who is intended to benefit from the policy and how.  
 
When you are defining the aims of your policy, you should also be giving some 
thought to the resources that will be (or which have been) allocated to deliver that 
work.   
 
Have the potential costs of this work been set in a way which will help you to 
achieve the best outcomes for the diverse communities that your policy will 
engage with? 
 
 

Guidance on completing the EQIA – Step Two 
 
What do we know? 
 
It is important that we know who will be affected by any policy changes and how 
they will be affected. 
 
The information or evidence that is required may come from different sources. it 
may be statistical information, research projects which have collected evidence 
through discussions, focus groups and interviews with different people, or from 
recognised equality group organisations.  It is also important to identify any 
information or evidence gaps you may have and which may need to be 
addressed in order to successfully complete the assessment process.   
 
Guidance on completing the EQIA – Step Three 
 
What are the gaps in our knowledge? 
 
At Step Two we should have identified the information that has been collected so 
far. The next stage is to identify what, if any, are the gaps in our knowledge. 
Points to consider at this stage include: 
 
• Is there a group of people for whom you have little or no information?  
• If so, how do you know how the policy will impact on them?   



• Have you spoken to the right people and asked the right questions?   
 
If the answer to this question is yes then it is important that further research is 
undertaken before the policy is progressed.  It is necessary, to list here what the 
gaps are in terms of which groups may be affected and what other information is 
required to assist making a more informed decision. If it is felt that information 
obtained through formal consultation with relevant groups/experts will lead to a 
more informed decision about the policy this must be undertaken here. 
 
Guidance on completing the EQIA – Step Four 
 
Identified Impacts: List all impacts that have been identified 
 
In making your assessment you will need to consider whether any differential or 
adverse impact amounts to unlawful discrimination. If you find this, then you are 
duty bound to act to try and ensure that the Comhairle acts lawfully – by 
changing the policy or procedures in question. 
 
If it is not unlawful, but there is evidence that groups or communities are treated 
less favourably, you will need to consider whether; 
 

• The policy, proposals, service or function is intended to address the 
specific needs of a particular group or community and it is necessary to 
promote equality of opportunity for this group over others; or 

• If this is not the case, are there alternative measures that could be taken 
to help other people to benefit too? 

 
The following questions might help you: 
 

• Does the data/ information point to, or highlight, any differential impact, 
and if so for whom? 

• If there is a differential impact, does it amount to unlawful discrimination, 
whether direct or indirect? 

• Is it trying to provide for the needs of a community which is already 
experiencing discrimination or disadvantage? 

• If the results are that one or more community or group appears to benefit 
less, is there justification for this? 

• Is there anything which could be done to remove adverse or unfair 
treatment? 

• Could access be improved for any groups or communities, and if so how? 
• Do you need to firstly understand more about the needs of communities 

and how these might be met? 
• Could anything else be done to improve relations between or within 

communities to promote cohesion? 
• Could the policy or service do more to promote healthy lifestyles, equality 

and well-being? 



 
Guidance on completing the EQIA – Step Five 
 
Changes to the policy 
 
Having made your assessment of what needs to be changed, or what could be 
improved, the next step is to identify the action which needs to be taken. 
 
In order to ensure that agreed actions are taken forward, you are required to 
produce an action plan as part of your assessment, and the actions from this plan 
need to be added to your policy, so that they can be tracked and mainstreamed. 

• Each action be attributed to a key person who is ultimately responsible for 
its completion  

• An ambitious yet achievable timescale that is also at the same 
time reasonable  

• Relevant and appropriate activities and progress milestones  
• Any cost implications and how these will be addressed. 

The changes should include actions that will remove or alleviate the potential for 
the activity to unlawfully discriminate or impact less favourably on one or more 
communities. 
 
Guidance on completing the EQIA – Step Six 
 
Opportunities to promote equality 
 
Whilst the main purpose of the EQIA is to identify and mitigate any potential 
adverse impact, (though where we impact positively we should also be setting 
this out clearly), it also offers the opportunity to consider how your work can 
better promote equality of opportunity and good relations.  Good relations are 
unlikely when there is inequality between different groups. 
 
The promotion of equality of opportunity entails more than the elimination of 
discrimination - it requires proactive measures to be taken.  Equalities legislation 
should not inhibit action to counter disadvantage among particular sections of 
society – indeed policies that specifically target disadvantaged groups may be an 
appropriate response to ensuring equalities of opportunity and/or outcomes 
(remember, equality is not about treating everybody the same). 
 
The public sector equality duties also require the Comhairle to:- 
 

• promote good relations between people of different racial groups 



• promote positive attitudes towards disabled people 
• encourage participation by disabled people in public life 

 
Guidance on completing the EQIA – Step Seven 
 
Rate the relevance of the project 
 
You should now have enough information to decide whether or not there is an 
impact, for any/all of the equality groups and whether the level of impact is in 
proportion to the policy.  You will now have to decide whether the impact is high, 
medium or low for any of the strands. 
 
A high impact is not necessarily negative.  A high impact might refer to a positive 
or negative impact on an equality group, or even a mixture of both.   
 
For some policies a high impact is entirely appropriate as that is the intended 
effect of the policy.  It should be remembered that if a policy impacts only on a 
small number of people from a particular equality group, this does not equate 
automatically to a low impact.  It might be that a policy has a highly 
disproportionate negative impact on people from a particular equality group, who 
are numerically small in number compared to the wider population.  This does not 
mean that the impact is ‘low’.   
 
Guidance on completing the EQIA – Step Eight 
 
Monitor and evaluation 
 
Following the completion of the EQIA, it is important to set in place arrangements 
for review. It is recommended that in the majority of cases a review of the EQIA 
be conducted whenever there is a planned change to the policy that may 
potentially impact upon the original findings. In some EQIAs it may be desirable 
to look again at the impact of the policy at agreed stages.  
 
The results of all EQIAs must be published externally and be made accessible to 
the general public. This is a legal requirement. The Comhairle’s website has a 
page where completed EQIA’s can be published. http://www.cne-
siar.gov.uk/equalityanddiversity/equalityimpact.asp 
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