
 

Equalities Impact Assessment Part 1: Quick Screening Tool 
This tool is designed to offer a quick screening approach to your project, service or 
strategy.  Please see guidance for further information. 
 
Directorate:  Corporate Resources 
 
Service:  People and Organisational Development 
 
Lead Impact Assessor:  Rita Adams 
 
Name of strategy, policy, project, service or “other”:  Recruitment Procedure 
 
Person(s) or team(s) responsible for delivery of above: 
 
Rita Adams and HR Admin Team 

1.  What is the purpose of the item?  Please describe: 
 The aim of the Council’s recruitment process is to ensure that as wide a range of 

prospective applicants are aware of any job advertisements and that we receive 
applications that meet the requirements of the job description and person 
specification of the role.  This means that following the shortlisting and selection 
process, the best possible available applicant is chosen; and 

  
 To recruit staff to the Council regardless of gender, race, ethnic or national origin, 

disability, marital status, family commitments, sexual orientation, age, HIV status, 
religious or political beliefs, social class, trade union activity or irrelevant spent 
convictions. 

  

2.  Who will benefit/ be affected and how?  Please describe: 
The process affects anyone who views the advertisements and becomes a 
prospective applicant.  Initially, therefore, it is external customers who are 
affected and eventually the shortlisting and selecting officers are more involved.  
They select solely on skills, knowledge and abilities contained within the 
application form. 

3.  Does the item fit with the Council’s priorities? Please describe: 
Priorities 1, 3 and 4 
 
1 . Doing everything we can to soften the impact of the economic downturn on the 
town’s economy and residents’ lives 
 
3. Making sure we’re efficient, customer focused and a good organisation to work 
for 
 
4 . Promoting equality and an inclusive, supportive community 
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4.  Does the item help to achieve the aims of the Equalities Scheme? 
Please describe: 
Job advertisements will encourage applications from all persons, through either 
internal and/or external advertising. Advertisements will be carefully worded to 
ensure that no intent of either direct or indirect discrimination is interpreted nor is 
there indication of stereotyping of roles. 
 
All applicants will be told that the Council is an equal opportunities employer. 
Applicants will be informed that it is the policy to ensure that no job applicant or 
employee receives less favourable treatment on the grounds of gender, sexual 
orientation, marital status, racial group, religious beliefs, trade union membership, 
political activity, responsibility for dependants, parenthood, colour, employment 
category, nationality, ethnic origin or disability, or is disadvantaged by conditions 
or requirements which have a disproportionately adverse effect on his/her racial 
group or sexuality, which cannot be shown to be justified. Selection criteria and 
procedures are intended to ensure that individuals are selected, promoted and 
treated on the basis of their relevant merits and abilities. All information provided 
by applicants will be treated as confidential. 
 
All advertisements will carry an equal opportunities statement to reinforce the 
message that the Council is an equal opportunities employer.  
 
The selection process will be carried out consistently for all jobs at all levels 
within the Council so that it is seen to be fair and non-discriminatory. Selection 
criteria will be objective, job related and carefully assessed to ensure that the 
characteristics specified are necessary to carry out the duties of the job safely. 
Selection criteria that cannot be justified may unintentionally discriminate, 
indirectly, against women or men and minority groups and as such would be an 
infringement of equal opportunities legislation. 

 
Where applications are received from people with disabilities, interviews will be 
granted where the minimum essential criteria as outlined in the person 
specification are met (Guaranteed Interview Scheme).  
 
Only psychometric tests approved by the Personnel Department will be used in 
the recruitment process and will be administered by a suitably qualified person.  
 
Managers who conduct recruitment/promotion interviews will ensure they have 
read and understood this procedure. They will ensure that they take an unbiased 
approach towards candidates and only ask questions which relate to the job and 
which are non-discriminatory (e.g. questions about marriage plans and intention 
to have a family may be construed as showing discrimination against women). 
Managers must attend the relevant training.  
 
All terms and conditions apply equally to full and part-time employees irrespective 
of sex, race or disability.  
 
The Council is committed to ensuring equality of opportunity in terms of access to 
training in order to increase employees’ knowledge and skills and to provide 
opportunities to develop their potential.  
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Equalities Relevance Testing Tool 
When considering whether there would be a negative impact, you should consider the following: 
• If the item could potentially discriminate unlawfully against any group 
• If any group could be denied fair and equal treatment  
• If it could actively promote good relations between different groups  
• If it could promote equality of opportunity  
• If there have been any concerns or complaints expressed about the item (or similar items elsewhere) having a negative impact 
 
Group Likelihood of 

negative 
effect 

Impact of 
one negative 
effect 

Overall 
assessment 
rating 

Describe potential and actual impacts (show your thought 
process) 

Disability 
 

Low Low Low Recruitment advertisements are placed electronically (HBC website 
and others as appropriate), with Job Centre Plus, on a public sector 
jobs website and, where necessary, in the local/trade press.  
Shortlisting is carried out by recruiting managers on a scoring 
system against a detailed Person Specification.   
 
Our Recruitment and Selection Policy is reviewed on a regular 
basis to ensure that it is up to date, and it is available to all those 
involved in recruitment on our Intranet.  Recruitment and selection 
training is arranged regularly as required for staff new to the 
process. 
 
Personnel are available for attendance at any interview on request, 
to provide advice and guidance throughout the process, monitor 
applicants, shortlists and appointments. Local indicators and/or 
monitoring also exist.  Therefore there should be no barriers or 
impacts. 
 

 



Disabled applicants may be discouraged from applying by way of 
their disabililty or special needs. 
 
Where applications are received from people with disabilities, 
interviews will be granted where the minimum essential criteria as 
outlined in the person specification are met (Guaranteed Interview 
Scheme).  Ensure Two Ticks logo is prominent. 
 
Special arrangements are made for interviews where necessary, 
i.e. special equipment provided, ground floor location, access to lift 
and facilities etc. 
 

Gender 
 

Low Low Low Recruitment advertisements are placed electronically (HBC website 
and others as appropriate), with Job Centre Plus, on a public sector 
jobs website and, where necessary, in the local/trade press.  
Shortlisting is carried out by recruiting managers on a scoring 
system against a detailed Person Specification 
 
Our Recruitment and Selection Policy is reviewed on a regular 
basis to ensure that it is up to date, and it is available to all those 
involved in recruitment on our Intranet.  Recruitment and selection 
training is arranged regularly as required for staff new to the 
process. 
 
Personnel are available for attendance at any interview on request, 
to provide advice and guidance throughout the process, monitor 
applicants, shortlists and appointments. Local indicators and/or 
monitoring also exist.  Therefore there should be no barriers or 
impacts. 
 
The Council actively recruits staff regardless of gender or family 
commitments.  There are a number of schemes in place to assist 
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such as job sharing, flexible working and childcare vouchers.   
 

Sexual Orientation 
 

Low Low Low Recruitment advertisements are placed electronically (HBC website 
and others as appropriate), with Job Centre Plus, on a public sector 
jobs website and, where necessary, in the local/trade press.  
Shortlisting is carried out by recruiting managers on a scoring 
system against a detailed Person Specification. 
 
Our Recruitment and Selection Policy is reviewed on a regular 
basis to ensure that it is up to date, and it is available to all those 
involved in recruitment on our Intranet.  Recruitment and selection 
training is arranged regularly as required for staff new to the 
process. 
 
Personnel are available for attendance at any interview on request, 
to provide advice and guidance throughout the process, monitor 
applicants, shortlists and appointments. Local indicators and/or 
monitoring also exist.  Therefore there should be no barriers or 
impacts. 
 

Race Low Low Low Recruitment advertisements are placed electronically (HBC website 
and others as appropriate), with Job Centre Plus, on a public sector 
jobs website and, where necessary, in the local/trade press.  
Shortlisting is carried out by recruiting managers on a scoring 
system against a detailed Person Specification. 
 
Our Recruitment and Selection Policy is reviewed on a regular 
basis to ensure that it is up to date, and it is available to all those 
involved in recruitment on our Intranet.  Recruitment and selection 
training is arranged regularly as required for staff new to the 
process. 
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Personnel are available for attendance at any interview on request, 
to provide advice and guidance throughout the process, monitor 
applicants, shortlists and appointments. Local indicators and/or 
monitoring also exist.  Therefore there should be no barriers or 
impacts. 
 

Religion/ belief Low Low Low Recruitment advertisements are placed electronically (HBC website 
and others as appropriate), with Job Centre Plus, on a public sector 
jobs website and, where necessary, in the local/trade press.  
Shortlisting is carried out by recruiting managers on a scoring 
system against a detailed Person Specification. 
 
Our Recruitment and Selection Policy is reviewed on a regular 
basis to ensure that it is up to date, and it is available to all those 
involved in recruitment on our Intranet.  Recruitment and selection 
training is arranged regularly as required for staff new to the 
process. 
 
Personnel are available for attendance at any interview on request, 
to provide advice and guidance throughout the process, monitor 
applicants, shortlists and appointments. Local indicators and/or 
monitoring also exist.  Therefore there should be no barriers or 
impacts. 
 

Age Low Low Low Recruitment advertisements are placed electronically (HBC website 
and others as appropriate), with Job Centre Plus, on a public sector 
jobs website and, where necessary, in the local/trade press.  
Shortlisting is carried out by recruiting managers on a scoring 
system against a detailed Person Specification.   
Our Recruitment and Selection Policy is reviewed on a regular 
basis to ensure that it is up to date, and it is available to all those 
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involved in recruitment on our Intranet.  Recruitment and selection 
training is arranged regularly as required for staff new to the 
process. 
 
Personnel are available for attendance at any interview on request, 
to provide advice and guidance throughout the process, monitor 
applicants, shortlists and appointments. Local indicators and/or 
monitoring also exist.  Therefore there should be no barriers or 
impacts. 
 
The Council also has an Age Discrimation Policy in place. 
 

Social and economic 
exclusion 

Low Low Low Recruitment advertisements are placed electronically (HBC website 
and others as appropriate), with Job Centre Plus, on a public sector 
jobs website and, where necessary, in the local/trade press.  
Shortlisting is carried out by recruiting managers on a scoring 
system against a detailed Person Specification. 
 
Our Recruitment and Selection Policy is reviewed on a regular 
basis to ensure that it is up to date, and it is available to all those 
involved in recruitment on our Intranet.  Recruitment and selection 
training is arranged regularly as required for staff new to the 
process. 
 
Personnel are available for attendance at any interview on request, 
to provide advice and guidance throughout the process, monitor 
applicants, shortlists and appointments. Local indicators and/or 
monitoring also exist.  Therefore there should be no barriers or 
impacts. 
 
Certain vacancies are targetted in order to access hard to reach 
social groups/areas. 
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Transgender Low Low Low Recruitment advertisements are placed electronically (HBC website 
and others as appropriate), with Job Centre Plus, on a public sector 
jobs website and, where necessary, in the local/trade press.  
Shortlisting is carried out by recruiting managers on a scoring 
system against a detailed Person Specification. 
 
Our Recruitment and Selection Policy is reviewed on a regular 
basis to ensure that it is up to date, and it is available to all those 
involved in recruitment on our Intranet.  Recruitment and selection 
training is arranged regularly as required for staff new to the 
process. 
 
Personnel are available for attendance at any interview on request, 
to provide advice and guidance throughout the process, monitor 
applicants, shortlists and appointments. Local indicators and/or 
monitoring also exist.  Therefore there should be no barriers or 
impacts. 
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