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Equality Act related information and guidance relating to reasonable adjustments as an employer

Diversity and Equality Policy Statement – our statement of commitment
“The Department is committed to providing services which embrace diversity and which promote equality of opportunity. As an employer we are also committed to equality and valuing diversity within our workforce. Our goal is to ensure that these commitments, reinforced by our Values, are embedded in our day to day working practices with all our customers, colleagues and partners”.
We will provide equality of opportunity and will not tolerate discrimination on grounds of: gender, gender identity, marital status, sexual orientation, race, colour, nationality, religion, age, disability, HIV positivity, working pattern, caring responsibilities, trade union activity or political beliefs – or any other grounds.

We will demonstrate our commitment by:

· Promoting equality of opportunity and diversity within the communities in which we work and with all our partners and workforce. 

· Aiming to build a workforce which reflects our customer base, within the diverse communities in which we work, with the aim of having parity of representation across the workforce. 

· To do this by encouraging recruitment from groups currently under represented in the Department, and progression once within the Department. 

· Treating our customers, colleagues and partners fairly and with respect. 

· Promoting an environment free from discrimination, bullying and harassment, and tackling behaviour which breaches this. 

· Recognising and valuing the differences and individual contribution that people make. 

· Providing support and encouragement to staff to develop their careers and increase their contribution to the organisation through the enhancement of their skills and abilities. 

· Building in legislative requirements and best practice to all our service delivery and employee policies and procedures, and supporting these with appropriate training and guidance.

Every person working for the Department has a personal responsibility for implementing and promoting these principles in their day-to-day dealings with customers, with each other and with partners. Inappropriate behaviour is not acceptable.

We will measure and report on the effectiveness of our service delivery and employee policies and processes in relation to these principles, by building performance monitoring and management information requirements into policy and product development. This information will be used to inform future policy and to enhance business processes.

	DWP Equality Group Hub – equality resource for everyone in DWP
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	· The Equality Group Hub is an on-line resource that supports the work of the Equality Group. 

· It provides a range of information and resources on each of the Equality Act 2010 protected characteristics and includes links to products and information that was developed by the former DWP staff network groups (see hot topics).


	Hot topics: age | disability | gender | race | religion or belief | sexual orientation | transgender | work life balance and wellbeing
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	Diversity and equality champions
The aim and role of the six champions and their messages to staff.
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	Review of the DWP staff networks
Why the staff networks were replaced by the Equality Group.
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	Knowledge hubs
Each diversity strand has its own knowledge hub that contains useful information and resources.
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	DWP Equality Group
Includes aim and role, members, terms of reference, action plan and meeting dates.
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	Task and finish groups
Task and finish groups will take forward specific tasks and projects agreed by the Equality Group.
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	Tell us what you think
Give us your views, take part in discussions and share your equality stories and good practice.


Please note: The Department for Work and Pensions is not responsible for the content or reliability of the external websites we link to.

Equality Act 2010 – the law
The first wave of the Equality Act 2010 came into effect on 1 October 2010. The Act simplified previous equality laws and put them together in one piece of legislation to create a single, streamlined approach to protect the rights of individuals and advance equality of opportunity for all.

Protected characteristics
The Act protects people from discrimination on the basis of ‘protected characteristics’ (these used to be called ‘grounds’). The protected characteristics are:

· age; 

· disability; 

· gender reassignment; 

· marriage and civil partnership; 

· pregnancy and maternity; 

· race; 

· religion or belief; 

· sex; 

· sexual orientation.

What it protects
Broadly, the Equality Act protects people from:

· direct discrimination; 

· indirect discrimination; 

· harassment; 

· victimisation.

In relation to disability the Equality Act also:

· protects people from discrimination arising from disability; 

· imposes a duty to make reasonable adjustments for disabled people.

Other things to consider
Positive action
· In recruitment, equality law allows positive action before or at the application stage. At this stage, the steps could include encouraging particular groups to apply, or helping people with particular protected characteristics to perform to the best of their ability (for example, by giving them training or support not available to other applicants). 

· An example of when an employer might decide to take positive action is if they find that the make up of their workforce is different to the make up of the local population, so they decide to encourage people who share particular under-represented protected characteristics to apply for vacancies. 

· This is not the same as ‘positive discrimination’ or ‘affirmative action’ which equality law does not allow.

Discrimination by association
· It is illegal to discriminate against someone who is associated with a person who has one of the protected characteristics listed above, or someone who is perceived to have one of those characteristics. For example, this would mean that carers of disabled people would be protected as they are associated with the disabled person.

Information and advice on how this impacts on you and your role and responsibilities can be found on the Equality and you and the Resources and additional information.
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Related Links

· Diversity A-Z 

· Interpreting Services 

· Diversity and Equality Learning 

· Give us feedback 

DWP diversity and equality champions – aim and role
Aim
· To champion the protected characteristics.

Role
· To actively promote and implement the principles of diversity and equality as outlined in the Departmental diversity and equality policy statement. 

· To take an active role in leading and promoting their diversity area to ensure staff, especially those from under-represented groups in the Department, are re-assured that their particular interests are being supported at a senior level. 

· To represent and communicate the views of their diversity area to senior management and to provide an important two-way flow of information. 

· To take an active role in on-line discussions, picking up themes where necessary and escalating issues to the Diversity and Equality Centre of Expertise for discussion at the Equality Group. 

· To attend Equality Group meetings as appropriate when agenda items are relevant to the diversity strand. 

· To support appropriate task and finish groups. 

· To play an active role in presenting the Department’s achievements to external audiences.

	Equality Analysis
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	· Equality Analysis involves considering the likely or actual effects of our policies or services on people with protected characteristics as part of decision making processes. 

· It helps us comply with the Equality Act 2010 and the Public Sector Equality Duty (‘the Equality Duty’). 

· Guidance, a flowchart (PowerPoint) and an overview template (Word) are available to help you record these considerations.


	Equality Analysis helps the Department meet the requirements of equality law and should be embedded into decision making processes. We are required to consciously think about the aims of the Equality Duty as part of everyday decision making. It shouldn’t be an additional task completed after a decision is made.


	


	  
	Equality Analysis guidance
	


	  
	Equality Analysis flowchart (PowerPoint)


Equality Analysis guidance
· Introduction 

· What is the Equality Duty? 

· The Department’s approach to general Equality Duty 

· Things you need to do 

· Gathering information 

· Analyse the evidence 

· Decision making 

· Monitoring and Review 

· Sign off 

· Recording evidence 

· Frequently asked questions 

· Do I still have to complete an Equality Impact Assessment? 

· What should I do if I have already started an Equality Impact Assessment? 

· Do I need to publish my Equality Analysis? 

· Is there a specific template to complete? 

· Who do I need to sign off my Equality Analysis? 

· Do I need to monitor and evaluate my decision? 

· Do I have to treat everyone the same? 

· Can I positively discriminate? 

· What is positive action? 

· What if my policy or service has no impact on people? 

· What is a disproportionate impact and the pool for comparison? 

· I work in a policy role – who do I need to work with to demonstrate I have paid due regard? 

· Do I need to carry out any consultation or involvement as part of paying due regard? 

· I am preparing a Green (and/or White Paper). Do I need to do pay due regard? 

· I am doing a Ministerial submission. Do I need to mention the potential impact on equality? 

· I am carrying out a procurement exercise. Do I need to carry out Equality Analysis? 

· I am doing a submission to the Social Security Advisory Committee (SSAC). Do I need to consider equality? 

· How does considering equality fit into the DWP Change Lifecycle? 

· Who can I contact to get more information on Equality Analysis? 

· What is the difference between disadvantage and discrimination? 

· What is objective justification? 

· What happens if we do not pay due regard? 

· Equality case law examples 

· Operational case studies 

· Information sources
Introduction
Equality Analysis is the Department’s approach to paying ‘due regard’ to the legislation and enables you to consider equality as part of everyday decision making processes. The Department is legally required to consider the equality impacts of our policies and processes on people who share protected characteristics and to document our findings in order that we can provide evidence on this if challenged. Equality Analysis focuses on a common sense approach using a simple audit trail. 

This guidance is intended to help you:

· comply with the Equality Act and Public Sector Equality Duty (‘the Equality Duty’); 

· consider equality as part of your every day decision making processes; and 

· produce a simple audit trail to record and evidence equality considerations you make. 

· flow chart (PowerPoint) and overview template (Word) are available to help you.

This guidance should be used if you are involved in developing or implementing policies, programmes, projects, services or changes that affect customers and/or employees.

[image: image14.png]



What is the Equality Duty?
· Equality Duty is part of the Equality Act 2010. It is a duty on public bodies (and others carrying out public functions for them) to consider the needs of people with ‘protected characteristics’ in their day to day work. 

· need to understand the impact of our policies and services on the protected groups and be able to provide evidence that this has been taken into account during the decision making process.

The Equality Duty covers the protected characteristics of:

· age; 

· disability; 

· gender reassignment; 

· pregnancy and maternity; 

· race; 

· religion or belief; 

· sex; 

· sexual orientation; and 

· marriage and civil partnership – in respect of eliminating unlawful discrimination only.

In practice, paying ‘due regard’ means that, in our roles as policy makers, service providers and as an employer, we are required to consciously think about the three aims of the Equality Duty as part of our everyday decision making processes. The Duty aims to:

1. eliminate unlawful direct or indirect discrimination, harassment and victimisation and other conduct prohibited by the Act;

2. advance equality of opportunity between people who share a protected characteristic and those who do not share it; and

3. foster good relations between people who share a protected characteristic and those who do not share it.

In addition there is an obligation to provide reasonable adjustments for disabled customers and employees. A reasonable adjustment is a change to a physical feature, environment or the way things are done to make sure that a disabled person is not put at a disadvantage compared to a non-disabled person. In service provision this is an anticipatory duty and we are obliged to consider accessibility before we receive customer requests.

1. Eliminating unlawful discrimination involves understanding the potential impact of a decision on people who share a protected characteristic and making sure there is no direct or indirect discrimination, harassment or victimisation.

2. Paying due regard to the need to advance equality of opportunity involves:

· removing or minimising disadvantages suffered by people due to their protected characteristics; 

· taking steps to meet the needs of people who share a relevant protected characteristic where they differ from the needs of people who do not share it; and 

· encouraging persons who share a relevant protected characteristic to participate in public life or in any other activity where their participation is disproportionately low.

3. Paying due regard to the need to foster good relations involves:

· tackling prejudice; and 

· promoting understanding.

The Equality Duty is not outcome focussed. The requirement to pay ‘due regard’ is not a requirement for an authority to achieve any particular outcome. The Equality Duty does not therefore prevent people from making difficult decisions. A change which may result in people being put at a disadvantage may not be discriminatory if it can be justified.

Public sector bodies like DWP and suppliers delivering services on our behalf must be able to show, and have evidence available if challenged, how equality has been considered when they develop, implement, evaluate and review policies, services and processes.

Case law has established that in practice, undertaking Equality Analysis means that public bodies and decision makers need to understand the potential effects of their organisation’s activities and how their decisions affect staff and customers with protected characteristics.

We must ensure we give active consideration to potential effects on our customers and employees as an integral part of the decision making process – from the initial consideration of the options available through to implementation, monitoring and (as relevant) during future reviews.

The Department’s approach to general Equality Duty
The Department’s approach to Equality Analysis and paying ‘due regard’ is based on legal principles arising from case law. Brown vs. Secretary of State for Work and Pensions (2008) established a set of principles which should be considered as part of any decision making process:

· knowledge – all decision makers (including Ministers) must be aware of their duty to pay ‘due regard’; 

· sufficient information – decision makers must consider what information they have and what further information may be needed. This is in order to fully understand the potential impact of their proposed decisions on people with protected characteristics; 

· timeliness – equality must form part of the decision making process as it happens and not after the event; 

· real consideration – Equality Analysis is not a matter of box-ticking; 

· no delegation – public bodies are responsible for ensuring that any third parties that exercise functions on their behalf comply with the Equality Duty; and 

· review – public bodies must pay ‘due regard’ to the aims of the Equality Duty not only when a policy is developed and decided upon, but also when it is implemented and reviewed.

Things you need to do
Equality Analysis places an emphasis on a timely, common sense approach and simple audit trail. It is for each policy/project to decide what is appropriate and proportionate for them as the Equality Act does not specify a prescribed process. However, a light touch overview template (Word) has been provided which aligns with the Department's current approach. A flow chart (PowerPoint) is also available which summarises the steps you need to take in order to meet the legal requirements.

If you feel your policy/project does not have any impact on people with protected characteristics then you should still record this to show you’ve made appropriate considerations.

Gathering information
At the start of your thinking – for example, when considering changing your policy or project (whether driven by a Minister or internally) – consider whether these changes affect customers and employees with protected characteristics. You need to think about how your options affect different people in different ways.

You should consider whether or not you have sufficient existing information to understand the impact of your proposals on people with protected characteristics. If you do not have sufficient information, consider whether you need further data, research, consultation or involvement to understand the impact of your proposals:

· would this information be proportionate to the importance of the policy or function? 

· not having data is not a reason for concluding that there is no impact.

Information to inform your decisions may come from many different internal and external sources and can be qualitative or quantitative. This guidance suggests some of the sources of such information you may wish to consider.

Analyse the evidence
Once you have gathered sufficient information, and as you are considering policy options you must analyse the evidence to: inform the options going forward; your recommendations to the decision maker(s); and the decision(s) being made.

To help you understand the potential impact of your options you may want to consider the following questions:

· could this change have a less favourable effect on some people with a protected characterisitc more than others? Does everyone have the same opportunity to use the policy or service or benefit from it or is it more difficult for some than others? If it is – is there a way in which the policy could be amended so that it does not?; 

· could this amount to unlawful direct discrimination or harassment? For example, does the policy specifically exclude a particular group? If so, you will have to revisit the policy; 

· could it amount to indirect discrimination? Is the same policy applied equally to everyone but likely to have an adverse impact upon a particular group? If so, consider whether mitigations could be put in place to lessen the impact or whether the aims and importance of the policy or function can justify this impact; 

· if it is clear that a particular decision puts (or would put) people sharing a protected characteristic at a particular disadvantage, consider whether these people are disproportionately affected compared to those who do not share that protected characteristic. If they are this could amount to indirect discrimination, but being disadvantaged is not necessarily discriminatory; 

· in order to identify whether there is a disproportionate imapct which may amount to indirect discrimination you must consider a comparison between people affected who share protected characteristic and those affected who do not; 

· the people who are affected by the decision but do not share the protected characteristic are known as the pool for comparison. To give an example – in the case of an employee who suffered a back injury at work and who had been dismissed, the correct pool for comparison when determining whether he had received less favourable treatment was found to be with employees on long term sickness absence rather than non-disabled employees; 

· if the policy does not have the same outcome for all, is this because it has been designed to tackle a previous imbalance or promote the opportunity to help a particular group? If yes, record this as a positive impact; 

· is there any evidence that different groups have different needs which may be affected by your policy or service? For example, do you receive more complaints from women or from a certain region on percieved inequalities? If so, consider what might be done to meet these needs; 

· could the decision foster good relations between people who share a protected characteristic and those who do not? If it does not, is there a way in which the policy could be amended so that it does? 

· is there a potential adverse effect on equality of opportunity or good relations? Is this avoidable? Could it be reduced by adjusting the decision?; and 

· if you have identified any form of potential discrimination from your evidence, what alternatives have been considered and what changes have been made? (It is not sufficient to have gathered information but not acted upon it).

Decision making
The decision maker should consider the impact on equality, bringing together all the evidence and the conclusions drawn.

There are several possible outcomes when considering your evidence. These are:

· no change to the proposed policy or service – it appears to have no adverse or disproportionate negative impact on equality and the decision maker is content that the need to advance equality has been considered appropriately. You can record this decision and make sure that relevant monitoring is in place and fulfil any review requirements; 

· adjust the proposed policy or service – it has a potential adverse or disproportionate negative impact in terms of equality. Consider whether you need to make changes to the policy and take mitigating action; 

· partially adjust the proposed policy or service – it has a potential adverse or disproportionate negative impact in terms of equality. Consider whether (with legal advice) you need to take mitigating action and whether the remaining disproportionate impact can be suitably justified; 

· continue with the proposed policy or service despite potential negative impacts and/or no opportunities to advance equality identified – there may be times when you (with legal advice) decide to continue despite potential negative impacts where the decision can be suitably justified; and 

· the proposed policy or service cannot go ahead unless an alternative approach is found – it has an adverse and disproportionate negative impact that cannot be removed, justified or mitigated.

Based on the outcome above you should record the decision and the next steps.

Monitoring and Review
As the Equality Duty is a continuing one, it is vital to monitor and review the impact of the policy, to test whether the impacts which you anticipated were accurate and to use this to inform future decisions or amendments.

In order to do this you need to consider at the start of the policy/project how it will be done, so that it can be built into implementation.

Remember, this isn’t a file and forget process – you need to arrange to fulfil any monitoring and review commitments made and also to record the results of this.

Sign off
As part of DWP governance processes (which are embedded into the Letters of Assurance) the Senior Responsible Officer (SRO) is responsible for ensuring due regard has been paid when making changes to policies, programmes, or services. The SRO must confirm that the Equality Duty has been actively considered as part of the clearance/approval process.

Recording evidence
The courts have held that it is good practice to keep an adequate record showing that the Equality Duty has been considered. If we do not keep records it may be difficult for the Department to persuade a court that it has fulfilled the duty.

The type of evidence that is recorded will depend on the type of work being undertaken. It could include, for example:

· minutes of meetings with Ministers; 

· e-mails; 

· options papers; 

· data considered on people affected with protected characteristics; and 

· papers to management teams etc.

Although there is no prescribed format for recording evidence, an overview template (Word) is provided which is in line with the Department's approach.

Frequently asked questions
Do I still have to complete an Equality Impact Assessment?
Equality Analysis has replaced Equality Impact Assessments. We are legally required to consider the equality impacts on people who share protected characteristics and to document our findings so we are able to provide evidence on this if challenged. Equality Analysis focuses on a common sense approach using a simple audit trail. There is no longer a set way of demonstrating how we consider equality impacts. It is up to each policy/project to decide what is appropriate and proportionate to them.

What should I do if I have already started an Equality Impact Assessment?

If you have already publicly committed to producing or reviewing an EIA, you should not ignore these commitments, but you should review them and use judgement regarding risk of pressure from lobby groups.

Do I need to publish my Equality Analysis?

There is no longer a specific requirement to publish evidence of Equality Analysis. However, you may be required to provide evidence that you have paid ‘due regard’ to the Equality Duty, for example, through a Freedom of Information request or other official correspondence requests. You may also wish to proactively demonstrate to stakeholders you have considered equality as part of your decision making process.

The decision to publish should therefore be made on a case by case basis by the SRO. The overview template provided is formatted to meet the Departmental publishing standards and you may decide, for example, to publish it alongside relevant policy documents or to include evidence of Equality Analysis in other documents such as consultation papers or other policy documents.

Is there a specific template to complete?
There is no longer a requirement to complete a specific template. However, a light touch overview template (Word) is available to help record evidence.

Who do I need to sign off my Equality Analysis?
Equality Analysis should be completed alongside other analysis that informs your decision making. It should be signed off by the SRO for that piece of work.

The Diversity and Equality Centre of Expertise (CoE) offers support in developing Equality Analysis and helping colleagues to understand the legislative requirements. The CoE does not sign off Equality Analysis.

For further queries regarding Equality Analysis please e-mail the Diversity and Equality CoE. 

Do I need to monitor and evaluate my decision?
Yes. The Equality Duty is a continuing one. Any assumptions you made around equality in making the original decision should be revisited. You must arrange to monitor and evaluate whether the equality impacts you anticipated are what actually happened.

Do I have to treat everyone the same?
To achieve equality, we may have to treat some people differently. Equality legislation does not necessarily mean treating everybody the same. In some cases it may actually require differences in treatment, for example for disabled people where reasonable adjustments should be considered.

Can I positively discriminate?
Positive discrimination, such as the setting of quotas in recruitment, is unlawful. 

However, it is not unlawful to treat a disabled person more favourably than a non-disabled person where it is necessary in order to provide equality of opportunity. 

For example, when the Department advertises vacancies it guarantees all disabled applicants an interview for the post if they meet the minimum criteria. This would not amount to direct discrimination because of disability.

What is positive action?
Legislation allows positive action where monitoring information has identified under-representation of a protected characteristic. Organisations can take positive action to make sure that people from under-represented groups can compete on equal terms. This should not be confused with positive discrimination, which is unlawful. 

An example of positive action is the Civil Service Summer Diversity Internships programme. This is aimed at black and ethnic minority groups and those from under-represented socio-economic backgrounds to help them develop their skills and career prospects and to give them a taste of the wide-ranging opportunities the Civil Service can offer.

What if my policy or service has no impact on people?
Most policies and services will have an impact on customers and/or employees and you will be required to consider equality as part of the decision making process. This is not only in order to meet legislative requirements, but also as an aid to effective policy making. However, where there will not be any impact directly on staff/or customers then you may not need to consider equality any further, although you should still record this decision in case of future challenge.

What is a disproportionate impact and the pool for comparison?
If it is clear that a particular decision puts (or would put) people sharing a protected characteristic at a particular disadvantage, then the next stage is for you to consider a comparison between people affected who share the protected characteristic and those affected who do not. The people who are affected by the decision but do not share the protected characteristic are known as the pool for comparison. Where the decision has a greater impact on people who share a protected characteristic there is a disproportionate impact.

To give an example – in the case of an employee who suffered a back injury at work and who had been dismissed, the correct pool for comparison when determinig whether he had received less favourable treatment was with employees on long term sickness absence rather than non-disabled employees.

I work in a policy role – who do I need to work with to demonstrate I have paid due regard?
It is important that policy makers (and others who are developing policies for customers and/or employees) work with those who will be responsible for implementing and delivering the changes to inform the decision.

Do I need to carry out any consultation or involvement as part of paying due regard?
Although there is no specific requirement under the Equality Duty to engage with the public, the duty to pay ‘due regard’ requires public authorities to have an adequate evidence base for its decision-making, and engagement can assist with developing that evidence base.

Including equality in a consultation document may be an appropriate way of collecting information which will help decision makers understand the potential impact of options on protected characteristics.

Where the decision being made is confidential there is no obligation to consult prior to announcement. However, it is good practice to seek engagement on implementation where possible.

I am preparing a Green (and/or White Paper). Do I need to do pay due regard?
As a Green Paper sets out terms for discussion proposals you should use this opportunity to state that you are going to gather information on equality issues to inform decisions.

As White Papers are issued as statements of policy and often set out proposals for legislative changes, they should include high level impacts of equality to show that DWP has given early regard to equality in its decision making progress.

I am doing a Ministerial submission. Do I need to mention the potential impact on equality?
You must make Ministers aware of the impact of policies on people and equality and the level of risk identified by the assessment. Equality considerations form part of the guidance for Ministerial submissions.

In addition, case law has made clear that Ministers should be consciously aware of the Equality Duty and its obligations as they are likely to be answerable in the courts if a policy is challenged.

I am carrying out a procurement exercise. Do I need to carry out Equality Analysis?
It is the responsibility of the person developing and implementing a policy or service to comply with the legislative requirements. Current commercial and procurement guidance documents and processes have equality measures built in and you should follow this guidance.

The Sustainable Procurement Risk Assessment Methodology (SPRAM) is a mandatory process that is applied by commercial staff to each procurement. This includes Diversity and Equality considerations.

Commercial employees are advised to contact the Commercial Policy and Process Team if further advice and guidance is required relating to equality considerations in procurement.

I am doing a submission to the Social Security Advisory Committee (SSAC). Do I need to consider equality?
SSAC specifically require information of the impact of the proposed measures on customers in terms of equality and diversity. The SSAC Secretariat will assist with more info and advice if needed. More information can be found on the SSAC website.

How does considering equality fit into the DWP Change Lifecycle?
Diversity and equality is formally embedded into the DWP Change Lifecycle and at each gate you should show how you have considered equality impacts, and your plans for monitoring and reviewing your decisions.

Who can I contact to get more information on Equality Analysis?
If, after reading the guidance you require more information about Equality Analysis, e-mail the Diversity and Equality Centre of Expertise.

What is the difference between disadvantage and discrimination?
The Equality Duty does not prevent people making difficult decisions. A change may result in people being put at a disadvantage but may not be discriminatory, provided that change is justified.

The legal definition of indirect discrimination relates to a decision which is applied across the board to everyone, but has a disproportionate impact on a particular group of people. If the decision is capable of being justified then it is not indirect discrimination.

Please note: The Equality Act shows there is a specific exception in favour of disabled people. Therefore, it is not discrimination under the Equality Act to treat disabled persons more favourably than others. 

What is objective justification?
If the Department can show that the decision to be implemented is ‘a proportionate means of achieving a legitimate aim’, then it will not amount to indirect discrimination. This is often known as the ‘objective justification’ test. If challenged, the Department must produce evidence to support the assertion that it is justified. Generalisations will not be sufficient to provide justification, nor is it likely that cost or administrative convenience alone will be sufficient.

The question of whether the proposed policy is a proportionate means of achieving a legitimate aim should be approached in two stages:

· Is the aim of the decision legal and non-discriminatory, and one that represents a real, objective consideration? 

· If the aim is legitimate, is the means of achieving it proportionate – that is, appropriate and necessary, and does it go no further than it has to in order to achieve its aims?

What is a legitimate aim?
The Equality Act requires us to consider whether the same aim could not be achieved by less discriminatory means. The single aim of reducing costs is not a legitimate one in itself; the organisation cannot just argue that to discriminate is cheaper than avoiding discrimination.

The greater financial cost of using a less discriminatory approach cannot, by itself, provide a justification. Cost can only be taken into account as part of the employer’s or service provider’s if there are other good reasons for adopting it.

Examples of legitimate aims for a service provider include:

· ensuring that services and benefits are targeted at those who most need them; 

· ensuring the health and safety of those using the service provider’s service or others, provided risks are clearly specified; 

· preventing fraud or other forms of abuse or inappropriate use of services provided by the service provider; and 

· ensuring the wellbeing or dignity of those using the service.

In a case involving disability, if the service provider or employer has not complied with its duty to make relevant reasonable adjustments, it will be difficult for them to show that the treatment was proportionate.

What happens if we do not pay due regard?
The Equality Duty is a legal obligation and there are significant risks in not complying with it. Not paying ‘due regard’ to the Equality Duty may result in a legal challenge such as a judicial review (a review of the actions of a government Department or official). There would also be a risk of not being able to progress a new policy, service or a proposed change and/or face significant costs to reinstate changed policies or services.

There are several other risks associated with not complying with the Equality Duty, for example:

· presentational risks such as political embarrassment and adverse press; 

· additional financial costs in terms of having to re-visit the Equality Analysis process and potentially having to change the policy; 

· a very real risk that existing inequalities will not be removed, and may even be made worse; and 

· the Equality and Human Rights Commission (EHRC) can also take action such as a Section 31 review which they did recently to assess how the Treasury met its legal obligations to consider the impact of 2010 Spending Review decisions on protected groups.

Equality case law examples
We have summarised some of the legal cases where public bodies have been challenged under the Public Sector Equality Duty. Although some of the cases relate to Equality Impact Assessments which are no longer required under the current legislation, the lessons learnt from these cases are still applicable and refer to the same decision making process.

Operational case studies
How the Department pays ‘due regard’ will vary according to the individual situation for example, what the decision is being taken, what information is available and what the potential impacts might be.

Operational case studies have been provided to demonstrate how Equality Analysis can help inform decision making.

Case studies – examples of how equality considerations can inform decision-making
· Case study 1: DWP: Tell Us Once 

· Case study 2: Ministry of Justice: Court Estate Reform Programme 

· Operational example 1: District flexibilities; funding allocation 

· Operational example 2: Change of policy regarding office car parking 

· Operational example 3: District flexibilities; weekly signing arrangements 

· Operational example 4: Office closure 

· Operational example 5: Changing contact centre opening hours 

· Operational example 6: Restructuring Disability Services
Case study 1: DWP: Tell Us Once
Background
For many people, dealing with government, especially when reporting changes in their lives, can require them to repeat and verify the same information to numerous central government departments and agencies, and parts of local authorities. The report by Sir David Varney – Service Transformation: a better service for citizens and businesses, a better deal for the taxpayer published in December 2006 found that people often had to provide the same information to different government departments. It recommended that citizens, taxpayers and government could benefit from the provision of a joined-up notification service provided through a single point of contact, particularly if those changes were to do with reporting a death, a birth or a change of address.

As a result, the Tell Us Once (TUO) cross-government programme, led by the Department for Work and Pensions (DWP), was set up to look at developing such a service. TUO enables people to inform government just once of a birth or death. People are often at their most vulnerable at these times, especially when bereaved. Without TUO, notifying government requires people to navigate their way around myriad government services at a time when many are least able to cope.

By notifying other agencies TUO saves an enormous amount of time and stress. Examples of services notified include state pension, housing benefit and Disability Living Allowance. TUO defines a national core process for reporting a birth or death that is the same wherever it is delivered.

Equality analysis
As we were forming the policy consideration was given to the impact on all the protected characteristics identified in the Equality Act 2010. The programme worked closely with all other areas of DWP, Her Majesty’s Revenue and Customs, Identity and Passport Service, Driver and Vehicle Licensing Agency and local authorities, and also worked in partnership with organisations such as Cruse Bereavement Care, to understand what the potential impacts on people who share a protected characteristic might be. Customer insight and evaluation was carried out throughout the planning and piloting/pathfinder stages.

There has been a move towards providing predominantly digital services, however, customer insight revealed that to best meet the needs of the diverse groups of people, the programme would need to provide multiple channels to access the service. 

Customer feedback was that the face-to-face interviews offered by local authority partners were particularly helpful and comforting for those who require additional support and signposting to services. These groups include elderly people and minorities whose first language may not be English. Often our service benefits older women whose husbands have traditionally managed the household finances. The TUO Birth Service benefits new mothers by helping them to get access to services and faster payment of benefits such as Child Tax Credit.

As a result we now offer a face-to-face service and the bereavement service can also be delivered over the telephone, with an online channel to be made available by end of 2011.

Result 
About 50,000 people have used TUO, saving them a further seven contacts with government, and customer satisfaction is recorded as 99 per cent. This is a result of TUO putting the diverse needs of customers at the heart of the service design. During 2010/11 TUO had saved £3.37m while operating in just 43 councils. Included in this was £180,000 in preventing Blue Badge fraud, thereby freeing up parking space for disabled people. TUO will be offered nationwide by the end of 2011.

The equality analysis we undertook was recorded in an Equality Impact Assessment (EIA). We received praise from the cross-government Heads of Digital Engagement Group as an example of best practice in terms of our inclusion of equality considerations. 

Going forward, the monitoring and evaluation of the programme will include using relevant equality data from customer surveys, the complaints procedure and staff experiences (via employee networks and internal management information).The EIA will be reviewed as the service changes and develops further to reflect the ongoing design and impact this may have on people. Monitoring will continue to ensure that the proposed IT solution and any process changes are meeting equality legislative requirements, and the EIA will be reviewed at the appropriate stages.

Information sources
Information which may help you to complete your duty to pay ‘due regard’ can be obtained from a number of internal and external sources.

Other DWP information gathering exercises include:

· DWP Equality Information 

· DWP Customer Insight and Customer Benefit Impact Assessment 

· Consulting, engaging with, and involving our customers and stakeholders 

· DWP Impact indicator measures 

· Responses to DWP consultation exercises 

· DWP Equality Group Hub 

· DWP Customer Reference Group 

· DWP Diversity Monitoring Strategy 

· DWP Information Directorate 

· DWP Corporate Stakeholder and Communication Channels 

· DWP published research and statistics 

· Other consultation documents 

· HR management information portal gives HR and employee diversity data 

· Possible pilot exercises

Recent research findings, information from consultations or recent surveys from:

· the Office for National Statistics – demographic data and other statistics; 

· the Government is releasing public data to help people understand how government works and how policies are made. Some of this data is already available, but data.gov.uk brings it together in one searchable website; 

· Equality and Human Rights Commission – independent statutory body established to help eliminate discrimination, reduce inequality, protect human rights and to build good relations. It also includes research papers, for example, on Roma, Gypsy and Traveller communities; 

· Business Disability Forum – is a leading employers' organisation focused on disability as it affects business. Its mission is to enable companies to become disability confident by making it easier to recruit and retain disabled employees and to serve disabled customers; 

· ENEI – (Employers Network for Equality and Inclusion) is the UK's leading employer network covering all aspects of equality and inclusion issues in the workplace; 

· Ethnic Minority Employment Stakeholder Group – advises Government on actions it might take to ensure ethnic minorities do not face disproportionate barriers to achievement in the labour market; 

· the Government Equalities Office – provide a wealth of information on the Equality Act 2010 and equality issues; 

· ACAS – (Advisory, Conciliation and Arbitration Service) aims to improve organisations and working life through better employment relations; 

· Office for Disability Issues – the Office for Disability Issues leads on the Government's objective of achieving equality for disabled people; and 

· the Deparment for Communities and Local Government – publishes official statistics relating to deprivation, fire and rescue services, housing and homelessness, local government finance, planning performance and land use.
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	Reasonable adjustments for disabled staff
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	· A reasonable adjustment is a change to a physical feature, environment or the way things are done to make sure that a disabled person is not put at a substantial disadvantage compared to non-disabled staff.


	Quick link: Equality and you – understanding your role in delivering diversity – guidance and information for staff.


Why do we make reasonable adjustments for disabled staff?
· Under the Equality Act 2010, DWP has a duty to make reasonable adjustments for disabled staff. 

· However, we must remember that we make reasonable adjustments for staff to make sure they can do their jobs.

When do we need to consider a reasonable adjustment?
· Reasonable adjustments for disabled staff need to be considered when someone is facing a barrier at work and/or feel they need a reasonable adjustment to help them to do their job.

Examples of adjustments for staff
· Reasonable adjustments can apply to working arrangements or any physical aspects of the workplace including, for example: 

· making adjustments to premises. For example widening doorways for wheelchair users; 

· making changes to working practices. For example assigning the person to a different location or to another existing vacancy; 

· acquiring or modifying equipment. For example a telephone with text display for use by deaf or hearing impaired staff; and/or 

· providing personal assistance. For example a sign language interpreter for interviews and meetings.

Where can I find more information?
· Line manager: how do I put in place a reasonable adjustment for my member of staff? 

· Employee: how do I get a reasonable adjustment if I am disabled? 

· A to Z of reasonable adjustments.

Disability
Disability is a “protected characteristic” under the Equality Act 2010.

Under the Act, a person has a disability if he or she has a “physical or mental impairment that has a substantial and long-term adverse effect on his or her ability to carry out normal day-to-day activities“.

For example, for the purposes of the Act:

· long term is defined as ‘has lasted or is likely to last at least 12 months’; 

· cancer, HIV infection and multiple sclerosis are defined as disabilities; 

· an impairment which consists of a severe disfigurement would be considered as having an ‘adverse effect’.

Protection for disability covers:

· direct discrimination; 

· indirect discrimination; 

· harassment; 

· victimisation; 

· discrimination arising from disability; 

· duty to make reasonable adjustments for disabled people.

DWP will provide equality of opportunity and will not tolerate discrimination on any grounds. Every person working for the Department has a personal responsibility for applying and promoting the principles of the Diversity and Equality policy in their everyday dealings with customers, with each other and with partners. Inappropriate behaviour is not acceptable.

Line manager: how do I put in place a reasonable adjustment for my member of staff?
· Introduction 

· How to put in place a reasonable adjustment 

· Step 1 – carrying out a Display Screen Equipment (DSE)/workstation risk assessment 

· Step 2 – problem identified – reasonable adjustments needed 

· Step 3 – choosing and ordering reasonable adjustment equipment (sometimes called assistive IT/technology) 

· Step 4 – referral to Reasonable Adjustment Support Team 

· Additional information
Introduction
This information gives line managers advice and guidance about reasonable adjustments. However appropriate specialist support and advice should be sought as necessary and all cases treated on an individual basis.

Remember: Line managers should respond fairly, sensitively and speedily to requests for reasonable adjustments from disabled staff to make sure that all employees can do the job which they are employed to do.

Definition of ‘reasonable’
There is no formal definition for the term reasonable. The law uses this phrase to give flexibility and allow different solutions in different situations and every case must be treated on an individual basis. However the Equality and Human Rights Commission offers advice on things to take into account when considering what is reasonable. Failure to consider all requests from disabled staff in relation to reasonable adjustments may lead to discrimination.

Employee: how do I get a reasonable adjustment if I am disabled?
Under the Equality Act 2010, the Department must make reasonable adjustments to make sure that its disabled employees are not put at a substantial disadvantage by their environment, the way things are done or any other physical feature of the workplace.

Whilst we do have legal obligations DWP makes reasonable adjustments for staff to make sure they can do their jobs.

What is a reasonable adjustment?
In this instance, a reasonable adjustment is a change to make sure that a disabled member of staff is not put at a substantial disadvantage by their environment, the way things are done or any physical feature of the workplace.

Examples of reasonable adjustments
Adjustments can include, for example:

· providing suitable equipment, for example adapted furniture or computer and IT equipment; 

· changing premises, for example adjusting lighting, moving furniture; 

· providing information in alternative formats, for example Braille and large print; 

· flexibility in HR policies, for example changes to working hours, time off for treatment, etc; 

· changing working practices and job design, for example adjusting duties; 

· providing personal support, for example support worker, interpreter.

How do I get a reasonable adjustment?
If you think you face a barrier at work and/or feel you need a reasonable adjustment, discuss this with your line manager, taking time to talk about what you need to enable you to do your job effectively. Your manager can get advice and support on putting in place reasonable adjustments for you from Line manager: how do I put in place a reasonable adjustment for my member of staff?
A
Access to Work: In April 2003, DWP stop using Access to Work provision for its staff. The Department agreed formally that it would meet in full the cost of support and adjustments needed by disabled employees and not draw on the limited resources of the Access to Work programme. Please refer to Reasonable adjustments and travel to work guidance for advice on meeting the costs of travelling to work as a reasonable adjustment for a disabled member of staff.

Accessibility and job roles guidance.

Assistive technology.

Attendance management: All staff, regardless of disability, should be subject to the Department’s policies and procedures. However, if attendance is unsatisfactory, before initiating any policy procedure we must ensure that it is not for a reason related to the person’s disability and if so, that we have exhausted all options in relation to providing reasonable adjustments that might enable them to improve their attendance or performance. RAST can assist with advice on the options in relation to providing reasonable adjustments but are not able to advise on attendance management policy related issues. Please refer to the attendance management guidance for further advice.

Reasonable adjustments and travel to work 
· Introduction 

· Calculating the amount of the reasonable adjustment for travel to work costs 

· Example 

· Public transport 

· Taxi fares 

· Shared taxis 

· Flexible use of taxis 

· Lift from a colleague/relative or other 

· Temporary assistance 

· Reviewing travel costs 

· How to request help with travel to work costs as a reasonable adjustment 

· Possible alternatives to travel costs 

· Checklist
Introduction
There may be times when disabled staff need a reasonable adjustment to help them with travel costs to get to and from work. It is appropriate when:

· a disabled member of staff is unable to use public transport to get to work as a direct result of their disability; and 

· has to use alternative methods of transport which are more expensive.

Similarly, if they would normally travel by car, and need an adaptation to the vehicle because of their disability, assistance can also be given.

Reasonable adjustments in relation to travel to work may include:

· taxi fares; 

· mileage costs for friends, relatives or colleagues; 

· cost of shared transport for a number of disabled people; 

· adaptations to a vehicle; or 

· the purchase of a vehicle (in exceptional circumstances).

Calculating the amount of the reasonable adjustment for travel to work costs
When considering the amount of the travel to work costs you should firstly consider how the disabled member of staff previously travelled to work, e.g. public transport, car, lift from partner, bicycle or walk. This will be used as the basis for calculating ‘normal’ travel to work costs as under reasonable adjustments the amount that can be paid for travel to work costs only applies to the additional cost of the journey, i.e. the normal cost of the journey must be deducted from the actual cost of the journey. 

Example
Total travel to work costs = £13.00

Normal travel to work costs = £ 3.40

Applicable travel to work costs = £9.60

All staff are expected to pay their normal journey costs between home and work. Therefore, where appropriate, ‘home to permanent work place’ deductions will apply. For further information on the ‘home to permanent workplace’ deduction please refer to the DWP UK Travel Policy.

However all costs can be treated as additional where there would not normally be any travel cost, for example:

· where the normal method of home to office journey to walk to work; or 

· to cycle to work; and/or 

· the member of staff is entitled to a free bus pass (even if it cannot be used because the member of staff cannot use public transport because of their disability).

Public transport
Where weekly/monthly/annual season tickets are available or concessionary rates apply, the option most likely to be used by the member of staff should be taken into account.

Taxi fares
If it is necessary for the disabled member of staff to travel to work by taxi as a reasonable adjustment they must supply three written quotes from taxi companies. If the quotes cannot be provided, good reasons must be given in writing. These documents should be retained by line managers.

Usually, the cheapest quote will be accepted. However, if the disabled member of staff prefers a more expensive option, the amount of the reasonable adjustment should be limited to the cheapest quote. Higher cost quotes should only be accepted in exceptional circumstances.

Note 1: All staff are expected to pay their normal journey costs between home and work. Therefore, where appropriate, ‘home to permanent work place’ deductions will apply, ie the costs of the member of staffs normal journey to work should be deducted – see above. For further information on the ‘home to permanent workplace’ deduction please refer to the DWP UK Travel Policy.

Note 2: Taxi fares claimed in this context must not be recorded on RM as Access to Work payments. As they are normal home to office journey's they are liable to a Home to Permanent Workplace Deduction, where appropriate. They are also liable to Tax and NI Contributions which will be grossed up and paid by the Department. They must therefore be claimed using the Notionally Taxed Template.

Shared taxis
If taxis are shared, each member of staff involved must still deduct their public transport costs/mileage costs in full for the journey. For example if two people share the taxi and it costs £13.40 and they have normal travel to work costs of £4.60 and £3.20 each, then £7.80 will be classed as the home to office deduction and £5.60 would be the amount of the reasonable adjustment, ie the amount paid to the members of staff (this cost should be apportioned between the members of staff sharing the taxi).

Flexible use of taxis
Travel to work costs (as a reasonable adjustment) can be used flexibly to take account of deviations from normal home to work journeys, for example where the member of staff has a hospital appointment on their way to/from work payments can still be made. However the amount of the payment should be limited to the normal agreed amount.

Lift from a colleague/relative or other
Varying journey
Where a friend, colleague or relative varies their journey to and from their place of work in order to give a member of staff a lift to and from work, reasonable adjustments can pay the additional mileage if it exceeds the usual public transport cost for the member of staff’s journey. How to calculate the costs:

· take the usual mileage for the driver’s journey directly to work; 

· deduct the usual mileage from the actual mileage for the varied route; 

· calculate the excess cost based on the excess mileage; and 

· deduct the normal cost of travel.

If the friend, colleague or relative is not varying their normal route then no costs will be met.

Extra journey
Where a friend, colleague or relative makes two return journeys to take the member of staff to and from work, the following applies:

· if public transport is available, pay the mileage cost for both return journeys having first deducted the usual public transport cost for a single return journey; 

· if there is no public transport, pay the mileage cost for a single return journey (the member of staff would normally incur a cost for the other return journey).

Temporary assistance
Occasionally disabled staff may need temporary help, for example:

· during periods of bad weather; 

· where their car is temporarily unavailable; and/or 

· where the member of staff has an epileptic fit and loses their licence for 12 months.

Support should be considered on a case by case basis.

Reviewing travel costs
Disabled staff should notify their line manager of any changes in travel costs or arrangements.

Line managers must carry out regular reviews. At least twice a year is recommended.

How to request help with travel to work costs as a reasonable adjustment
Requests for help with travel to work costs (as a reasonable adjustment) would normally be made in the form of an occupational health report as a part of the recommendations for a reasonable adjustment.

Requests may also be made by doctors, specialists and members of staff. These requests must be supported by medical evidence from a doctor or medical practitioner. Ideally, it should state that the member of staff is unable to use public transport due to the effects of their disability or condition.

This type of request can be considered when looking at:

· an interim adjustment pending completion of a full assessment; or 

· a short term arrangement, for example a temporary change to normal travel arrangements, for example bad weather. 

Whilst in the majority of situations medical evidence (as outlined above) is needed to support applications for travel to work costs there will be times when these will be unnecessary, for example when it is commonly known, through maybe discussions and previous experience, that an individual is having difficulties travelling to work and needs support. 

All disabled staff who wish to claim travel to work costs as a reasonable adjustment should provide evidence of:

· public transport costs; and 

· alternative transport costs.

Costs should be submitted through normal procedures, ie through RM.

Possible alternatives to travel costs
There may be cost effective alternatives to ongoing travelling costs. For example:

· would an adaptation to a disabled member of staff’s car be more cost effective than taxi fares? 

· if the disabled member of staff requires a support worker at work as well as travel to and from work, could the support worker meet both needs?

You should consider these options before agreeing to ongoing travelling costs.

Checklist
Please complete the reasonable adjustments and travel to work checklist (Word) and retain for auditing purposes for all requests and cases.

Reasonable adjustments and travel to work costs checklist

	Employee’s name
	

	Staff number
	

	Line manager’s name
	

	Give brief details of the request


	

	If request supported, eg by GP, Occupational Health, give details


	

	Eligibility

Has the following criteria been satisfied:

· an employee is unable to use public transport to get to work as a result of their disability or condition; and

· has to use alternative methods of transport which are more expensive.
	Yes/No* 

If no, reasonable adjustments and travel to work assistance is not appropriate at this time.

	Have alternative to travel costs been considered? If so, please give details.


	

	Supporting evidence
Travel to work costs are the difference between the actual cost of the journey and the normal cost of transport.

Evidence of the following is required:

· public transport costs; and 

· alternative transport costs.
	Has the relevant evidence been provided?

If yes, give details and proceed.

If no, you should not carry on with the request until evidence has been received.

	Taxi fares

Three written quotes from taxi companies are required.
	Have the quotes been submitted?

If yes, give brief details and retain documents.

If no and the quotes cannot be provided, good reasons must be given in writing. Retain these documents.



	Details of award


	Include how much the award is for and the details of that award. 



	Review of travel to work costs


	Is this request still appropriate?

If No, Travel to Work assistance is not appropriate at this time.

If yes, continue to calculate Travel to Work costs.



	Sign off

Please confirm.

The member of staff has been made aware that they are required to notify their line manager of any changes in travel costs or arrangements.

	
	Signature
	Full name
	Date

	Employee
	
	
	

	Line manager
	
	
	


	Monitoring and targets
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	· Diversity and equality monitoring is more than just collecting data. It is a repeated process which involves careful examination of information. 

· Monitoring of our service users and employees helps us to demonstrate how we are paying ‘due regard’ to the aims of the Equality Act. 

· It allows us to see whether ‘what we do’ and ‘how we do it’ supports the delivery of the Department’s aims.


	Fact: The results of diversity and equality monitoring are used to inform policy development and process change.


	
	
	
	
	
	
	

	


	  
	Workforce monitoring – pilot of new quarterly reports
The Diversity and Equality Centre of Expertise, HR Management Information team and Departmental Trade Unions Side are working together to pilot a new information resource that provides employee diversity data by DWP Group and DWP Business Area across a range of HR policies.

	


	  
	Civil Service best practice guidance on monitoring
Cross-Government guidance on monitoring workforce diversity.
	  
	


	  
	Diversity and equality monitoring guidance
DWP strategic advice and guidance on the diversity monitoring of service users and employees.

	


	  
	DWP diversity targets for 2013
Targets for the representation of women, ethnic minority and disabled employees in DWP.
	  
	


	  
	Public Sector Equality Duty Report
DWP report on the diversity of service users and employees as required by the Equality Act

	Workforce monitoring – pilot of new quarterly reports
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	· The DWP Diversity and Equality Centre of Expertise, HR Management Information team and Departmental Trade Union Side are working together to pilot a new information resource that provides employee diversity data across a range of HR policies. 

· Data about additional policy areas will be added as it becomes available. The reports will continue to be produced on a quarterly basis to allow regular comparisons to be made.


	We need your feedback: We are committed to piloting this information resource and to continually developing it. Please e-mail us with your feedback and suggestions.


Report format
The quarterly reports are based on the format used for the Public Sector Equality Duty Equality Information Reports which the Department is required to publish annually under the Equality Act. It aims to demonstrate how we use information to help us pay 'due regard' to our duties under the legislation.

Reports available so far
The first reports contain data recorded on Resource Management at 31 December 2012:

· DWP Group at 31 December 2012 (PDF) 

· DWP Business Area at 31 December 2012 (PDF)
The second reports contain data recorded on Resource Management at 31 March 2013:

· DWP Group at 31 March 2013 (PDF) 

· DWP Business Area at 31 March 2013 (PDF)
Report content
In the above reports, the following areas are broken down by age; disability; ethnicity; and gender:

· overall workforce composition; 

· discipline; 

· leavers; 

· grievances; 

· return from maternity leave; 

· promotion; and 

· part time working.
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 Civil Service best practice guidance on monitoring equality and diversity in employment
In March 2012 the Cross-Government Heads of Diversity Group developed Best Practice Monitoring Guidance (PDF) which aims to build the capability of Departments and Agencies to improve the coverage, quality and consistency of their diversity data.

The guidance covers:

· the benefits of monitoring; 

· the groundwork that needs to be put in place; 

· what should be monitored; 

· the questions that should be asked; 

· preparing the organisation for monitoring; and 

· the use of diversity data.

Whilst not mandatory its purpose is to provide a framework which Departments should move towards to promote the collection of comparable data cross-Government.

DWP diversity targets for 2013
 

	Grade
	Gender
	Ethnicity
	Disability

	All SCS
	39.5%
	5% 
	5.2%

	G6
	45%
	5.5%
	5.2%

	G7
	47%
	5.5%
	5.2%

	SEO/HEO
	N/A
	7.5%
	5.5%

	EO/AO/AA
	N/A 
	N/A
	6.0%


The Department’s progress towards these targets is reported in the published Public Sector Equality Duty Information Reports. We will continue to work with the Cross-Government Heads of Diversity Group to set stretching diversity targets and will make revisions, as required, to reflect the updated Civil Service Diversity and Equality Strategy when it is published in early 2013.

Equality Act Public Sector Equality Duty
1. The Public Sector Equality Duty came into effect on 5 April 2011.

2. The Public Sector Equality Duty consists of a general equality duty and specific duties. Note: The general duty came into force on 5 April 2011. The specific duties came into force on 10 September 2011.

3. The Public Sector Equality Duty covers how a public authority acts as an employer, how it develops policies, how it designs and delivers services and how it procures services.

4. To comply with the Public Sector Equality Duty, DWP still needs to consider the effect our policies and practices have on equality. We still need to base decisions on evidence and we may need to engage with relevant parties on occasions.

The general duty
5. The general duty requires DWP, when carrying out its functions, to have due regard to the need to:

· eliminate unlawful discrimination, harassment and victimisation and other conduct prohibited by the Act; 

· advance equality of opportunity between people who share a protected characteristic and those who do not; and 

· foster good relations between people who share a protected characteristic and those who do not.

6. The above applies to eight of the nine protected characteristics including age, disability, gender reassignment, pregnancy and maternity, race, religion or belief, sex and sexual orientation. Marriage and civil partnerships is slightly different and are only covered by the first bullet.

7. In order to show how DWP is meeting its legal obligations under the general Equality Duty, Equality Analysis (previously known as equality impact assessments) must continue to be done to record how equality is considered as part of our decision making processes.

8. The Government Equalities Office (GEO) has published a Quick Start Guide for Public Sector Organisations (PDF) to help public sector organisations understand the measures contained in the general duty.

The specific duties
9. The specific duties are designed to help public bodies to meet the general duty. They do this by requiring public bodies to be transparent about how they are responding to the general Equality Duty. The specific duties came into force on 10 September 2011.

Publication of information
10. As a result of the specific duties the Department must publish information to demonstrate its compliance with the general Equality Duty. This had to be done by 31 January 2012 and then at least on a yearly basis. This information should include details about staff and customers but be relevant and proportionate.

11. The latest report – Department for Work and Pensions equality information for 2013 – was published on 12 July 2013. It is also available on the GOV.UK website as a PDF or RTF file and the data to which the report refers is also published separately to increase accessibility.

12. This is our third report under this duty. We published the first report on-line on 31 January 2012, and then again in July 2012 to ensure integration of this work into our annual business reporting cycle. Previous reports are available on the Diversity and Equality section of the GOV.UK website.

Equality objectives
13. The Department must publish equality objectives it thinks will help it to achieve the aims of the general Equality Duty. These equality objectives must be published no later than 6 April 2012 and at least every four years following this. These objectives must be specific and measurable.

Additional information
· Link to Equality Act Public Sector Equality Duty – questions and answers. 

· Link to Equality Act 2010 background information. 

· Link to Equality and you – guidance on the equality standards – job role guidance which staff should continue to adhere to until our specific duties are finalised and further guidance is received.

Information below on Gov.UK website mentioned in paragraph 11 above 
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Equality and diversity

The Department for Work and Pensions is committed to providing services which embrace diversity and that promote equality of opportunity. 

As an employer, DWP is committed to equality and valuing diversity within its workforce.

Our goal is to ensure that these commitments, reinforced by our values, are embedded in our day-to-day working practices with all our customers, colleagues and partners.

We will provide equality of opportunity and will not tolerate discrimination on grounds of gender, gender identity, marital status, sexual orientation, race, colour, nationality, religion, age, disability, HIV positivity, working pattern, caring responsibilities, trade union activity or political beliefs – or any other grounds.

We will demonstrate our commitment by:

· promoting equality of opportunity and diversity within the communities in which we work and with all our partners and workforce 

· aiming to build a workforce which reflects our customer base, within the diverse communities in which we work, with the aim of having parity of representation across the workforce 

· encouraging recruitment from groups currently under-represented in the department and their career progression once employed 

· treating our customers, colleagues and partners fairly and with respect 

· promoting an environment free from discrimination, bullying and harassment, and tackling behaviour which breaches this 

· recognising and valuing the differences and individual contribution that people make 

· providing support and encouragement to staff to develop their careers and increase their contributions to the organisation through the enhancement of their skills and abilities 

· building in legislative requirements and best practice to all our service delivery and employee policies and procedures, and supporting these with appropriate training and guidance 

Every person working for the department has a personal responsibility for implementing and promoting these principles in their day-to-day dealings with everyone – including members of the public, other staff and employers and partners. Inappropriate behaviour is not acceptable. 

We will measure and report on the effectiveness of our service delivery and employee policies and processes, in relation to these principles, by building performance monitoring and management information requirements into policy and product development. This information will be used to inform future policy and to enhance business processes.

Staff learning and development

We think it is important that all our people can contribute to the achievement of the department’s objectives. Staff have access to learning and development products covering all equality areas.

There is also a staff Equality Group with representation for age, disability, gender, race, transgender, sexual orientation and work-life balance. The Equality Group contributes directly to departmental goals for claimants, customers and staff by acting as a consultation forum for policy and operational colleagues, by raising concerns and promoting best practice.

Stonewall Top 100 Employers

DWP has been recognised as a gay-friendly employer and is ranked in the Stonewall Top 100 Employers in Britain for lesbian, gay and bisexual people in 2013. We have shown equality in the workplace for our lesbian, gay and bisexual staff and for our claimants and customers.

MINDFUL EMPLOYER® initiative

The MINDFUL EMPLOYER® initiative is aimed at increasing awareness of mental health at work and providing support for businesses in recruiting and retaining staff. DWP has signed its Charter for Employers who are Positive About Mental Health.

Public Sector Equality Duty

The Equality Act 2010 applied a Public Sector Equality Duty to public bodies. The Equality Duty requires public authorities to have due regard to the need to eliminate discrimination, advance equality of opportunity and foster good relations. In addition, many public bodies, including the DWP, have specific duties under the Act.

The specific duties require us to publish:

· equality information 

· equality objectives 

Equality information

As a public authority, we are required to publish, at least annually, relevant, proportionate information demonstrating its compliance with the Equality Duty under the Equality Act 2010. This replaces the previous requirement to publish equality schemes.

· DWP equality information 2013 

· DWP equality information 2012 

· DWP equality information 2011 

Equality objectives

DWP is required to set specific, measurable equality objectives at intervals of not less than 4 years from April 2012. The DWP equality objectives cover the equality issues that affect its customers and employees.

Customer Equality Reference Group

The Customer Equality Reference Group aims to help us involve customers in diversity issues and to act as a consultative group for our proposals when implementing equality legislation.

Diversity and equality monitoring guidance
· Introduction 

· What is diversity and equality monitoring? 

· Why should we monitor diversity and equality? 

· Who should monitor? 

· What we must monitor – our legal responsibilities 

· What the specific duties require on information 

· Diversity and equality monitoring – some general principles 

· Data collection categories – for the protected characteristics 

· Disability 

· Race 

· Ethnicity 

· Nationality 

· Gender 

· Marriage and Civil Partnership 

· Age 

· Sexual Orientation 

· Religion or Belief 

· Sources of information 

· Further information
Introduction
This guidance provides information about diversity and equality monitoring including:

· what it is; 

· why we should do it; 

· who should do it; 

· what we must monitor in relation to both our service users and employees; 

· the legislative requirements; and 

· some general principles to follow.

However, it is for those who are involved in developing or implementing policies, programmes and delivering services to decide which processes and sources to use to collect and analyse relevant diversity and equality monitoring data and information.

Equality Act public sector equality duty – questions and answers
· What is the public sector equality duty? 

· Why do we have a public sector equality duty? 

· What is the general duty? 

· When did the public sector equality duty start? 

· What are the specific duties? 

· What’s changed from the previous three existing duties on race, gender and disability? 

· What does this mean for me in DWP? 

· Does the Department have to carry on delivering equality impact assessments? 

· Which bodies will be subject to the new public sector equality duty?
What is the public sector equality duty?
The public sector equality duty applies to public authorities and others carrying out public functions. It consists of a general duty and specific duties. The specific duties are designed to help public authorities comply with the general duty.

Why do we have a public sector equality duty?
The requirements of the duty are essentially what any well-run organisation would want to do – to meet the needs of those who work for it and use its services. The duty requires public authorities to have regard to the need to tackle discrimination and promote equal opportunities. When designing and delivering their services, they should consider how they can make them fair for everyone. It will also ensure that decision making is based on real life experience and evidence of need, rather than arbitrary assumptions and stereotypes.

The public expects high quality public services that deliver the best value for the taxpayer. Understanding different needs within communities can enable public authorities to target their resources more effectively, deliver better services and reduce waste. Likewise, the public expect public authorities to employ the best people, on merit, so finding ways to reach out to the best potential recruits, removing barriers to successful careers, and creating workplaces free from harassment and bullying are increasingly important.

What is the general duty?
The public sector equality duty consists of a general duty and specific duties. The general duty has three main aims (set out in Section 149 of the Equality Act 2010) which all public bodies are required to meet. These aims for public bodies to have due regard to the need to:

· eliminate discrimination; 

· advance equality of opportunity; and 

· foster good relations.

It explains what it means to have due regard to the need to advance equality of opportunity and foster good relations. It also makes clear that advancing equality of opportunity for disabled people includes considering taking steps to take account of their disabilities, and that complying with the duty might mean treating some people more favourably than others

When did the public sector equality duty start?
The general duty came into force on 5 April 2011

What are the specific duties?
The specific duties are designed to help public bodies with the better performance of the general duty.

The specific duties came into force on 10 September 2011. They require public bodies to:

· publish equality information by 31 January 2012 and at least annually after that; and 

· publish equality objectives by 6 April 2012 and update these at least every four years.

What’s changed from the previous three existing duties on race, gender and disability?
The new public sector equality duty replaced the existing duties on race, disability and gender equality, and will also cover age, sexual orientation, religion or belief, pregnancy and maternity, and gender reassignment (in full) and marriage and civil partnership in terms of the first part of the general duty. There are more details of the requirements on the public sector Equality Duty intranet page. 

What does this mean for me in DWP?
The Department, as a public body, must meet the requirements of the legislation. For individuals this means that: as an employee, a line manager and as a service provider (delivering services to external customers or policy to internal customers) you must carry on meeting the Department’s standards for delivering equality which means that you:

· must treat your colleagues, customers and all stakeholders whom you come into contact through your role in the Department, with respect. And, you must ensure that you do not bully, harass, victimise or discriminate against anyone on the grounds of equality. In addition you have a responsibility as an employee to uphold behavioural standards to prevent, or act upon unacceptable conduct. If it occurs, you should challenge or report inappropriate behaviours; 

· should have an awareness of (and keep up to date with) the requirements of equality legislation, in particular the requirements of the Equality Act. You should also comply with the relevant departmental policies and processes which have been developed to support this legislation, in particular: diversity and equality policy; standards of behaviour; issue resolution policy; and harassment, bullying and discrimination policy; and 

· should understand what reasonable adjustments are and why DWP must provide them for customers and employees.

Does the Department have to carry on delivering equality impact assessments?
The Department will need to comply with the new general duty from 5 April. The Diversity and Equality Centre of Expertise is currently working with stakeholders to develop new guidance and templates to help meet the duty. Continuing with equality impact assessments will enable the Department to demonstrate compliance with the new general duty until new guidance is finalised and implemented.

Which bodies will be subject to the new public sector equality duty?
The new public sector equality duty applies across Great Britain to public bodies listed in Schedule 19 to the Equality Act 2010 and to other organisations when they are carrying out public functions. This will mean for DWP that those organisations which carry out and provide services on our behalf are required to comply with the legislation. These requirements are already set out in the Department’s standard contracts and within the procurement guidance. We are writing separately to Non Departmental Public Bodies’ colleagues to alert them to these changes.

	Equality Act 2010
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	· The first part of the Equality Act 2010 came into effect on 1 October 2010. The second part – the public sector equality duty – came into effect on 5 April 2011. 

· The Act simplified previous equality laws such as the Disability Discrimination Act and Race Relations Act and put them together in one piece of legislation. 

· Its aim is to create a single, streamlined approach to protect the rights of individuals and advance equality of opportunity for all.


	Quick link: Equality and you – understanding your role in delivering diversity – guidance and information for staff.


	


	  
	The Equality Act – the law
Legislation, the nine protected characteristics and the different types of discrimination explained.
	


	  
	Public sector equality duty
What it is and what it means for you.

	


	  
	Equality and you
Practical guidance and information to help you understand what you need to do to deliver equality in your role.

	


	  
	Resources and additional information
Slide packs and your questions answered

	Equality and you – guidance and information for staff
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	· Understanding your role in delivering equality. 

· DWP is committed to providing services which embrace diversity and which promote equality of opportunity. 

· As an employer we are committed to equality and valuing diversity within our workforce. 

· To help you understand what you need to do to deliver equality in your role and the training available – see below.


	Remember: Our goal is to ensure that DWP’s commitment to diversity and equality, reinforced by our Values, are embedded in our day-to-day working practices with claimants/customers, colleagues, stakeholders, employers and partners.


Depending on your role, you will have certain responsibilities in understanding and complying with the Department’s policies on equality and with equality legislation. You should be aware of your responsibilities arising from the Equality Act 2010 (which came into force on 1 October 2010) and the associated public sector equality duty (which came into force on 5 April 2011).

	


	  
	Equality and you – a guide for employees
	  
	


	  
	Equality and you – a guide for line managers

	


	  
	Equality and you – a guide for policy makers
	  
	


	  
	Equality and you – a guide for HR Business Partners

	


	  
	Equality and you – a guide for staff in customer facing roles
	  
	  
	
	


Equality and you – a guide for employees
· Understanding your role in delivering equality 

· Responsibilities – what you should do 

· Responsibilities under the new public sector equality duty 

· Having ‘due regard’ 

· Learning and development 

· How do I find out more?
Understanding your role in delivering equality
As a DWP employee you will already be aware that you have a crucial role in delivering and contributing to the Department’s equality agenda. You have the right to work in an environment where everyone respects diversity and where no-one suffers unfair discrimination on the grounds of equality. In turn, you should respect others and must not discriminate against your colleagues, customers or external partners.

The Equality Act 2010 came into force on 1 October 2010. The Act simplifies the previous equality laws such as the Disability Discrimination Act and Race Relations Act and puts them together in one piece of legislation. Its aim is to create a single, streamlined approach to protect the rights of individuals and advance equality of opportunity for all.

As a reminder you should be aware that the Department, and you as an individual, may be liable under equality legislation if unfair discrimination does occur or if you are found to have discriminated unfairly, even if it was unintentional. It is therefore essential that you understand your role as an employee in relation to equality legislation and this guide is designed to help you understand:

· your key responsibilities (and what you should do); 

· learning and development opportunities; and 

· where to go for more information.

Equality and you – a guide for policy makers
· Understanding your role in delivering equality 

· Responsibilities – what you should do 

· Responsibilities under the public sector equality duty 

· Learning and development 

· How do I find out more?
Understanding your role in delivering equality
As a DWP employee working in a policy role you can support the Department in delivering and contributing to the Department’s equality agenda. As you will be aware, it is part of your legal responsibilities to ensure that any new policies or policy changes do not discriminate unfairly against customers, employees or external partners under the protected characteristics outlined in the Equality Act 2010.

The Equality Act 2010 came into force on 1 October 2010. The Act simplifies the current equality laws such as the Disability Discrimination Act and Race Relations Act and puts them together in one piece of legislation. Its aim is to create a single, streamlined approach to protect the rights of individuals and advance equality of opportunity for all.

As a reminder you should be aware that the Department, and you as an individual, may be liable under equality legislation if unfair discrimination does occur as a result of any of our policies. It is therefore essential that you understand your role as a policy maker in relation to equality legislation, and this guide is designed to help you understand:

· your key responsibilities (and what you should do); 

· learning and development opportunities; and 

· Where to go for more information.

You should also read a guide for employees (and a guide for line managers if appropriate).

Equality and you – a guide for staff in customer facing roles
· Understanding your role in delivering equality 

· Responsibilities – what you should do 

· Responsibilities under the new public sector equality duty 

· Having ‘due regard’ 

· Learning and development 

· How do I find out more?
Understanding your role in delivering equality
As a DWP employee working in a customer facing role you are crucial to delivering and contributing to the Department’s equality agenda. You have a personal responsibility to ensure your customers are not discriminated, harassed, bullied or victimised on the grounds of the protected characteristics outlined in the Equality Act 2010. In turn, you have a right not to suffer harassment from your customers or other third parties.

The Equality Act 2010 came into force on 1 October 2010. The Act simplifies the current equality laws such as the Disability Discrimination Act and Race Relations Act and puts them together in one piece of legislation. Its aim is to create a single, streamlined approach to protect the rights of individuals and advance equality of opportunity for all.

As a reminder you should be aware that the Department, and you as an individual, may be liable under equality legislation if unfair discrimination does occur as a result of your actions. It is therefore essential that you understand how to deliver equality in your customer facing role and this guide is designed to help you understand:

· your key responsibilities (and what you should do); 

· learning and development opportunities; and 

· where to go for more information.

You should also read a guide for employees (and a guide for line managers if appropriate).

Equality and you – a guide for line managers
· Understanding your role in delivering equality 

· Responsibilities – what you should do 

· Responsibilities under the new public sector equality duty 

· Having ‘due regard’ 

· Learning and development 

· How do I find out more?
Understanding your role in delivering equality
As a DWP line manager you will already be aware that you have a crucial role in delivering and contributing to the Department’s equality agenda. As you will be aware in delivering your job role, and as a line manager, it is your responsibility to comply with equality legislation and to contribute to the Department’s equality agenda.

In doing so you should ensure that the employees you manage are treated with respect, and that you maintain the Department’s behavioural standards, including requirements on equality, in order to support an environment where no-one suffers unfair discrimination on the grounds of equality. In turn, your employees must respect others and must not discriminate against fellow colleagues, customers or external partners.

The Equality Act 2010 came into force on 1 October 2010. The Act simplifies the previous equality laws such as the Disability Discrimination Act and Race Relations Act and puts them together in one piece of legislation. Its aim is to create a single, streamlined approach to protect the rights of individuals and advance equality of opportunity for all.

As a reminder you should be aware that the Department, you as an individual, and the staff whom you manage may be personally liable under equality legislation if found to have discriminated unfairly, even if it was unintentional. It is therefore essential that you understand your role as line manager and this guide is designed to help you understand:

· your key responsibilities (and what you should do); 

· learning and development opportunities; and 

· where to go for more information.

You should also read a guide for employees.

Equality and you – a guide for HR Business Partners
· Understanding your role in delivering equality 

· Responsibilities – what you should do 

· Responsibilities under the new public sector equality duty 

· Having ‘due regard’ 

· Learning and development 

· How do I find out more?
Understanding your role in delivering equality
As a DWP HR Business Partner you will already be aware that you have a crucial role in delivering and contributing to the Department’s equality agenda. You will be expected to act as a role model for diversity and equality and promote its application through your work with colleagues and your customers.

The Equality Act 2010 came into force on 1 October 2010. The Act simplifies the previous equality laws such as the Disability Discrimination Act and Race Relations Act and puts them together in one piece of legislation. Its aim is to create a single, streamlined approach to protect the rights of individuals and advance equality of opportunity for all.

As a reminder, you should be aware that the Department, you as an individual, and your customers may be held personally liable under equality legislation if found to have discriminated unfairly, even if it was unintentional. It is therefore essential that you understand your role as a HR Business Partner and this guide is designed to help you understand:

· your key responsibilities (and what you should do); 

· learning and development opportunities; and 

· where to go for more information.

You should also read a guide for employees and a guide for staff in customer facing roles (and a guide for line managers if appropriate).

Resources and additional information
· Equality Act 2010 – general information. 

· Equality and you – practical guidance and information to help you understand what you need to do to deliver equality in your role. 

· Equality Act public sector equality duty – questions and answers – some general questions and answers.

PowerPoint slides (these will be attached seperately)
· Equality Act PowerPoint slides for line managers (PPT). 

· Equality Act PowerPoint slides for policy colleagues (PPT). 

· Equality Act PowerPoint slides for HR Business Partners (PPT).

Diversity and equality learning
· Diversity and equality learning products – helping our people to promote diversity and learn about equality

	Diversity and equality learning
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	· There are nine diversity and equality learning modules available. Four are available on the Civil Service Learning portal; five are available on Resource Management (RM). 

· Two of the nine modules – Disability Awareness and Unconscious Bias – contain a separate e-learning element and a face-to-face workshop. 

· One of the modules – Introduction to Diversity and Equality – is mandatory for new DWP entrants.


	New diversity and equality face-to-face learning: Two new workshops are now available for booking on the Civil Service Learning portal – Disability Awareness (1 day workshop) and Unconscious Bias (½ day workshop). You must complete the e-learning elements of both these learning modules before you attend the workshops. Details of both workshops are included below and are chargeable. See the Civil Service Learning instructions for booking face-to-face learning.


Mandatory diversity and equality learning
Introduction to Diversity and Equality
· What is covered? The learning provides an introduction to workplace diversity and an overview of equality legislation. It also contains some practical activities designed to advance equality and inclusion and improve customer service. Topics include: What is diversity? What the law says; How we treat each other; How we treat our customers; Some tips for effective communication; Challenging unacceptable behaviour; Diversity in the Civil Service; Quiz; Further information and activities. 

· Who will benefit from the learning? All staff. 

· Is this product mandatory? This learning is mandatory for new entrants, however everyone is encouraged to complete the learning as part of their development. 

· How do I access the learning? On the Civil Service Learning portal – see below for details. 

· DWP's induction policy expects line managers to support new entrants in a number of ways. The Line Manager's Checklist (Word) (see page 17) includes a number of recommendations, including asking new entrants to complete the mandatory Introduction to Diversity and Equality learning on the Civil Service Learning portal.

Other diversity and equality learning
Age
· What is covered? It will provide the learner with the knowledge and skills required to be able to recognise discrimination, harassment and victimisation on the grounds of age and how they can affect both DWP and individuals. Topics include: Why age equality is important to DWP; The key provisions of the relevant legislation; How to apply key DWP equality policies in day-to-day activities. 

· Who will benefit from the learning? All staff. 

· Is this product mandatory? It is not a mandatory requirement to complete this learning but everyone is encouraged to complete it as part of their development. 

· How do I access the learning? On RM – see below for details.

Disability Awareness (e-learning)
· What is covered? The learning will equip line managers with the disability confidence to better support disabled staff in the workplace and to increase engagement levels amongst this group. The learning covers the legislation, visible and non-visible disabilities and tips on managing an inclusive team, as well as a quiz to review the learning. 

· Who will benefit from the learning? The product is aimed at line managers. However the learning would benefit anyone wishing to develop their confidence in this area. 

· Is this product mandatory? All existing line managers are encouraged to complete this learning, then refresh their learning at three yearly intervals. All newly appointed line managers should complete the learning as part of their induction. 

· How do I access the learning? On the Civil Service Learning portal – see below for details.

Disability Awareness (1 day face-to-face workshop)
· Description: This interactive workshop will build upon the learning acquired on the Disability Awareness e-learning package. Suitable for all civil servants with line management responsibility, it will provide engaging practical opportunities to apply newly-acquired techniques that will enable attendees to recognise the different types of disability and respond to the needs of individual disabled members of staff. 

· Prerequisite learning: It is recommended that delegates complete the Disability Awareness e-learning (see above) before attending this workshop. 

· Dates: A range of dates are available, starting on 2 October 2013. 

· More information: to find out more, log-on to the Civil Service Learning portal and either paste this link into your browser: https://civilservicelearning.civilservice.gov.uk/learning-opportunities/facetoface/disability-awareness or enter disability awareness into the Civil Service Learning Google search criteria. The search results will display both the e-learning and face-to-face learning options. Select the face-to-face option.

Gender
· What is covered? It will provide the learner with the knowledge and skills required to be able to recognise discrimination, harassment and victimisation on the grounds of gender and how they can affect both DWP and individuals. Topics include: How to identify why gender, and the promotion of gender is important to DWP; The key provisions of the relevant legislation; How to apply key DWP equality policies in day-to-day activities. 

· Who will benefit from the learning? All staff. 

· Is this product mandatory? It is not a mandatory requirement to complete this learning but everyone is encouraged to complete it as part of their development. 

· How do I access the learning? On RM – see below for details.

LGB&T Awareness
· What is covered? The learning will promote good relations through an increased understanding of the issues faced by LGB&T staff in the Civil Service. The learning covers an introduction to the topic, case studies to illustrate the type of issues faced by LGBT colleagues, a moving on session with tips for next steps and a quiz to review the learning. 

· Who will benefit from the learning? The product is aimed at all staff; however it will be of particular interest to those with line management responsibility. 

· Is this product mandatory? It is not a mandatory requirement to complete this learning but all line managers are encouraged to complete this as part of their development. 

· How do I access the learning? On the Civil Service Learning portal – see below for details.

Line Manager
· What is covered? This module will help you to understand why respecting diversity and knowing about equality are important to you as a line manager. Topics include: How equality law impacts on your role, the staff you manage and the services you are responsible for delivering; Why you must create an inclusive workplace for all staff; That you must act as a role model by behaving appropriately and challenging discrimination and inappropriate behaviour; That you are responsible for your team’s delivery of services and for making sure they are accessible for customers; Understand what reasonable adjustments are and why they must be provided for claimants/customers and staff; Understand that DWP has a legal duty to promote equality and that as a line manager you share that responsibility; That you must take equality into consideration when managing staff; Be aware of potential inequality and consider whether and how you need to take action. 

· Is this product mandatory? It is not a mandatory requirement to complete this learning but it is recommended that all newly appointed line managers complete the learning as part of their induction. All line managers are encouraged to complete this as part of their development. 

· How do I access the learning? On RM – see below for details.

Race
· What is covered? It will provide the learner with the knowledge and skills required to be able to recognise discrimination, harassment and victimisation on the grounds of race and how they can affect both DWP and individuals. Topics include: How to identify why race, and the promotion of race is important to DWP; The key provisions of the relevant legislation; How to apply key DWP equality policies in day-to-day activities. 

· Who will benefit from the learning? All staff. 

· Is this product mandatory? It is not a mandatory requirement to complete this learning but everyone is encouraged to complete it as part of their development. 

· How do I access the learning? On RM – see below for details.

Religion or Belief
· What is covered? It will provide the learner with the knowledge and skills required to be able to recognise discrimination, harassment and victimisation on the grounds of religion or belief and how they can affect both DWP and individuals. Topics include: Why religion or belief is important to DWP; The key provisions of the relevant legislation; How to apply key DWP equality policies in day-to-day activities. 

· Who will benefit from the learning? All staff. 

· Is this product mandatory? It is not a mandatory requirement to complete this learning but everyone is encouraged to complete it as part of their development. 

· How do I access the learning? On RM – see below for details.

Unconscious Bias (e-learning)
· What is covered? The learning provides an overview of the concept of unconscious bias and how it impacts on attitudes, behaviour and individual/organisational decision-making. Learners will acquire practical techniques that they can adopt to assist them in reducing the impact on unconscious bias, leading to better decision-making and a more inclusive and diverse workforce. 

· Who will benefit from the learning? This product is aimed at all staff but will be of particular interest to line managers, HR practitioners and anyone else involved in decisions on recruitment, selection or staff development. 

· Is this product mandatory? It is not a mandatory requirement to complete this learning but all line managers are encouraged to complete this as part of their development. 

· How do I access the learning? On the Civil Service Learning portal – see below for details.

Unconscious Bias (1/2 day face-to-face workshop)
· Description: This half-day workshop will build upon the learning acquired in the Unconscious Bias e-learning (see above). It will enable learners to increase awareness of their own behaviours, reflecting upon what changes need to be made to personal thought processes and decision making in order to be inclusive and fair. It will provide engaging practical opportunities to apply newly acquired techniques to overcome unconscious bias. The focus of the learning is on challenging and changing the culture and environment for staff in the Civil Service. The workshop is suitable for all civil servants and will be of particular value to those with line management responsibility. 

· Prerequisite learning: Learners must have completed the Unconscious Bias e-learning (see above) before attending this workshop. 

· Dates: A range of dates (mornings and afternoons) are available, starting on 9 October 2013. 

· More information: to find out more, log-on to the Civil Service Learning portal and either paste this link into your browser: https://civilservicelearning.civilservice.gov.uk/learning-opportunities/facetoface/unconscious-bias or enter unconscious bias into the Civil Service Learning Google search criteria. The search results will display both the e-learning and face-to-face learning options. Select the face-to-face option.

Equality and you – guidance and information for staff
In addition to the learning listed above, there are five job role guides available to help you understand what you need to do to deliver equality in your role:

· A guide for employees. 

· A guide for line managers. 

· A guide for policy makers. 

· A guide for HR Business Partners. 

· A guide for staff in customer facing roles.

To access the guides, see Equality and you – guidance and information for staff on the diversity and equality intranet site.

Note: The above guides are currently being updated.

How to access the learning on RM
· Log-in to RM. 

· Under Other, click on Show Full List of RM Activities. 

· In the Main Menu, click on Employee Self-Service. 

· Click on Learning & Development. 

· Click on Internal Learning & Development. 

· Under Browse Catalog, click on Diversity. 

· Under Course Name, the diversity learning modules will be displayed. 

· Click on the module you want to complete and follow the instructions to enrol and run the learning. 

· Note: Please disregard the Customer Facing; Disability; Employee; Sexual Orientation; and Transgender learning modules on RM as these have been replaced by the new modules on the Civil Service Learning portal, as detailed above. These five modules will be removed from RM.

How to access the learning on the Civil Service Learning portal
· To access any Civil Service Learning, you need to register using your DWP e-mail address. 

· When registered, log-in to the Civil Service Learning portal and type the name of the learning into the search box (ie Introduction to Diversity and Equality; Disability Awareness; LGB&T Awareness; Unconscious Bias). 

· Click on GO – the available learning will be displayed. 

· Click on Go to this e-learning opportunity. 

· Follow the on-screen instructions to run the learning.
Access to Work
Some managers may not know how the Department provides reasonable adjustments for staff with disablilities.

Some adjustments used to be provided through the Access to Work scheme, but In April 2003 DWP stopped using the Access to Work provision for its staff. The Department agreed that it would meet in full the cost of support and reasonable adjustments needed by disabled employees, and not draw on the limited resources of the Access to Work programme.

It is the responsibility of line managers to ensure that the needs of disabled staff are identified and met, but they can get help and advice from the DWP Reasonable Adjustments Specialist Team (RAST). RAST is available to provide advice and support for disabled employees and their line managers in arranging the provision of specialist equipment, and in supporting the delivery of these items as quickly as possible.

Line managers are responsible for confirming that adjustments are appropriate and reasonable, and the cost comes out of local budgets.The line manager must tell the budget holder in their business unit that RAST will be requesting written approval for the costs of any equipment provided. 

It is important to note that if a reasonable adjustment is not made, this may amount to discrimination against a disabled person under the terms of the Equality Act.
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Reasonable Adjustments Support Team (RAST)
· The role of the Reasonable Adjustments Support Team 

· Making a referral to the Reasonable Adjustments Support Team 

· Service provided by the Reasonable Adjustments Support Team
Please note: RAST only deal with non standard reasonable adjustments for staff covered by the Equality Act 2010. Please make sure that you have read the Line manager: how do I put in place a reasonable adjustment for a member of staff, and the A to Z of reasonable adjustments before making a referral to RAST. 

We will do our best to help you and deal with your request as quickly as possible; in return we ask that you treat our staff with courtesy and in line with the requirements of the Department’s agreed Standards of Behaviour. We reserve the right to withdraw from conversations where these standards are not maintained.

The role of the Reasonable Adjustments Support Team
RAST is part of the Diversity and Equality Centre of Expertise. It provides advice and support for disabled employees and their line managers in relation to reasonable adjustments and where appropriate helps to arrange those reasonable adjustments as quickly as possible.

Making a referral to the Reasonable Adjustments Support Team
If a member of staff reports to a line manager they are facing a barrier at work and/or feel they need a reasonable adjustment line managers should:

· discuss with them what is needed to enable them to do their job; 

· decide if an adjustment can be made quickly and easily, locally, and go ahead with this as soon as possible.

Line managers should follow the guidance in Line manager: how do I put in place a reasonable adjustment for my member of staff? before making a referral to RAST.

Referral to RAST would be appropriate where the DSE process has been followed and a non standard adjustment is required in the following cases:

· new recruits who are disabled or have a long term health condition and indicate that they require a reasonable adjustment; 

· existing employees who become disabled or develop a long term health condition and need a reasonable adjustment; 

· existing employees who need a change to an existing adjustment due to a change in the effects of their disability or long term health condition, or a change in a job role (and change required relates directly to their disability and the adjustment required).

If a referral to RAST is needed, contact Employee Services on 0845 600 1405.

If you have any other query, that is not answered by the A to Z of reasonable adjustments and/or guidance contact the team on 0114 293 4915

Service provided by the Reasonable Adjustments Support Team
The actions set out below are not in any particular order and there is no standard process. Reasonable adjustment needs are unique to each individual. The actions required could to provide a reasonable adjustment for an individuals may contain one or more of the actions sets out below, depending on the individual’s case.

RAST will:
· Provide help and advice about reasonable adjustments. 

· Facilitate discussions with the employee, their line manager and other third parties, for example a workplace assessor, if appropriate. 

· Discuss if there are any adjustments that could temporarily put in place and that would clearly work straight away. 

· Give advice about local adjustments, for example change to working hours (working with local HR contacts as necessary. 

· Make any workplace assessment referrals needed on behalf of the line manager and other support if appropriate, including if discussions are necessary about what is reasonable. 

· Discuss recommendations made with the employee, their line manager and other specialists if appropriate, including if discussions are necessary about what is reasonable. 

· Complete relevant order forms and if necessary give clear instructions to line managers about any RM action needed to order the equipment and/or training required. 

· Check the progress of orders and co-ordinate delivery ad set up of equipment if required. 

· Work with the contract management teams and suppliers and contract manage specialist providers to improve service. 

· Follow up with the employee and line manager to check that the adjustments are in place and that any barriers to work have been successfully removed.

RAST will not:
· Deal with cases where the need is for a routine health and safety or ergonomic adjustment following a DSE assessment, for example, for a new chair. Refer to DSE guidance for advice. 

· Pay for any reasonable adjustments – costs must be met by the local budget (or central IT budget).

It remains the responsibility of the line manager to make sure their disabled staff are dealt with sensitively and sympathetically and their needs are identified and met appropriately when putting place a reasonable adjustment. However, RAST is available to help organise and manage delivery of reasonable 
Who can contact the Central Adjustments Team? 
Departmental reasonable adjustment contacts can contact the Central Adjustments Team as a centre of expertise for advice and guidance. If a case is particularly complex then the Department will contact the Central Adjustments Team for assistance.

Your case will be dealt with by RAST as quickly and efficiently as possible, however some difficulties and delays can occur. In exceptional cases, if you are experiencing major delays that exceed the stated timeframe for your adjustment(s) or if you are having significant difficulties in receiving your adjustment(s), you can contact the Central Adjustments Team directly. The team will then work closely with RAST to determine if anything further can be done.

Can I try out an adjustment and return it if it is not suitable?
DWP RAST or the Central Adjustments Team will be able to advise on individual cases

Does this pilot change the current procedure of how to obtain a reasonable adjustment?
In most cases, no. If you think you need an adjustment, follow the existing DWP reasonable adjustments guidance. It is only if the DWP RAST member considers the adjustment to be complex and appropriate for referral to the Central Adjustments Team that the Central Adjustments Team should be contacted

Further information and useful links
· Stress, mental health and rehabilitation – one man’s story. 

· DWP's stress at work policy. 

· DWP’s sick leave procedures. 

· DWP Wellbeing Website. This site provides an opportunity to learn about wellbeing and the benefits it can bring to both your home and working life. 

· DWP’s stress at work policy. The Department has a ‘Stress at work’ policy which incorporates a process to ensure that all reasonable steps are taken to prevent or reduce causes of stress at work ; implement the Health and Safety Executive’s principles of trying continuously to improve work-related stress levels; and support managers and employees to apply the processes and principles of prevention to protect health and safety. 

· Right Corecare Employee Assistance Programme. The DWP Employee Assistance Programme, delivered by Right Corecare provides an independent and confidential service to all staff and managers, giving the access to advice and support on a range of issues. It also provides a counselling service, either by phone or face to face. 

· Management Support Information. Right Corecare have produced a series of documents to provide information and advice on managing mental health in the workplace. The subjects covered include, the support Right Corecare can offer and how to manage a distressed employee. 

· Atos Healthcare. Atos Healthcare is DWP’s occupational health providers. They provide independent and impartial advice about how health matters may affect an employee’s attendance, behaviour or work performance. They offer a range of services, including a helpline, OHS Assist for all DWP staff. 

· DWP Reasonable Adjustments Support Team (RAST). The role of the team is to provide advice and support for disabled employees, their line managers and management chain in arranging the provision of reasonable adjustments and to support the delivery of these as quickly as possible. 

· Mind. Mind is a mental health charity in England and Wales. Tel: 020 8519 2122. 

· Employers’ Forum on Disability. The Employers Forum on Disability is an employers’ organisation focused on disability as it affects business. DWP is a Gold Card Member which entitles all DWP staff access to their members only web pages. (Please follow their registration instructions). Tel: 020 7403 3020. 

· Mindful Employers Charter (PDF). DWP is signed up to the Mindful Employers Charter – a voluntary, informal network of employers and support organisations focused on increasing the awareness of mental health at work. It also provides support for employers in recruiting and retaining staff with mental health conditions. The Charter represents DWP’s commitment to providing the necessary support and reasonable adjustments for staff experiencing mental ill-health while at work. The Department will be subjected to review every three years to ensure we are meeting the continuing requirements of the Charter. 

· Shaw Trust – Tackling the last workplace taboo. Positively dealing with mental ill health. 

· ACAS – Health, work and wellbeing (PDF). 

· Effective Stress Management (PDF). DWP guide to identifying and managing stress. 

· *Shift – Line Managers’ Resource (PDF). A practical guide to managing and supporting people with mental health problems in the workplace. 

· *Rethink – Small change, big difference (PDF). Civil Service line managers guide to reasonable adjustments for mental health problems

*published in 2007 – not been updated to accommodate the Equality Act 2010.

Detailed job role analysis
At this point you should have a view of what barriers the job role may present to the staff member concerned, together with the individual’s skill level in using their assistive software, and which DWP systems they can use. You can now move on to a more detailed analysis.

Look at the job roles that might be appropriate, or if you cannot think of one job role then consider whether you can create a new role using elements of a number of job role functions. Bear in mind that you want this to be a substantial job which gives the individual a meaningful role.

To examine job roles for suitability, you need to look at the following details:

How is the work received?
This could be on paper from a BF system in a drawer, on a paper form delivered to desks, via e-mail or an electronic document (for example, Word, PDF, Excel), or in a phone call.

Consider: can the individual access the information? If not, is there an alternative? For example, where work is provided on paper could it be sent in an accessible electronic format? You may need to get the individual to test this for you to see if they can access the information.

If changing work distribution from paper to electronic is possible, you might want to do this for all team members as the paper saving will help meet DWP’s environmental sustainability challenge, as well as cutting the time used by your team members in printing, fetching, and filing the resulting hard copies.

One crucial factor to consider is the customer experience. A customer adviser taking incoming phone calls who relies on Dragon (a voice recognition tool which allows the computer to be controlled by spoken commands) may impact the customer experience. However, this is not always the case and some staff who are experienced in using Dragon can work very effectively on a telephony role. Each case should be judged on its own merits.

Desk practices
What desk practices are there? For example – do your current team members walk across the office to pick up new work from a communal in-tray? Do they need to arrange the documents in a wallet in a certain standard order?

Can the newcomer to the role complete these actions? Again speak to the individual and get them to try the desk practices out. For example, someone with a visual impairment might use a magnifier – see how they get on using their magnifier to undertake these desk practices.

Locally developed tools or additional recording tools
Are there other IT tools used in the job? If so, can the individual use these? If not, can the tool be changed or can someone else do this element of the role for them?

A common example is that work logs (call loggers, list of cases handled, etc) are Excel documents with macros and other features which automatically turn the input into Management Information. Unfortunately, these are often incompatible or cumbersome with assistive software. The best workaround is to create a simplified version which captures the relevant information but in a format the individual is comfortable with. Your team member can complete it and at the end of the day pass it on to someone else to cut and paste the information into the ‘master’ spreadsheet.

Targets 
Will these need to be adjusted? The best way to assess this is to observe the individual completing the role using their tool to see how they get on. You would do this when they first begin working, then again once the individual has had time to get used to the role. ‘Objectives should be reviewed regularly, to ensure they reflect the employee's current activities’ – SSMART Checklist.

As a line manager you can adjust targets as you see fit. This is a perfectly acceptable reasonable adjustment and is set out in the performance management guidance.

It is a line manager’s responsibility to ensure that your team members’ objectives are achievable. Objectives ‘should not put the employee under unacceptable levels of pressure... unachievable objectives are likely to de-motivate them, so it is important that the objective is within the employee's capability’ – SSMART Checklist.

As part of this adjustment you will need to arrange for the overall target of the team to be reduced to ensure additional pressure is not put on the rest of the team. Your team’s objectives can only be drawn from the sum of the individuals’ objectives.

Assistive technology in customer facing environments
With the increasing number of DWP contact centres, the question often arises whether someone reliant on assistive software packages can work in a customer facing environment. The question applies equally to face-to-face roles within Jobcentre Plus offices.

No hard and fast rules can be given about people using assistive technology in these environments. There is no inherent reason for assistive technology to be incompatible with such a job role as long as the IT systems used are compatible. There may be other dependencies which prohibit staff from undertaking these duties but the use of an assistive technology alone should not automatically be considered as a reason for exclusion.

For example, an option for contact centre job roles for Dragon users is to concentrate on queries received via post, e-mail, and internet, and making follow-up calls. The employee can therefore work out in advance what they need to say and make outgoing calls to the customer with all facts at their fingertips, cutting out the delays in accessing information within the systems. Once outbound/off-line work has been mastered, Dragon users may then feel sufficiently familiar, proficient and confident to progress to inbound calling. This will of course depend upon the accessibility status of the IT systems required for that role.

It will certainly be necessary to consider a reasonable adjustment in terms of targets, due to the handling speed of some assistive technology applications.

Buddies
A useful option to get around barriers in the workplace is to assign staff members a buddy to perform those parts of a role which cause them problems and to be there as support if the individual needs help. This could be included in the buddy’s objectives and can provide a useful competency example for that person.

It is also helpful for team colleagues to have a brief overview of the assistive software tool being used to enable them to experience and appreciate the differences this makes to how you do your job.

Training for the job role
The most appropriate method for training is one-to-one. Staff who use assistive software cannot move desks as their assistive software is on their hard drive and they may also have other adaptations to their work space. Consideration should be given to how training will be delivered to ensure the individual gets the training and consolidation they need for the job role. There is a learning and development desk aid available on the learning and development community intranet site to support those delivering learning and development to staff with additional needs.

Where to go for further help?
There are many sources of help on the Intranet or Internet. Information on the DWP intranet relating to accessibility has been grouped under ‘A’ in the DWP A-Z for ease of reference.

The RAST intranet site contains a lot of useful information.

There are some support groups within DWP run by staff on a voluntary basis for each of the four main assistive software tools, plus one for dyslexia (which also serves those with the Read & Write Gold assistive software package). These could be useful contacts if you want to find out more about the tools used, if anyone else is using a system or undertaking a job role you are considering. The support group contact details are:

· DWP Dragon Support Group. 

· DWP Dyslexia Support Group. 

· DWP JAWS Support Group. 

· DWP SuperNova Support Group. 

· DWP Zoomtext Support Group.

Dyslexia
· Diagnosing dyslexia 

· Assistive software packages 

· Good practice 

· Ensuring understanding 

· Combating visual stress 

· Written communication 

· Verbal communication 

· Time and work planning 

· Interruptions 

· Concentration 

· Everyone!
Dyslexia is defined as a specific learning difficulty in processing language-based information and is estimated to affect around 10% of the population, though its extent varies between individuals. It is not only about literacy, dyslexia affects the way information is processed, stored and retrieved. Around 4% of dyslexics have ‘severe’ difficulties (source – British Dyslexia Association).

Dyslexia can be covered as a disability under the Equality Act, therefore as an employer we must consider what help and assistant we can give to dyslexic staff as part of our commitment to providing disabled employers with reasonable adjustments to help them to do their job.

Diagnosing dyslexia
Many people who have dyslexia go undiagnosed. The British Dyslexia Association has produced a checklist (PDF) which can be used prior to a professional assessment. Line managers should give individual’s time to complete the checklist where appropriate and where a member of staff agrees. If the checklist indicates dyslexia then a full dyslexia assessment can be arranged. You should contact Employee Services to arrange a referral the Reasonable Adjustments Support Team (RAST). RAST will arrange for an assessment to be carried out, which will include recommendations for reasonable adjustments to support members of staff.
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Job roles accessibility guidance
· Introduction 

· Initial checks 

· What adjustments and adaptations are in place? 

· Skills and training 

· Additional training support 

· Assistive technology training costs 

· Systems 

· Detailed job role analysis 

· How is the work received? 

· Desk practices 

· Locally developed tools or additional recording tools 

· Targets 

· Assistive technology in customer facing environments 

· Buddies 

· Training for the job role 

· Where to go for further help? 

· Assistive software packages 

· DWP assistive software skill levels 

· Windows: Level 1 Skills 

· JAWS version 10: Level 1 Skills 

· JAWS version 10: Level 2 Skills 

· JAWS version 10: Level 3 Skills 

· SuperNova version 10: Level 1 Skills 

· SuperNova version 10: Level 2 Skills 

· Supernova version 10: Level 3 Skills 

· Zoomtext version 9.13: Level 1 Skills 

· Zoomtext version 9.13: Level 2 Skills 

· Zoomtext version 9.13: Level 3 Skills 

· Dragon version 10: Level 1 Skills 

· Dragon version 10: Level 2 Skills 

· Dragon version 10: Level 3 Skills 

· Checklist for managers 

· Job roles analysis report 

· Sample job roles analysis report
Introduction
This guidance is for line managers who need to review a job role for an individual who uses an assistive software tool to do their job. This is to help you with your responsibility as a line manager to comply with equality legislation and to contribute to the Department’s equality agenda. See Equality and you – a guide for line managers.

You need to be aware that the Department has a legal obligation under the Equality Act 2010 to review and reasonably adjust job roles for disabled staff where needed. See Equality Act 2010 intranet guidance. You can also find more information on the Equality and Human Rights Commission website.

Please remember this is a legal requirement. It is important to bear in mind that implementing the requirements of the Equality Act 2010 may need you to make reasonable adjustments to a job role, and this might necessitate treating disabled people more favourably than non-disabled people in order to meet their needs. In other words, you may need to treat disabled people differently to treat them fairly. Although the Equality Act 2010 does not apply in Northern Ireland, the Disability Discrimination Act still applies there, and has similar provisions.

The assistive software packages used in the Department are designed to help disabled people to use standard IT systems. DWP also uses the term assistive technology, which includes hardware, for example magnifiers, special keyboards, mice.

This guidance explains how to complete a job role analysis to determine what support and reasonable adjustments employees who use assistive software might need. To make this process easier, the guidance is split into two sections. The first section covers initial checks. The second section covers a detailed job role analysis.

It is good practice to record the job role review work completed as you go along using the job roles analysis report. This provides an audit trail of the work you have undertaken to meet your requirements under the Equality Act 2010. See sample job roles analysis report, which gives an example of the type of information you need to capture.

Assistive technology
· Introduction 

· Section 1 – advice and support 

· Section 2 – solutions available and how to access them 

· Section 3 – assistive software training 

· Section 4 – issues and what to do 

· Section 5 – action needed when assistive technology is no longer required 

· Section 6 – frequently asked questions
Introduction
This guidance provides information and links to help support assistive technology users and remove the barriers they may otherwise face in the work place.

This guidance was created in October 2011 and is archive material from the former Accessibility Solutions Team. It is correct at the date of creation and directs people to relevant areas of support in the Department.

Section 1 – advice and support
There are processes in place to provide advice on the best way to support members of staff who have assistive technology requirements:

Workstation Risk Assessment
The first step in assessing a need for assistive technology support is always the Workstation Risk Assessment. You should follow the process as detailed. 

Occupational Health Service/ATOS
The DWP’s Occupational Health Service is provided by ATOS Healthcare and can be contacted via the OHS Assist helpline. They can help by providing advice to a line manager on making a standard occupational health referral, which will:

· advise managers on preventing or resolving health-related problems that can affect work performance; 

· advise about workplace adjustments that might be considered; and 

· advise employees on managing their condition, including pain management.

OHS also provide physiotherapy advice via the Physio Advice Line. Anyone who feels they need physiotherapy should complete the Physio Advice Line: Self-Referral Check List.

To contact ATOS call the OHS Assist helpline on 0845 372 9131 or visit the Occupational Health Service intranet page.

Other useful ATOS links:
· Occupational Health Service manager’s Q&A page. 

· Occupational Health Service's employee’s Q&A page.

Diversity and equality intranet site
The diversity and equality intranet site provides information for managers on how to provide reasonable adjustments for disabled staff. A reasonable adjustment is a change to a physical feature, environment or the way things are done to make sure that a disabled person is not put at a substantial disadvantage compared to non-disabled staff. Under the Equality Act 2010, DWP has a duty to make reasonable adjustments to make sure staff can do their jobs. The DWP has a team dedicated to staff covered by the Equality Act 2010, Reasonable Adjustments Specialist Team (RAST).

Other useful diversity and equality links:
· Equality and You – A guide for Managers. 

· Equality and You – A guide for Employees. 

· How do I get a reasonable adjustment if I am disabled? 

· Line Manager Guidance on Reasonable Adjustments.

Assistive software support groups
Staff who use assistive software (AS) packages can obtain help and advice from the specialist support groups available in DWP. These are run by volunteers who use the packages, and are there to share knowledge, techniques, and best practices. They can be contacted though their shared e-mail boxes:

· DWP Dragon Support Group. 

· DWP Dyslexia Support Group. 

· DWP JAWS Support Group. 

· DWP SuperNova Support Group. 

· DWP Zoomtext Support Group.

Other support and advice
The Complex Case Advisory Service (CCAS) provides expert advice on complex HR policy issues and support in managing complex cases, including:

· Civil Service Appeal Boards. 

· Personal Injury claims. 

· Employment Tribunals.

CCAS will only accept cases by referral from Employee Services.

The Royal National Institute for the Blind (RNIB) may be called in to perform assessments on the support needs of staff who are visually impaired. Assessment and support through RNIB should be through RAST in the first instance – anyone raising a purchase order for RNIB services might find it is rejected unless it has come through RAST.

Action on Hearing Loss (formerly the Royal National Institute for the Deaf – RNID) can similarly be consulted by going through RAST.

The Employee Assistance Programme (EAP) is provided by Right Corecare. It is an independent and confidential service for all employees providing advice and support on a range of issues, including work, health, and debt, emotional, personal, family or legal. Eligible dependents are also entitled to some cover. The service is available 24 hours a day, 365 days a year and all calls are free of charge from landlines. Typetalk and Textphone facilities are available on both their helplines. There is also a range of information for individuals and managers on the DWP Department and You intranet site together with a link to the EAP intranet site.

Section 2 – solutions available and how to access them
Specialist IT solutions: Request To Pay integration (RTPi) Catalogue
The RTPi catalogue lists assistive technologies (this includes hardware and software) which provide the right tools for a staff member to do their job. Assistive Technologies include Assistive Software.

Available hardware includes:

· large screens; 

· specialist keyboards or mice; 

· other specialised office equipment, for example CCTV desktop magnifiers, headsets and phones, portable and desktop magnifiers and Braille products for the visually impaired.

Several software solutions are available.

Assistive software packages
Assistive software (AS) packages are designed to help disabled people use IT systems. The main packages in use within DWP are:

· Dragon Naturally Speaking is voice recognition software and controls the computer by voice command and accepts text dictation. It is suitable for people with manual dexterity and mobility impairments (including RSI); those who are trying to reduce their keyboard and/or mouse activity to a minimum for some other reason; and those with dyslexia. New users do need to persist as there is a long learning curve while the programme learns their vocal characteristics and they learn its capabilities. It is designed by Nuance. 

· JAWS (Job Access With Speech) is a screen reader suitable for visually impaired people. It reads the contents of the screen, either as speech output or via a refreshable Braille display. Supplied by Freedom Scientific. 

· Kurzweil 1000 Optical Character Recognition Software. This is a PC based reading and scanning tool that converts the printed word into speech or Braille output. It is particularly good for use with a scanner, which allows the computer to read out printed paperwork (it doesn’t work so well with handwriting). It is provided by Kurzweil Educational Systems. 

· MAGic Screen Magnification and Screen Reading Software. From 1 to 2 times magnification in 0.1 increments. The maximum magnification is 36 times. Supplied by Freedom Scientific. 

· SuperNova and Zoomtext are screen magnification software with screen reader functions, designed for visually impaired people. Because the screen readers are less capable than those of JAWS, they are not used within DWP for completely blind staff. Magnification can be from 2 to 32 times with SuperNova or up to 36 times with Zoomtext. Some staff find the magnification is all the help they need in the morning, but as the day goes on their eyes tire and the screen reader function becomes valuable. SuperNova is from Dolphin, Zoomtext is from ai squared. 

· Read & Write Gold Text to Speech Software is literacy support software for people with dyslexia and literacy difficulties. Its main features are the enhanced spellchecking facilities, including verb checker to correct the tense of words, ‘soundalike’ suggestions, and links to dictionary definitions of suggested words. It also has both screenreader and voice input functions. It is supplied by TextHelp Systems.

All of these assistive software packages are compatible with Microsoft Office packages (for example, Word, Excel, Powerpoint) but some of the more complex functions of these packages might cause problems. For example, macros may change the screen or the position of the cursor on it and the assistive software package might not announce the change because it does not affect the ‘focus’ (the place where the cursor is currently located).

Staff who need assistive technology should register via the RTPi catalogue as an accessibility solutions user, unless they only require telephony equipment.

IT registration for staff who use assistive technology
Staff who need or are using IT related assistive technology must be registered onto the appropriate AS Service Band. It is very important that staff who need this service are registered otherwise they will not be able to benefit from the enhanced technical support or have incidents fixed within the correct timescales.

DWP line managers need to ensure that all staff using either AS hardware or software are registered for the service, in the correct service band, when first applying for their equipment.

Registration is completed using the RTPi process for procuring IT Services and Products, by ordering the appropriate service from the RTPi Catalogue, under the section called Accessibility Services. This section includes brief descriptions and pictures of the equipment available. If you need further advice about the RTPi ordering process, see the RTPi Catalogue.

The OHS guidance can also provide assistance in deciding which piece of hardware is most suitable.

Based on the six AS Service Bands described in the RTPi catalogue, determine whether you are a Standard or Enhanced Accessibility User, then select the User Banding appropriate to the total costs of the products you require.

Complete the Accessibility Detail Request Form within the Accessibility Services Section of the RTPi Catalogue, listing all the products you require and quote the product code for the Standard or Enhanced User Band you require registration to. The form then needs to be entered onto RM by the office’s RM requisitioner.

Telephony and hearing aids
The Accessibility Services – Hardware section in the RTPi Catalogue shows the full Wherever possible, equipment should be chosen from the Accessibility Services Section of the RTPi Catalogue. This catalogue contains software and hardware that have already been tested and approved for use in DWP and are therefore available without further testing being required. These are also the only products that will be supported by HPES.

Alternatives should only be considered where no approved product fully meets the requirements. If an assessor has recommended an item that is not in the current Accessibility Services Section of the RTPi Catalogue then please complete the ad-hoc request form.

Note: The most commonly requested items via the ad-hoc request process are Lightweight Laptops and 24” monitors.

Section 3 – assistive software training
There are three different routes for procuring assistive software training, depending upon whether the training is:

· needed as part of a recommended reasonable adjustment under the Equality Act 2010 (Disability Discrimination Act in Northern Ireland) legislation. Training can be required as part of a reasonable adjustment package and may be identified as a result of a specialist assessment arranged by RAST. If this is the case, RAST will order the training on your behalf; 

· an existing service which is available in the RTPi catalogue; RTPi Accessibility Services includes Dragon mentoring/scripting and an HPES accessibility demonstration. The demonstration may be beneficial as a training tool. If you want to explore the accessibility demonstration service as a way to deliver specialised training, please e-mail HPES Accessibility Service to agree the scope of the training, before you submit a formal request; or 

· classed an increased learning and development opportunity. For learning and development opportunities such as up-skilling or targeted job specific training in a particular application for a specialised job role, follow the Shared Services Procurement Guidance. This type of training can be procured by Government Procurement Card (GPC) if under £600, or by submitting an LRP1 form if £600 or over. If up-skilling is identified as part of a reasonable adjustment process, please consult RAST. 

· Assistive software training can be quite specialised and is only offered by a limited number of suppliers. If this is the case, you should flag this up on you training request (LRP1) and specify who you want to commission to deliver your training. Both RNIB and HPES have the capability to deliver assistive software training of this type. However, please note that HPES have the additional capability to deliver specialised training on DWP specific applications.

Additional training support
Union Learning Representatives (ULR) may also help. ULRs are accredited Trade Union representatives who are responsible for promoting and facilitating learning opportunities to employees. They arrange and support learning and training, and provide information and advice about training and learning matters. And, where appropriate, they signpost employees to suitable learning providers.

Many assistive software tools have comprehensive tutorials either within the application or on their website. Staff are encouraged to make full use of these and should be allowed time to work through any training available. Some applications require a download, which is not allowed on DWP PCs for security reasons. However, you will be able to access these from your home PC if you wish to do so. Below is a list of the assistive software tool websites and details of any training available for that application:

· Dragon Naturally Speaking training manuals can be accessed on the Nuance website. This also contains a knowledge base which can act as a training tool 

· JAWS and Magic training is available on the Freedom Scientific website as well as via the help screen within the application itself. 

· Kurzweil 1000 – the Kurzweil Educational Systems website contains a number of free training videos. 

· Zoomtext has a tutorial application which is comes with each installation. The website gives details of additional training including free hints and tips training sessions. Please consult the training support pages of the ai squared website for full details. 

· SuperNova has an in-built help guide which is extremely thorough. Additional resources are available from the support section of the Dolphin website. Dolphin’s on-line support section includes tutorials, tips and manuals. 

· Read & Write Gold has assistance in the form of video tours and training documents are available free of charge from the TextHelp Systems website and also from the toolbar within the application on your desk top.

Assistive software training scope
To help identify what training might be appropriate for up-skilling see the skill levels information in the job roles accessibility guidance which may help you identify and focus training on specific areas.

Note: there is no obligation to provide up-skilling training for employees’ general education. If the training is required to help the member of staff use their assistive software more efficiently to reach their work objectives, it should be provided as part of a reasonable adjustment.

Assistive technology training costs
All assistive software training is charged to local budgets. If there are any difficulties with obtaining financial approval, you can point out that if it is a reasonable adjustment to provide such training, the Department has a legal duty under the Equality Act 2010 to do so.

Assessing current assistive software skill level
See the skill levels information in the job roles accessibility guidance.

Section 4 – issues and what to do
What if I need information relating to dyslexia?
See the dyslexia guidance for useful information and links to other relevant guidance.

How do I identify a job role for someone who uses an assistive software tool?
See the job roles accessibility guidance.

Incident reporting process
If a member of staff experiences a technical fault with their equipment or with a DWP IT System it should be reported to your local FLSM or IT support. If they are unable to find a solution, they will raise an incident with the OMC Helpdesk.

The fault report should include the information that the staff member is an AS user and include the software or hardware in use, and the type of office you are based in (for example a Contact Centre). This information helps the FLSM raise your incident correctly. Where incidents are not resolved satisfactorily, the FLSM will follow the escalation process as detailed in the RTPi Service Request Management information.

Note: It is important that you get and make a note of your incident number when you raise an incident. This can be a useful reference for the FLSMs if you have the same issue or another similar problem. It is also important that your incident is not closed until you are satisfied that the issue has been fully resolved. In the case of intermittent faults, you might want to monitor your PC’s behaviour for a few days. If this is the case, ask the FLSM to place your incident into either the ‘24 hour’ or ’48 hour’ closure status.

Business continuity planning/emergency planning
It is important to let your local business continuity planning officer know that you have a staff member with reasonable adjustments so that they can include them in their plan. They should be aware that if someone with a disability has special access needs, the business continuity plan must ensure that the place to which they are redeployed in the event of loss of premises must be able to cater for those needs. 

Their needs must be also considered by the local emergency planning team so that issues like moving them in an emergency evacuation of the building can be considered.

If your continuity planning officer feels that your staff member’s needs require more than local adjustments, you should apply to Telereal Trillium (0870 6060 0065) for a Disabled Evacuation Needs Assessment.

Section 5 – action needed when assistive technology is no longer required
What to do when staff leave DWP
When staff who have specialist equipment leave the DWP or no longer need the service, a Request Form must be completed by the line manager using the code 602-DWP078B Accessibility Service Un-Register to de-register them and arrange for the equipment to be removed.

Note: If this is not done DWP will continue to incur a monthly charge to HPES for an AS Service which is no longer required which is costly. You will be helping to save money by completing this form. 
Section 6 – frequently asked questions
How do I register for the assistive software service?
Within the RTPi catalogue there is a Detail Request form which you will need to complete. You can order your equipment at the same time on this form. This form is then put on to RM by the RM Requisitioner.

Can I request assistive software items or receive support for my equipment, without being registered?
No, you will need to register for the service because all accessibility solutions equipment, software upgrades and incident support are paid for via the monthly service charge. HPES will not be able to provide equipment or support for incidents unless staff are registered for the AS Service.

How should I order my equipment or software?
There are forms available within the RTPi Catalogue under the section entitled Accessibility Services which can be used to request equipment and/or to register and de-register from the Accessibility Service. The relevant Accessibility Service band and Cost Centre details should be included.

Will my business unit pay the monthly desktop charge?
HPES invoices DWP centrally for the charges, and funding has been allocated to meet the costs. Equipment supplied will be logged according to the appropriate Cost Centre Code and Business Unit for statistical information purposes.

What does the monthly service charge cover?
The monthly service charge covers the costs for all of assistive technology equipment listed in the Accessibility Solutions Section of the Desktop Catalogue as well as support, replacement items and maintenance for all accessibility solutions equipment as well as regular software upgrades. 

My accessibility equipment is no longer listed in the RTPi Catalogue. Do I still need to register?
Yes, it’s important for everyone with accessibility solutions equipment to register for the accessibility solutions service, to make sure you receive support in the event of a fault or if a replacement is needed. If you have a non-catalogued item, this should be listed on the RTPi form, together with a request to register you onto the service. Your non-catalogue equipment will be replaced with an approved catalogue item when needed.

Does the assistive software service cover other reasonable adjustments, such as telephony equipment, furniture, document holders etc?
No, the AS service only relates to IT equipment that can be requested from HPES. Items like specialist telephone headsets or handsets, or special chairs are covered by other contracts with BT and Trillium. Document holders, wrist rests and other non-IT items can be purchased from the Zanzibar catalogue or by GPC through the normal requisitioning routes on RM. 

How do you de-register an assistive software user who leaves DWP or no longer needs the assistive software equipment?
A Detail Request Un-Register Form (Word) should be completed using the code 602-DWP078B Accessibility Service Un-Register. This form is then put on to RM by the RM Requisitioner.

How do I escalate late or partially late delivery of a service request?
Please refer to the RTPi Service Request Management and Escalation guidance.

How do I get/order extra memory for my desktop/laptop?
Staff should raise an incident with their FLSM if they are experiencing issues such as “screen freezes and slow running” when using accessibility software such as Dragon, JAWS, SuperNova, Magic and Zoomtext. If, after diagnostic work on the incident, HPES consider that additional memory will solve the problem, HPES will recommend that an order for additional memory must be raised. The appropriate business representative, usually the line manager, should then order the extra memory via an ad-hoc request (Excel) quoting the incident number on the form. The estimated cost for the additional memory is around £100, this includes installation by an engineer. This ad-hoc request will not incur any additional charges other than the £100. Note: The FLSM does not raise this ad-hoc request, this action is for the business to complete. It is necessary to include the make and model of the workstation which can be found on the base unit or laptop so that it can be determined what internal memory is required. For all other cases such as where HPES have been on site conducting Dragon Training and have recommended extra RAM, please raise the ad-hoc request stating that it is a HPES recommendation.

How do I raise an incident?
Please see Incident Process – Information and Guidance.

What is the benefit of someone registering when they only have small inexpensive hardware for example a specialist mouse or keyboard?
Even if someone only has a small item, this will have been provided as a reasonable adjustment and it is important that they receive the right level of support for the equipment and maintenance of equipment.

What are the eight accessibility software applications that will be maintained under the assistive software contract?
The software applications are JAWS, SuperNova, Zoomtext, Dragon, Kurzweil 1000, Winbraille, Magic, and TextHelp Read and Write.

Is RSI Guard classed as assistive software? 
No, this is a product listed in the main section of the RTPi Catalogue and maintained under the standard contract. Any user requiring RSI Guard can order it direct from the Standard RTPi catalogue.

What is the process for obtaining a new item that is not in the RTPI Catalogue?
Wherever possible, equipment should be chosen from the RTPi Catalogue. This catalogue contains software and hardware that have already been tested and approved for use in DWP and are therefore available without further testing being required. These are also the only products that will be supported by HPES. Alternatives should only be considered where no approved product fully meets the requirements. Nothing can be connected to the DWP network until it has been approved for use by our suppliers. This is done through the ad-hoc Request Process. As this can sometimes take quite a long time, it may be helpful to ask the Assessor to look at alternatives from the RTPi Catalogue under the section entitled Accessibility Services.

Does the business unit have to pay for drop-in services?
Yes – the service charge does not cover assessments or Dragon Scripting and Mentoring and these have to be paid for separately. Any item with a One-off charge against it in the RTPi catalogue has to be paid for by the local business.

What do I do if a member of my staff with assistive software equipment has to move offices? 
If staff change their location, they can take their Accessibility Solutions equipment with them. This contrasts with the mainstream process, in which a new PC is requested at the new location. If they can take their equipment with them and no engineer assistance is required, no ad-hoc request is needed. If engineer assistance is required, an ad-hoc request should be raised. RAST can support the process if the person moving falls within their remit. Change to Cost Centre: At the time of moving, offices should complete an UA34 to change Cost Centres. This applies to all user moves. Please give as much time as possible for engineers to arrange for the move.
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Accessibility managers: helping IT projects meet requirements
Age and language
Age guidance and information
Age Positive
Age retirement policy
a:gender – the support network for transsexual, transgender and intersex staff in the Civil Service
Alternative formats
Asexuality
Asthma (Business Disability Forum briefing paper) (PDF)
Audio
B
Back problems (Business Disability Forum briefing paper) (PDF)
BBC guide to world religions
Belief or religion guidance and information
Braille
Business Disability Forum (formerly Employers Forum on Disability)
Business Disability Forum (formerly Employers Forum on Disability) – registration process
C
Calendar, religious
Champions
Childcare guidance and information
Childcare policy
Customer service – helping you to deal with customers with specific communication needs
D
Deaf or hard of hearing (Business Disability Forum briefing paper) (PDF)
Diabetes (Business Disability Forum briefing paper) (PDF)
Disability Confident (open learning)
Disability guidance and information
Disability Symbol
Diversity and equality monitoring
Diversity and Equality Statement of Commitment
Diversity calendar
Diversity champions
Diversity targets
DWP Close Up – Diversity Matters (live broadcast on 25 February 2010)
Dyslexia (Business Disability Forum briefing paper) (PDF)
E
Easy read
Employers Forum on Age
Epilepsy (Business Disability Forum briefing paper) (PDF)
Equality Act 2010
Equality analysis
Equality and Human Rights Commission (EHRC)
Equality champions
Equality Group
Equality Group Hub
Equality Information
Equality Objectives
Equality Schemes
F
G
Gender guidance and information
Gender Recognition Act
Gender Recognition Panel website
Getting it right (DVD)
GOV.UK and disabled people
H
HIV (Business Disability Forum briefing paper) (PDF)
I
Interpreting services
Intersex
J
K
L
Large print
Learning disabilities (Business Disability Forum briefing paper) (PDF)
M
Mental health
Mental Health Foundation
Mental health problems (Business Disability Forum briefing paper) (PDF)
Monitoring
N
O
Office for Disability Issues
Opportunity Now
P
PCS Proud
Q
Quiet rooms/prayer rooms guidance
R
Race guidance and information
Reasonable adjustments for disabled staff
Religion or belief calendar
Religion or belief guidance and information
Retirement policy
S
Salary sacrifice
Sexual orientation and language
Sexual orientation guidance and information
Sexual orientation monitoring
Sight problems (Business Disability Forum briefing paper) (PDF)
Staff networks
Stammer (Business Disability Forum briefing paper) (PDF)
Statement of Commitment – Diversity and Equality
Stonewall – equality and justice for lesbians, gay men and bisexuals
T
Targets
Take your children to work day
Telephone interpreting service (thebigword)
Telephony and equality
TexBox (Corporate IT’s guidance)
Textphone
The Age and Employment Network
thebigword (telephone interpreting service)
Transgender guidance and information
Transgender – some things to think about
Travel to work costs as a reasonable adjustment
U
Upper limb disorders (repetitive strain injuries) (Business Disability Forum briefing paper) (PDF)
V
W
Wellbeing website
Work life balance guidance and information
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