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Guidance on Carrying out  
Equality Impact Assessments 

 
 
1.0. Introduction  
 
These Guidance notes are intended to help you understand how to carry out Equality Impact Assessments.  
 
This is a flexible process, and depending on whether you are impact assessing a policy, proposals, or an 
existing service or function, you may need to vary the steps outlined in this guidance.   
 
Additional advice is available from the Head of Diversity and/or the Equality and Diversity Committee of the 
Society, including in relation to: 
 

 Race/ ethnicity equality/ discrimination 
 Gender and transgender equality/ discrimination 
 Disability equality/ discrimination 
 Age equality/ discrimination 
 Religion and belief equality/discrimination, including religious intolerance 
 Sexual orientation based equality and discrimination 
 Social inclusion 
 Processes and procedures in relation to equality/ discrimination 
 Best practice in relation to equality/ discrimination 

 
It should, however, be noted that the responsibility for the Equality Impact Assessment, and any supporting 
work such as research or involvement, resides with the project/department/function managers.  The Head 
of Diversity and the Equality and Diversity Committee only provide an internal consultancy role. 
 
1.1. What is an Equality Impact Assessment? 
Equality Impact Assessments have been developed as a tool for ensuring that equality and diversity is 
effectively considered when drawing up policies or proposals which affect the delivery of services and the 
carrying out of the Society’s functions.  They will also be carried out across the Society’s functions every 
three years in preparation for the publication of each new Equality Strategy of the Society. 
 
At the simplest level impact assessments are about questions such as: 

 Do we want everyone (all solicitors, stakeholders, and members of the public) to get the best 
possible service from the Law Society of Scotland? 

 Do we think that ‘one size fits all’ amounts to good service? 
 How can we make sure that some do not receive a poorer service than others because of the 

way we plan, design, and deliver our work? 
 Do regulations, rules or guidance apply to everyone equally?  Or could some have different 

impacts on different people or groups? 
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Carrying out Equality Impact Assessments should help us: 
 

 Determine how the Society’s policies and practice, or new proposals, will impact or affect 
different communities/groups (whether of solicitors or public service users), especially those 
groups or communities who experience inequality, discrimination, social exclusion or 
disadvantage 

 Measure whether policies or proposals will have a negative or positive effect on different groups 
or communities 

 Make decisions about current and future services and practice in fuller knowledge and 
understanding of the possible outcomes for different communities or customer groups 

 Develop ways of monitoring and reviewing the effects of new or changing policies or proposals if 
they are introduced. 

 

Example: 
 
When developing the New Lawyers Engagement Strategy it was noted that there was a significant 
opportunity to promote various issues around equality and good relations, and that there was also a need 
to ensure advice and information was accessible to all. 
 
Considering these issues at an early stage meant, for example, that the plans included projects such as 
creating online profiles of solicitors working in different areas of law, but also profiles of solicitors from 
diverse backgrounds (be that solicitors from minority ethnic groups or those with a disability).  This allows 
the Society to promote a profession offering interesting and challenging careers irrespective of 
background.  It also meant careful consideration could be given to how and where information is 
distributed, leading to us working with more partner organisations to ensure that everyone can access 
accurate and straightforward material on how to qualify as a solicitor in Scotland, regardless of the school 
they attend or whether they are presently working in another career.   An example would include our 
‘Pathway to the Professions’ social inclusion work with Edinburgh University.  
 
 
NOTE:  ALL examples (in the gray boxes) are only provided for training / guidance purposes, and may not 
represent the current policy position of the Society. 
 
The first stage of the Equality Impact Assessment process is an Initial Screening Questionnaire.  This 
screens proposed changes/projects to ascertain whether a full assessment is required.   
 
The second stage is the full Equality Impact Assessment.  This is a longer and more detailed exploration 
of the issues that may exist for projects that either have serious potential to create differential outcomes, or 
which are particularly high profile for the Society. 
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Equality Impact Assessment should only be completed by someone who has attended the Society’s 
internal Equality and Diversity training and who is familiar with the legislative and policy equality framework. 
A concise summary of the law, and key definitions, can be found in chapters 3, 5, and 6 of the Equality and 
Diversity Strategy (http://www.lawscot.org.uk/diversity/equality_strategy.aspx).  
 
 
1.2. Why do Equality Impact Assessments? 
You are required to carry out equality impact assessments because: 
 

 There is a legal requirement to do so in relation to race, disability and gender 

 The Council of the Society is committed to implementing a system of impact assessment across 
all the ‘equality strands’ and in relation to all our work 

 They are helpful in identifying improvements to services and processes for all users 

 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 

 They will help the Society to become a better employer and service provider. 

 
 

Example: 
 
When designing the new website the Society took into account from procurement stage the requirement 
that the website met the WAI ‘AA’ disability accessibility standard. 
 
Ensuring accessible information is part of our legal duties.  However, there were other benefits of the type 
listed above.  The new ‘cleaner’ and ‘less cluttered’ website got positive feedback from all service users, 
with most people reporting it was easier to access information they were looking for.  Building in 
accessibility from the design stage meant that there was no additional cost, whereas there could have 
been significant issues if the website had been designed without this in mind, and we had had to go back 
and do the work afterwards.  It was also used to send a message to all staff and service users about the 
type of service we hoped to provide in the future – one that was as accessible as possible to all.   
 
1.3. Who is responsible for Impact Assessment? 
The manager responsible for each process, function, or policy within the Society (usually the department 
head) is responsible for ensuring the up-to-date and appropriate Impact Assessments have been carried 
out for all relevant work within their remit.  Any costs or resource implications associated with impact 
assessment or involvement reside with the department responsible for the particular policy, process, or 
function.    
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Example: 
 
The Admissions Committee is considering changing the criteria used in relation to the ‘fit and proper’ test 
(part of the application to become a solicitor, which includes, for example, the checking of previous 
criminal convictions and references).  At the same time they are working with the member of staff who 
has been charged by their line manager with reviewing the reference forms used as part of the process 
of solicitors gaining recognition as an ‘Accredited Specialist’ in a particular field of law. 
 
Everyone involved should be thinking of the potential equality and diversity issues.  Committee 
Convenors should be ensuring these issues are discussed in relation to new policy and ongoing work, 
but so too should Committee Secretaries and the sponsoring department and department head.  If the 
policy needs to go to another group for approval (such as Council or the President’s Committee) they too 
should be ensuring these issues have been taken account of. In the future no new policy, process or 
function should be established, or an existing one amended, without an impact assessment.  In this case 
(in the current organisational structure) the Director of Education and Training and the Director of 
Professional Practice would be responsible, but the Admission Secretary and the member of staff 
delegated to the specialist accreditation project also have a responsibility to raise the issue of impact 
assessment if they are not sure it is being considered.  
 

 
If you are ever unclear as to what your responsibilities in relation to equality and a particular area 
or piece of work is, always ask the manager who allocated that work or check with the Head of 
Diversity. 
 
 
1.4. Deciding what to impact assess 
The Society has agreed a method for prioritising what should be assessed.  
 
In preparation for the Equality and Diversity Strategy 2005-2008 all departments carried out a basic impact 
assessment across ALL functions: details of this process can be found in Section 6 of the Strategy.  
Another organisation-wide approach to impact assessment will be implemented in preparation for the 2008-
2011 Equality Strategy.  
 
All new projects, processes, procedures, and services, or the significant redesign of existing 
projects, processes, procedures and service must be assessed using the Equality Screening 
Template, and, where that initial screening questionnaire indicates it is necessary, the full Equality 
Impact Assessment. 
 
These policies or functions might be internal (for example, in relation to staff or property) or external (for 
example, in relation to a service to the profession).  The disability legislation (and some of the other 
equality legislation) specifically covers our role as a ‘Qualifications Body’ and ‘Trade Organisation’.  This 
means it is clear that when we talk about policy and process we are not just discussing services (such as 
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the professional practice helpline or CPD) but also rules, guidance and standards (such as the competency 
requirements laid out for newly qualifying solicitors, or new rules in relation to ‘letters of engagement’). 
 
Examples of what would require impact assessment: 
 

 A new format of CPD being considered (for example, online learning) 
 A floor of office accommodation being redeveloped 
 A new travel and expenses policy  
 New rules or guidance for the profession (taking into account equality issues for solicitors and clients) 
 New HR policies 
 Procurement of a new IT system to be used by the staff or the profession  
 A communication plan for an area of work – ensuring all audiences have accessible information 
 A new Code of Conduct or Business Practice Standard for law firms 
 Changes to the requirements in relation to pre- or post- qualification training  
 Changes to the approach to registration on the Roll of solicitors  
 Regulatory requirements in relation to business structures or activities  

 
If in doubt as to whether something needs assessed, you can ask the Head of Diversity for guidance.  
 

 
1.5. The main steps in carrying out Equality Impact Assessments 
 
The first stage of the Equality Impact Assessment process is an Initial Screening Questionnaire.  This 
screens proposed changes/projects to ascertain whether a full assessment is required.   
 
The second stage, if required, is a full impact assessment.  Basically there are 9 main steps to take when 
carrying out a full Equality Impact Assessment: 
 

1. Identifying the purpose and aims of the policy, service or function, or any proposals being made 

2. Considering any information, data or research that is already available in relation to equalities and 
what this tells you 

3. Making an assessment of the impact or effects on different communities or customer groups 

4. Involving and consulting those affected for their views and ideas 

5. Considering whether there is anything which could be done to mitigate against or to remove any 
adverse impact or effects, or to further promote equality, social inclusion or community cohesion 

6. Making a decision as to whether or not to proceed  

7. Where necessary, adding the main objectives from your impact assessment to your service plan, 
action plan, etc 

8. Deciding how you will monitor and review your policy, proposals or other changes 

9. Writing up your assessment and publishing it. 
 

More detail on each stage is provided later in this document. 
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1.6. How wide should the impact assessment be? 
 
You should aim to cover the following within your assessment: 
 

Protected Groups 
 

Race 
 Discrimination is prohibited on the grounds of a person’s race, colour, nationality, and their 

ethnic & national origins in employment and the provision of goods & services 

   

Gender 
 Discrimination is prohibited on the grounds of a person’s sex and marital status in relation 

to employment and the provision of goods & services; and, in employment/vocational 
training only, on the grounds of gender reassignment 

   

Marital or 
Partnership 

Status  

 The sex discrimination legislation provides specific protection against discrimination on the 
grounds of marital status, and issues may also arise in relation to civil partnership.  We ‘flag’ 
this separately because change in the gender profile is a key demographic trend for the 
profession, & research suggests potential issues around those of an age likely to have children.  

   

Disability 
 ‘Disability’ is defined as a physical/mental impairment with a substantial and long-term 

adverse effect on the ability to carry out day-to-day activities – covers employment, goods 
& services and our role as a Qualifications Body & Trade Organisation 

   

Religion & 
Belief 

 Discrimination is prohibited on the grounds of religion, religious belief, or similar 
philosophical belief - relates only to employment and vocational training – some religions 
may also be covered under Race (those which ‘map’ to an ethnic group) 

   

Sexual 
Orientation 

 Discrimination is prohibited on the basis of a person’s sexual orientation (or perception of 
it/association with someone with a perceived orientation) towards persons of the same 
sex, persons of the opposite sex, or persons of the same & of the opposite sex 

   

Age 
 Legislation outlaws age discrimination in employment and vocational training. This covers 

private and public sectors. It will include every member of the workforce, young and old – 
age restrictions can, in certain circumstances, amount to sex discrimination 

   

Social 
Exclusion  

 Under the Scotland Act 1998 the definition of equality is expanded to include social 
exclusion, and it is therefore appropriate that these wider factors are considered even if 
they are outwith the current formal equality  framework 

 
 

Policies, proposals, projects, services and functions 
 

In particular you will need to capture policies, services and functions where there are: 
 
 Proposals that will affect communities or groups of service users (members, public, clients) 
 Proposals to remove, reduce or significantly alter a service 
 Proposals to introduce or add to a service 
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 Significant proposals around funding or expenditure that have implications for communities or 
groups of service users 

 New policies or changes to Society policies 
 Important new or changing procedures that will affect service users (members, public, clients) 
 Proposals to adopt policy priorities, strategies and action plans 
 Proposals in relation to procured or commissioned services 
 Important changes being proposed to staffing structures where groups of employees are likely 

to be affected 
 
 
1.7. Recording your Equality Impact Assessment 
You must make a record of your assessment; whether one or both stages are required. A form has been 
designed to help you: this can be downloaded from ‘W:drive’ – W:\DIVERSITY\Impact Assessment  
 
Remember – ultimately your assessment may require to be made public. Making a good record will help 
you when you need to produce your public version. 
 
In reading the rest of this guidance it may help you to have copies of the two forms in front of you 
(the initial Screening Questionnaire, and the Full Equality Impact Assessment) so you can see exactly what 
is being referred to. 
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2.0.   INITIAL SCREENING QUESTIONNAIRE  
 
2.1. Identifying the purpose and aims of the policy, proposals, service or function being assessed 
 
The aim of this screening template is to add structure to the equality planning of new projects and 
initiatives, or the redesign of existing policies, processes and procedures.  It is intended to be a flexible 
tool, with those leading work completing only the sections relevant to the nature, scale and potential impact 
of what they are undertaking.   
 
Right at the start of discussion about an area of new work it will be worth accessing the template and 
reviewing the key areas you will be later asked to report on.  In your own work, or for a project team 
meeting, it may be useful to structure your agenda around the key headings, to ensure that everyone is 
thinking of the considerations which ensure projects take account of, and benefit from, considerations of 
equality and diversity.  
 
Policies, procedures, and processes cover almost every aspect of the Society’s work, and we are using a 
very wide definition of what new projects might be – it could range from a tender for a major piece of work 
(The Journal, outsourcing of IT functions such as the website, or major consultancy on an equality project), 
or could be the redesign of an existing process for which budget is already allocated (completion of trainee 
registration or practicing certificate renewal online, a way of providing CPD, or change to the way 
inspections are managed).  It is important to realise that even a small project (for example, changing the 
way we administer criminal record ‘Disclosures’ in admitting trainees) could have a significant impact in 
relation to equality and diversity. 
 
2.2. First draft of the Screening Template 
When a full review of the Society’s work is taking place you may be asked to discuss the draft with the 
Head of Diversity, a member of the Equality and Diversity Committee, or an external consultant providing 
assistance with impact assessment. 
 
When planning new work you will be asked to complete a first written draft of the Initial Screening 
Questionnaire early on in the planning cycle.  This should be discussed with your line manager and 
formally signed off.  
 
It is suggested that you have a quick read through the whole paperwork before completing any individual 
section, as always in such templates there may, depending on the nature of the project, be overlap 
between sections and you will want to ensure that information is provided in the most appropriate boxes. 
 
The form first asks some questions about the overall aim and objectives of the work, and for any relevant 
background information.  Details are then asked of benefits and risks associated with the work for the 
Society, what key stakeholders are relevant, and what ‘critical success factors’ have been established 
(letting us know whether we have achieved our aims). 
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A very simple example would be: 

1.  AIMS AND OBJECTIVES  
1.1 Overall aim and objectives  To allow online registration for CPD courses 
1.2 Context and background All registration is currently done through paper forms, which then require to 

be manually input by Society staff 
2.  STRATEGIC FIT  

2.1 Strategic benefits  Reduction in admin burden for the Society, quicker option for profession, 
portrays more modern image of the Society, part of strategic goal to develop 
more IT solutions 

2.2 Strategic risks  Some solicitors don’t have good online access, a failure of the system to 
work could cause reputational damage 

2.3 Business need  Reduction in admin burden/cost, more efficient process, potential to collect 
and monitor data more effectively 

2.4 Membership benefit Faster registration, auto-completion of standard fields once system has been 
used once, real-time feedback on whether course still has places. Such 
technology is ‘expected’ from many newer members, and others 

2.5 Public and/or client benefit Assists in altering public perception of the Society to viewing us as modern, 
business orientated organisation 

2.6 Stakeholders  Where courses are being co-hosted need to identify our partner providers, 
and ensure data format is consistent with their systems/needs 

2.7 Critical success factors  On budget, on-time delivery of robust new IT system.  See 50% of 
registrations completed in this manner during first six-month period 

 
Following on from this project specific information, you will be asked several questions on equality; these 
cover each key area specified in the three sets of ‘public sector duties’, although Society policy is that we 
use them to explore all strands (see section 1.6 above for a list of ‘strands’).  It should be noted the 
language and phrasing used in the questions is based on the wording of current equality legislation; for 
example, phrases such as ‘eliminate unlawful discrimination’ and ‘more favourable treatment’ comes 
directly from the legal duties we are trying to meet.  It is important we use this wording, because otherwise 
it could be suggested that we have not followed the correct process or applied the correct standard or test.  
To try to make clear what it required we have provided a worked example below, and if you need 
clarification you can contact the Head of Diversity at any time for more information.   
 

 Is there an opportunity to positively promote equality between members of the protected groups? 
 Is there an opportunity to promote positive attitudes towards members of the protected groups? 
 Is there an opportunity to eliminate unlawful discrimination? 
 Is there an opportunity to encourage greater participation of the protected groups? 
 Eliminate or reduce the possibility of harassment and / or victimisation based on the protected 

grounds? 
 Will it be necessary to take steps to ensure the needs of all groups are met, even where this 

involves different/more favourable treatments (as allowed by law)? 
 Is there evidence (internal or external) to suggest that there may be different treatment or 

outcomes? 
 Is there a likelihood there will be concern in the profession, public, or stakeholder groups as to 

equality? 
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These should be scored at a ‘1’ if it is believed there is a possible opportunity or effect, or ‘0’ if there is not.  
If you need assistance, simply contact the Head of Diversity. 
 
 

A very simple example would be: 

In the initial screening template you are simply asked to indicate whether or not you think there could be 
an implication: here we give a narrative example of the thinking behind those choices in relation to our 
earlier example of ‘online registration for CPD’.  You would not be asked to provide this narrative on the 
screening questionnaire, although you should be able to justify the scoring. 

Is there an opportunity to positively 
promote equality between members of 
the protected groups? 

Issues: promoting positive attitudes might be through training, 
sharing of best practice and information, positive media and 
communication messages, encouraging integration, etc. – the 
emphasis here is ‘between’ members of a group, for example 
building understanding between Muslim and Christian members.  
 
CPD Example:  N/A 

Is there an opportunity to promote 
positive attitudes towards members of 
the protected groups? 

Issues: promoting positive attitudes might be through training, 
sharing of best practice and information, positive media and 
communication messages, encouraging integration, etc. – the 
emphasis here is ‘towards’ members of a group, for example 
promoting positive attitudes towards people with disabilities by the 
population in general. 
 
CPD Example:  Displaying a logo indicating the system is 
accessibility compliant could help emphasise the profession’s 
commitment to these constituent groups, and that they are an 
accepted and valued part of the profession. 

Is there an opportunity to eliminate 
unlawful discrimination? 

Issues: there may still be areas where unlawful discrimination is 
present, for example, a regulation that still has an age limit in it, 
because it has not been amended since the new age discrimination 
legislation came into place, or a practice rule that demands a 
‘written’ contract, as opposed to one in ‘permanent form’.  It is a 
positive thing when issues such as these are identified, and one of 
the key purposes for doing impact assessment.    Individuals should 
not be concerned about noting where such issues are identified, but 
should take care to ensure action is set to remedy the issue. 
 
CPD Example:  Providing registration in an alternative format will 
assist in meeting our duties in relation to accessible services, so this 
is likely to score a ‘1’ in relation to disability. 

Is there an opportunity to encourage 
greater participation of the protected 
groups? 

Issues: Greater participation could be about getting more people 
from protected groups involved in committees, working parties and 
Council or simply the general work and services of the Society.  
Particular consideration should be given to participation in areas 
where policy is being formed and or decisions taken. 
CPD Example:  Online registration provides 24 hour access 
irrespective of location (being at an office or not).  This might make it 
a more useful option for those on flexible work patterns (especially if 
they are using it for immediate access to online learning) which links 
to gender equality.  
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Is there an opportunity to eliminate or 
reduce the possibility of harassment 
and / or victimisation based on the 
protected grounds? 

Issues: Harassment is where an individual is subjected to 
unwanted conduct on a protected ground which has the purpose or 
effect of violating his or her dignity or of creating an intimidating, 
hostile, humiliating or offensive environment.  Victimisation is where 
an individual who has sought to enforce their rights, or helped 
another to do so, is, as a result, treated less favourably than others 
who have not complained. 
 
CPD Example:  N/A 

Is there evidence (internal or external) 
to suggest that there may be different 
treatment or outcomes? 

Issues: Evidence might come in a variety of formats.  It could be the 
results of formal research (from questionnaires to interviews), it 
might be from our jurisdiction/profession or a similar one, it might be 
from internal data systems (such as the Roll database), or it might 
be from case-study feedback (for example, frequent cases cited in 
the press of discrimination in a particular area).  Particular care 
should be taken not to be restrictive in what is considered as 
evidence: the test is perhaps anything that another organisation 
might cite to counter the position we might wish to put forward. 
CPD Example:  At the moment we know a lower percentage of 
female solicitors attend CPD events run by the Society than men. 

Is there a likelihood there will be 
concern in the profession, public, or 
stakeholder groups as to equality? 

Issues: This might be measured through topics we receive 
significant correspondence on, or that tend to spark debate at AGMs 
or faculty visits.  It might also be measured through press coverage, 
and/or statements made by consumer and representative bodies.  
CPD Example:  This is not a high profile issue, and is unlikely to be 
of significant concern at the moment to these groups. 

Will it be necessary to take steps to 
ensure the needs of all groups are met, 
even where this involves 
different/more favourable treatments 
(as allowed by law)? 

Issues:  This question may require additional input from the Head of 
Diversity.  Whilst positive discrimination (for example, having a quota 
for the number of staff to come from minority ethnic groups) is illegal 
in the UK, in most cases the situation is complex in relation to 
disability and the duty is to make reasonable adjustments, where on 
occasion ‘more favourable’ treatment may be allowable or required.  
Positive Action (for example, specifically targeting and funding job 
adverts in press read by minority ethnic groups) may be possible 
and necessary in order to help achieve some of the Society’s aims.   
CPD Example:  We need to ensure when commissioning the 
system that a variety of access options are built in, that plain English 
is used in the explanation of the system, and that alternative routes 
(registration by mail or phone) continue to be available for those who 
prefer this option. 

 
As indicated above, on the real template each area should be scored at a ‘1’ if it is believed there is a 
possible opportunity or effect, or ‘0’ if there is not.  If you need assistance, simply contact the Head of 
Diversity. 
 
The total possible score is 56:  

 If more than five rows score ‘4’ or above the Head of Diversity should be contacted 
 If more than five columns score ‘4’ or above the Head of Diversity should be contacted 
 If the total score is ‘25’ or above then the Head of Diversity should be contacted  
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It should be noted that a high score or a low score does not necessarily mean there are ‘problems’, it 
simply means that the impact/potential impact is high. 
 

Example: 
 
A project to outsource the production of the Society and profession’s magazine may achieve a very high 
score.  This is NOT because the current / proposed arrangements may discriminate, cause barriers, or 
present threats but is because of the OPPORTUNITIES in relation to equality which the work presents. 
 
For example, there is a tremendous opportunity to promote equality between members of groups covered 
by the law and towards members of protected groups (which might give you a combined score of 14 on the 
first two lines of the grid alone). Such a project might also score highly in relation to an opportunity to 
greater participation (by getting contributions and topics for debate from a diverse selection of writers), 
there could be some issues around access and alternative formats, and it might provide a platform to 
promote best practice that could reduce harassment and victimisation.  All of this could easily take the 
score to a level where it is recommended the Head of Diversity is involved, but because of the numerous 
positive opportunities rather than any potential ‘problems’.  
 
2.3. Involving Others  
The Society must ensure a consistent and effective approach to its work: it is also an organisation with 
enormous internal expertise in different fields.  Those people planning projects, or using the tool to review 
existing work, should, where appropriate, get the input from the relevant departments at the planning stage 
of the project.  Other teams and individuals may well be aware of other research in the field, what other 
jurisdictions have tried in the past, and specific implications of a project (such as IT) and so on.  For 
example, if Records were considering an online registration for the practising certificate they may benefit 
from previous work in Update and IT to ensure that systems are equality compliant.   

 
It should be noted that the Society is also under a legal duty in relation to the ‘involvement’ of 
people with disabilities in the development of its Disability Equality Scheme (which includes all 
Impact Assessments, which support the Scheme), and under similar duties in relation to Gender and 
Race (the technical requirement in these two areas is to ‘consult’, but the Society’s commitment in its 
Equality Strategy is to meaningful ‘involvement’).  The Society is further committed to ‘involvement’ across 
the other strands of equality (see section 1.6), where possible, as part of its commitment that the ‘highest 
standard’ from each strand be used in all our work.  The response in the questionnaire must indicate how 
these duties will be dispensed.  
 
Depending on the nature of the project (for example, if the equality issues are particularly complex) you 
may wish to have external input even at this early stage.  If so, then contact the Head of Diversity to 
discuss this.  Ensuring their input early on should lead to more effective, and cost effective, planning and 
implementation. 
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Finally, with some projects this may be an appropriate stage to canvas the views of certain other external 
stakeholders.  For example, a planned project to alter the content of the Diploma in Legal Practice is 
unlikely to be a success without buy-in from the Diploma providers. 
 

A very simple example of involvement would be: 

Discussing with disabled service users what systems/features are best in terms of ensuring website 
accessibility, and whether there is a ‘standard’ or ‘badge’ in terms of accessible websites that they think 
is particularly meaningful. 

Involving service users at the testing stage to ensure accessibility. 

 
If you are unsure as to what requires to be done in relation to ‘involvement’, please contact the Head of 
Diversity to discuss what arrangements may be appropriate. 
 
 
2.4. The Final Screening Template 
Having finalised your own thinking, and sought the input from others as appropriate, a final draft of the 
screening template should be approved at an appropriate level (this will vary from line management 
through to the Council of the Society). Once you have a final completed template it should be placed in 
‘W:drive’ – W:\DIVERSITY\Impact Assessment.  It is important that we all learn from the project planning 
happening elsewhere: if projects are initially confidential the plan should be kept on a private drive, but on 
completion of the project should be transferred to the folder above. 
 
2.5. Completed Example Form 
A completed example form, in Adobe Acrobat Format, can be downloaded from ‘W:drive’ – 
W:\DIVERSITY\Impact Assessment  This may assist you in developing impact assessments in your own 
area. 
 
2.6. Making a decision 
Having ‘scored’ the various questions and provided other information the initial screening questionnaire 
takes the user through how to assess whether a full equality impact assessment is required, or whether the 
process can simply be signed off by the appropriate manager or committee at this stage. 
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3.0. THE FULL EQUALITY IMPACT ASSESSMENT 
 
Not all proposals will need to go to a full impact assessment, but for those that do there is a second form to 
complete and more detailed information to compile.  Completing the requirements will involve some time 
commitment, but we’d ask you to remember that this is a legal duty and to remember examples like the one 
in relation to our website (section 1.2) where all service users benefited from proper equality planning.  
 
3.1. Step 1 – Identifying the purpose and aims of the policy, proposals, service or function being 

assessed 
 

 Before starting the assessment it is important that time is spent in determining the purpose and 
the aims of the policy, service or function, or proposals. This should include consideration of any 
specific objectives and how these will guide the operation of the policy, service or function, or 
implementation of proposals.  

 
 This should have been completed as part of Section 1, 2 and 3 of the Equality Screening 

Questionnaire – this MUST be submitted alongside the Equality Impact Assessment as this 
avoids information having to be duplicated on two forms  

 
 
3.2. Step 2 – Considering any information, data or research that is available in relation to the 

policy, proposals, service or function and what this tells you 
 
This is the point at which you bring together all of the relevant equalities and service user information or 
data which already exists in relation to the operation of the policy, about the service and how the function 
operates, or in relation to the proposals, in order to help you to make your assessment. 
 
This will include examining existing monitoring information, service-user feedback, consultation and 
involvement work. Ideally, you will have a range of quantitative and qualitative information available to you. 
 
You will be able to identify gaps in the information you have and you may need to make a decision about 
whether you should get that information now in order to complete your assessment, or whether you should 
do this as a further action for inclusion in your action plan (the likely product of your assessment). 
 
If time and resources permit, or this is an especially significant project, you may wish to commission the 
collection of new data or check out whether any comparative data exists which could be used to inform 
your assessment. 
 
In many cases, the information you will have will be incomplete, especially in relation to areas such as 
religion or belief and sexual orientation.  Assumptions may have to be made, but these assumptions should 
be tested against what data is available, perhaps in relation to similar services in other organisations, or 
checked with relevant equality groups.  These assumptions can also be tested later in the process, against 
relevant service user groups or consultation feedback. 
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At this stage you may discover more about how useful your current monitoring activity is – so be prepared 
to identify needed changes to what you monitor and how you go about monitoring in the future. Again these 
can form items for your action plan. 
 
Any new or unexpected findings should be checked with those affected, if this is possible. 
 
You might find it helpful to prioritise your findings and data – so that the data which tells you the most 
useful things is kept near at hand. 
 
 

Example: 

If we look at the work of the Client Relations Office we might have various sources of data: 

 We know that The Law Society of England and Wales has detailed research around race, gender and 
disability in relation to who makes complaints, and who is complained against.  Our complaints 
system and population profiles are not the same as E&W, but there may be things we can learn 

 We have taken legal advice on a variety of specific cases: what has this told us of how we manage 
the process? 

 The Ombudsman has commented on areas such as this: what has this told us of how we manage the 
process? 

 We know from the files that a high number of complainers have mental heath issues 

 Can we look at research in relation to other similar complaints systems?  Or comparator systems 
(such as the Scottish Public Services Ombudsman)? 

 We have research, although from some time ago, as to the expectations of complainers in relation to 
our complaints system.   

All of this evidence may give us useful insight into the issues around equality and the complaints 
process. 

 
In some cases the department head, or Head of Diversity, may be able to direct you to relevant research.  
You may also wish to consider whether any specific research should be commissioned before further work 
is undertaken. 
 
 
3.3. Step 3 – Making an assessment of the impact or effects on different communities, customer 

and employee groups 
 
Using the information which has been gathered is the next step – to assess whether there is likely to be 
differential impact, whether direct or indirect, upon relevant groups or communities.  
 
A differential impact is where a policy, proposal, service or function has different, often less beneficial 
outcomes for one (or more) service-user or employee group when compared to another.  
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Or, it could mean that a universal approach to the delivery of a service or function means that some people 
are unable to access the service, for example, because it is only provided in evenings after work, making it 
harder for people with child care responsibilities to attend.  
 
Another example might be where a service is culturally inappropriate or where it fails to acknowledge the 
different needs people have.  For example, a new dress code requirement for front-of-house staff could 
have a variety of implications. 
 

Example: 

The ‘New Partners’ course is only delivered a few times a year, in the central belt, and always on a 
Friday and Saturday.  This could have implications for: 

 Those with weekend child care or carer responsibilities 

 Those in remoter geographic locations  

 Those for whom Saturday (and Friday evenings) are a day of religious significance  

 Attendance is mandatory for new partners, yet some may have extensive experience in areas covered 
and some none, and there is no assessment of learning.  It may be hard to objectively justify an 
‘attendance’ rather than ‘competence’ standard in relation to equality legislation. 

 
 
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 Society 
acts lawfully – by changing the policy or procedures in question. 
 
If it is not unlawful, but there is evidence that groups are treated less favourably, you will need to consider 
whether; 

 The policy, proposal, 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 group which is already experiencing discrimination or 

disadvantage? 
 If the results are that one (or more) 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 groups and how these might be met? 
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 Could anything else be done to help tackle social exclusion? 
 Could anything else be done to improve relations between or within communities to promote 

cohesion? 
 

 
3.4. Step 4 – Involving those affected for their views and ideas 
 
Consultation and Involvement are key parts of the process. It can take place at different points along the 
way, depending on the need for information and feedback. 
 
It is worth emphasising again that the Society is also under a legal duty in relation to the 
‘involvement’ of people with disabilities in the development of its Disability Equality Scheme (which 
includes all Impact Assessments, which support the Scheme), and under similar duties in relation to 
Gender and Race (the technical requirement in these two areas is to ‘consult’, but the Society’s 
commitment in its Equality Strategy is to meaningful ‘involvement’).  The Society is further committed to 
‘involvement’ across the other strands of equality (see Section 1.6), where possible, as part of its 
commitment that the ‘highest standard’ from each strand be used in all our work.  The response in the 
questionnaire must indicate how these duties will be dispensed.  
 
As a minimum, the following will be needed: 
 

 Some customer or community feedback/ consultation on the existing arrangements so they can 
be assessed 

 Feedback on the alternatives or proposals to test them out before they are adopted 
 Feedback as part of future monitoring and review 
 Active engagement covering the public sector duties (gender, race and disability) and the other 

equality strands 
 
Helpful guidance on carrying out involvement and consultation projects is referenced in Section 6.2 of the 
Equality and Diversity Strategy 2005-2008.  The Society’s ‘Service Accessibility Review’ (available from 
http://www.lawscot.org.uk/diversity/research.aspx) has helpful information from this previous process 
covering many of the Society’s functions. 
 

A another simple example of involvement would be: 

The competency standards for ‘Professional Education and Training – Stage 1’ (part of the route to 
qualification) are being altered.  Many of these relate to areas such as communication with clients and 
colleagues, and court advocacy skills. 

The Education and Training team work with people with a range of communication impairments to make 
sure that the standards are phrased in such a way that they ensure solicitors are appropriately qualified 
but do not discriminate against those with communication impairments.  
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If you are unsure as to what requires to be done in relation to ‘involvement’ please contact the Head of 
Diversity to discuss what arrangements may be appropriate. 
 
 
3.5. Step 5 – Consider whether there are measures which might mitigate any adverse impact or 

other ways of achieving the same policy goals 
 
Considering whether there are ways of mitigating adverse impact and alternative ways of achieving the 
same goals is an important part of the assessment. 
 
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. 
 
The following should be considered: 
 

 What are the options? 
 How does each option affect different groups or communities? 
 Will the alternatives help promote equality of opportunity, improved treatment and access? 
 If one option is adopted what are the implications? 
 How will people know about the new way(s) of delivery so that they can benefit? 
 What are the costs associated with each option and how can they be resourced? 
 Does the Society have any statutory obligations which would be breached if any of the options 

were chosen and implemented? 
 
 
3.6. Step 6 – Making a decision to proceed 
It may seem odd to flag as a separate stage the need to make a decision to proceed or not, as the 
organisation has already committed time and resources into the project/development so far, and has 
presumably done so because it believes this work is required.  However, it is worth noting that if adverse 
impacts are identified which would breach the Society’s legal requirements in relation to equality, and no 
way of managing or mitigating these impacts can be found, the project cannot proceed.  In reality, this is 
rare: usually a properly managed project/development of the nature the Society is likely to be involved in 
can be managed in such a way that equality requirements are met.   
 
 



 

   

EQUALITY IMPACT ASSESSMENT 
 

Guidance Notes  
  

 

 

 19 

This stage in the process simply involves the relevant manager / committee signing off that the project can 
proceed. 
 
 
3.7. Step 7 – Action planning 
 
The whole point of carrying out equality impact assessments is to identify better ways of delivering services 
so that all groups and service-users can benefit from them as they need to. 
 
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 service area/departmental 
plan, so that they can be tracked and mainstreamed. 
 

 

A simple example of an action plan would be: 

Issues/ adverse impact 
identified 

Proposed action/ 
objectives to deal with 
adverse impact 

Targets/Measure Timeframe Responsibility Indicate 
whether 
agreed 

 
We identified that  the 
appointments system for 
committees was not 
considered to be transparent, 
and that there was no way of 
assessing equality issues built 
in  
 
 

 
New system: 
- Open advertisement of all 
roles in national press/legal 
journals  
- role descriptions created 
- structured application 
forms  
- structured interviews 
  

 
Policy and paperwork 
developed and checked 
 
Compliance checking – 
eg. the posts are 
advertised, paperwork 
for individual processes 
exists  
 

 
Oct 06 
 
 
Annual 
 
 
  
 
 

 
DC + Head Div 
 
 
DC + Head Div 
 
 
 

 
Agreed 
 
 
Agreed 
 
- approved at 
President’s 
Committee  

 
In drawing up your actions you should attempt to ensure that they are “SMART”. This means setting 
objectives against which you can measure over time to see if the changes you want to happen are taking 
place. 
 
Depending on whether you are assessing a new or changing policy, existing procedures, how a service or 
function will be delivered, or a set or proposals, you will need to reach a decision on an Action Plan, and 
this decision may need to be agreed by the President’s Committee, the Senior Management Team, and/or 
the Council of the Society. 
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3.8. Step 8 – Monitoring and review 
 
Before finalising your action plan you must identify how you will go about monitoring the policy, service or 
function, or the proposals, following the assessment, and include any changes or proposals you are 
making. 
 
It is recommended that you consult with the Head of Diversity and/or the Equality and Diversity Committee 
on the issue of how to effectively monitor the action plan. 
 
It is important that any monitoring should be able to detail in the future how the policy, service or function, 
or proposal impact on protected groups and service-user or employee groups, so that it can help you to 
further refine and improve your services.  
 
Simply collecting data is of little benefit. The main reason for monitoring is to review what the information is 
telling you so that you make improvements or changes if these are necessary. It is therefore vital that you 
plan for regular monitoring and a formal review. A review should aim to consider whether you have made 
the right changes or whether there is further action which needs to be taken. It should enable you to report 
on the success or failure of your changes for your customers, communities and employees. 
 

 

A simple example would be: 

Agreed action Monitoring arrangements Timeframe Responsibility Added to Service 
Plan, Equality 
Strategy etc. 

 
Annual monitoring on new 
committee recruitment policy  
 
 
 
 

 
- monitoring of committee composition 
 
- assessing composition (solicitor members) against 
the demographic profile of the profession  
 
- assessing composition (non-solicitor members) 
against the demographic profile of the population 
 
- data to be analysed after two consecutive years of 
collection to asses ‘trends’  
 
- data to be analysed after three consecutive years 
of collection to asses ‘trends’ -  
 
 

 
Annual  
 
Annual 
 
 
Annual  
 
 
Oct 08 
 
 
Date? 

 
DC + Head Div  
 
DC + Head Div  
 
 
DC + Head Div 
 
 
DC + Head Div 
 
 
Names? 

 
Added to annual 
task list for 
preparing equality 
and diversity 
annual report  
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3.9. Step 9– Writing up your assessment and publishing it 
 
A form has been designed for you to use to record your assessment as you carry it out: this can be 
downloaded from ‘W:drive’ – W:\DIVERSITY\Impact Assessment. 
 
Once the assessment has been completed and the actions agreed, you should complete the writing up of 
your assessment and store it in ‘W:drive’ – W:\DIVERSITY\Impact Assessment. 
 
Remember, these Impact Assessment may be viewed by an enforcement body (such as the Equality and 
Human Rights Commission) or by members of the profession or public, so they must be completed to an 
appropriate standard. 
 
 
3.10. Following through 
 
And finally, it is vital that you follow through with your action plan, and that you report at regular intervals in 
the manner agreed.  This may include updating the Head of Diversity on progress, in particular for the 
annual report on equality developed each November. 
 
 

 


