
  

  

PERSONNEL COMMITTEE – 13TH JUNE 2017 
 

Report of the Head of Strategic Support 
 

Part A 
 

ITEM 8              THE CRIMINAL OFFENCES AND RELATED INFORMATION 
IMPACT ASSESSMENT GUIDANCE  

 
Purpose of the Report 
 
To gain Personnel Committee approval to implement the Criminal Offences and 
Related Information Impact Assessment Guidance and the Criminal Offences Impact 
Assessment Form. 
 
Recommendation 

 

1

That Personnel Committee agree the proposed amendments to the Criminal 
Offences and Related Information Impact Assessment Guidance and the Criminal 
Offences Impact Assessment Form.   
 
Reason 
 
The Guidance Document and Assessment Form have been reviewed and revised to 
ensure greater clarity for managers when carrying out an impact assessment. 
 
Policy Justification and Previous Decisions 
 
The Criminal Assessment Impact Assessments were implemented on 24th 
November 2009. 
 
The revisions to the policy and assessment form were submitted as an information 
item to SMT on 26th April 2017 and JMTUM on 18th May 2017. 
 
Implementation Timetable including Future Decisions 
 
The revised Criminal Offences and Related Information Impact Assessment 
Guidance and the Criminal Offences Impact Assessment Form will be uploaded to 
the intranet following the agreement of Personnel Committee. 
 
Report Implications 
 
The following implications have been identified for this report 
 
Financial Implications 
 
There are no specific risks associated with this decision. 
 
Risk Management 
 
There are no specific risks associated with this decision. 
 



  

  

Equality and Diversity 
 
The guidance is produced in order to ensure that the Council treats employees and 
applicants fairly, effectively and in line with the Rehabilitation of Offenders Act 2014. 
 
 
Background Papers:  none 
 
 
Appendices: Appendix A – Criminal Offences Impact Assessment 

Guidance 
Appendix B – Criminal Offences Impact Assessment Form 
Appendix C – Equality Impact Assessment 

 
 
Officer to contact:  Adrian Ward 
    Head of Strategic Support 
    Telephone: (01509) 634573 
    Email: adrian.ward@charnwood.gov.uk 
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Part B 
 

Background 
 
1. Policies and procedures relating to the Disclosure and Barring Service were 

recently reviewed and agreed at Personnel Committee on 31st January 2017. 
 
2. The Criminal Offences and Related Information Impact Assessment Guidance 

and Criminal Offences Impact Assessment Form were not reviewed at that time.  
It was agreed this would be revised at a later date. 

 
3. The Guidance Document and Assessment Form have been reviewed and revised 

to ensure greater clarity for managers when carrying out an impact assessment. 
 
4. The revised policy outlines in greater detail that the process applies to casual 

workers and job applicants. 
 
5. The Criminal Offences Impact Assessment Form has been amended to become 

one document.  This was previously two forms, consisting of Part 1 and Part 2.  
The proposed form and policy highlight that at Step 2 the manager or Recruiting 
Officer should meet with the individual in order to discuss the information.  Having 
one form highlights that this is a part of the process that should be completed. 

 
6. It was previously designated to the Strategic Director to approve the decision 

arising from the Criminal Offences Impact Assessment Form.  It is proposed that 
a Head of Service would ordinarily be able to make this decision. 
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Criminal Offences Impact Assessment Guidance 
 
Contents 
 

Purpose ..........................................................................................................  1 

Scope .............................................................................................................. 2 

Principles ......................................................................................................... 2 

Rehabilitation of Offenders Act 1974 (as amended) ........................................ 3 

Carrying Out the Criminal Offences Impact Assessment ................................ 3 

DBS Disclosure Certificate Information ........................................................... 5 

Disputes regarding the content of a DBS Disclosure....................................... 6 

Guidance Notes – Criminal Offences Impact Assessment Form Section B 

(Investigation & Assessment) .......................................................................... 7 

 

Purpose 
 
The purpose of the Criminal Offences Impact Assessment is to assist managers to 
reach evidence-based decisions about whether information about an individual’s 
current or historical criminal offences history or their criminal record has any impact 
upon that individual’s ability to be appointed to, or to continue working in, jobs/roles 
with Charnwood Borough Council. 
 
Information relating to an individual’s criminal offences history or criminal record may 
be received by managers through a range of means, such as on DBS Certificates or 
by being disclosed to them, and this Guidance is intended to support the manager 
during the process of gathering and evaluating the evidence available.  
 
The Criminal Offences Impact Assessment process and this Guidance must not be 
used to establish whether the individual has brought the Council into disrepute, or for 
any other purpose. 
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Scope 
 
This Guidance applies to employees, casual workers, and volunteers appointed by 
the Council, and those applying for an appointment with the Council.  
 
This Guidance does not apply to workers supplied by third parties, such as agency 
workers and contractors. The employers of these workers will be responsible for 
carrying out their own Impact Assessments, although managers are required to work 
closely with them to ensure the Council’s standards are maintained.  
 

Principles 
 
A Criminal Offences Impact Assessment will be undertaken in circumstances where 
a manager receives information about an employee, casual worker, volunteer or 
applicant that indicates the individual may have a criminal conviction, caution, 
reprimand, warning, fine or fixed penalty, or where action is pending or in the 
process of being taken against an individual which may result in the imposition of 
any of these.  
 
The Impact Assessment is intended to assist the managers to carefully assess 
information received and consider whether there is any impact on the individual’s 
suitability to undertake the role applied for or to remain in their current role.  
 
Managers must not allow personal prejudices to cloud their judgement and impede 
good practice. Decisions must be based upon objective and factual consideration 
and the rationale clearly set out, understood, and be reasonable in all the 
circumstances. It must show that serious consideration has been given to the 
potential risk of appointing, or the employee continuing to work, to undertake a 
particular role.  
 
Where the outcome of an Impact Assessment could lead to disciplinary action, the 
procedures within the Council’s Disciplinary Policy and Procedure must be followed.  
 
Offers of employment will not be unreasonably withdrawn due to an applicant’s 
criminal record, and will not occur until the manager has discussed the situation with 
the applicant and taken a decision based on evidence sourced and evaluated in 
accordance with this Policy. 
 
Managers may seek advice by contacting Human Resources. 
 
The Council’s commitment to equality of opportunity will be observed at all times 
during the operation of the Impact Assessment process.  This will ensure that 
applicants and current staff members are treated fairly and without discrimination on 
the grounds of race, nationality, ethnic or national origins, sex, marital status or civil 
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partnership, disability, age, sexual orientation, trade union membership or activity, 
political or religious belief, maternity or pregnancy, gender identity and gender re-
assignment and criminal convictions that are not relevant to their post.  
 

Rehabilitation of Offenders Act 1974 (as amended) 
 

‘Spent’ Convictions and Exempt Posts 
 
For posts which are not exempt from the Rehabilitation of Offenders Act 1974, and 
the information received relates to spent convictions, the spent convictions must be 
disregarded as the individual must not be subject to detriment in connection with 
these. Managers should obtain advice if it is unclear whether the post is exempt from 
the Rehabilitation of Offenders Act 1974. 
 
‘Filtered’ Convictions 
 
In some cases, certain convictions and cautions may be ‘filtered’, which means they 
will not be included on the DBS Disclosure or DBS Certificate information due to their 
being designated as ‘protected’. The Government is responsible for deciding which 
types of offences will be filtered from appearing on the DBS Disclosure. A list of 
offences which are never filtered is available on the Gov.uk website.  
 
Managers and Recruiting Officers may receive information disclosed by individuals 
about filtered convictions and cautions, which do not appear on the DBS Certificate, 
and must ascertain whether these are likely to have been designated as ‘protected’. 
Regardless of whether the post is exempt from the Rehabilitation of Offenders Act 
1974, filtered convictions and cautions must not be taken into account when making 
employment or recruitment decisions relating to the individual.  

 

Carrying Out the Criminal Offences Impact Assessment 
 
Managers may receive information relating to criminal offences relating to an 
applicant or an employee through any of the following ways: 

 From a DBS Disclosure Certificate (new check or re-check) 

 The individual may declare that there are offences on their criminal record 

 From other sources 
 
Managers are required to ask an applicant or a current employee who has applied 
for a DBS Disclosure Certificate as part of the Council’s 3-yearly rechecking policy to 
bring their DBS Certificate in for inspection as soon as it is received by them. The 
applicant/employee should make their certificate available for inspection within 28 
days of the date of issue. 
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Where the information is received from sources other than the DBS Certificate 
and/or disclosure by the individual, managers must obtain advice and agree the 
appropriate approach in order to substantiate the validity of the information before 
proceeding to address this with the individual.  
 
Process for completing the Criminal Offences Impact Assessment 
 
Step One 
Upon receiving information relating to an individual’s criminal offences history or 
record, the manager or Recruiting Officer must begin to complete the Impact 
Assessment and the Criminal Offences Impact Assessment Form.  
 
If the information is received during an interview with a job applicant, the manager or 
Recruiting Officer may proceed to Step Two below and return to Step One after the 
interview. 
 
Step Two 
The manager or Recruiting Officer will arrange to meet with the individual in order to 
discuss the information received in more detail, and will ensure that a note-taker is 
present to record the details of the interview.   
 
Impact Assessment Interview – Job Applicant 
In circumstances where an individual declares a conviction(s) etc at the application 
stage of a post and the individual is shortlisted for interview, after the formal 
interview the Panel should ask the applicant about the declared information and 
ascertain as much information as possible to determine whether or not the 
information is likely to have an impact on the applicant’s ability to undertake the role 
for which they are applying. 
 
Impact Assessment Interview – Existing Employee. Worker or Volunteer 
Where the outcome of an Impact Assessment could lead to action being taken in 
accordance with the Council’s Disciplinary Policy and Procedure or the Probationary 
Policy and Procedure, whichever is appropriate in the circumstances, it is important that 
the appropriate procedures are followed.   
 
The Impact Assessment interview may form part of the investigation stage of the  
Council’s Disciplinary Policy and Procedure or the Probationary Policy and Procedure, in 
which case the employee must be advised of their right to be accompanied at the meeting 
by a work colleague or an accredited Trade Union representative and notes must be 
taken. 
 
Step Three 
The manager or Recruiting Officer will complete the Impact Assessment and the 
Form, including making recommendations for how to proceed, and will make 
arrangements for their Head of Service to review and countersign the Impact 
Assessment and Form. 
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Step Four 
The Head of Service will review the Impact Assessment and Form, and may make 
their own recommendations before returning the completed and signed Impact 
Assessment Form to the manager or Recruiting Officer. The manager or Recruiting 
Officer will be responsible for implementing any recommendations that they or their 
Head of Service make. 
 
Step Five 
The manager or Recruiting Officer will submit the completed and signed Impact 
Assessment Form to Human Resources along with any supporting documents 
including assessment interview notes for retention on the individual’s file or with the 
individual’s application. If the Impact Assessment results in invocation of the 
Council’s Disciplinary Policy and Procedure or Probationary Policy and Procedure, a copy 
of the completed and signed Impact Assessment Form may be retained for the reference 
of the Investigating Officer.  
 
Further guidance on carrying out the Impact Assessment and completing the 
Investigation and Assessment section of the Impact Assessment is provided at 
Section B – Guidance Notes – Criminal Offences Impact Assessment Form. 
 

DBS Disclosure Certificate Information 
 
DBS Disclosures may provide information about any criminal convictions, cautions, 
reprimands or warnings held on an individual’s criminal record. DBS Disclosures can 
detail information provided by the Police as either 'approved' information, or in very 
limited circumstances, in a separate letter as 'additional' information. The Chief 
Police Officer from the Force disclosing the information decides which form it will 
take, depending on the nature of the information and the circumstances of each 
particular case. 
 
Approved information 
Information approved for disclosure by a Chief Police Officer. It is printed on both the 
Applicant's and the Registered Body's (generally the employer) copy of the 
Disclosure and is likely to be information the applicant is already aware of, for 
example, an impending prosecution. 
 
Additional Information 
Information approved for disclosure by a Chief Police Officer to the Registered Body 
only in the interest of the prevention or detection of crime. 'Additional Information' 
MUST NOT be communicated or shared with anyone including the applicant without 
the express authorisation of the relevant Chief Police Officer. Managers MUST seek 
advice on the handling of such cases, and may require further advice from Human 
Resources.  
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‘Additional Information’ does not appear on an applicant's DBS Disclosure 
Certificate. The availability of this type of information is indicated to the Registered 
Body, which alerts the Registered Body that they may need to consider delaying 
finalising an employment or recruitment decision pending receipt of the additional 
information, which will be provided separately by letter from the relevant Police 
Force. 
 

Disputes regarding the content of a DBS Disclosure 
 
Where an individual claims that the information provided on a DBS Disclosure, or 
DBS Certificate issued to them is not accurate, it is the responsibility of the individual 
to contact the Disclosure and Barring Service without undue delay following receipt 
of the Disclosure to address this matter.  
 
In the case of job applicants to whom a conditional offer of employment has been 
made, or is proposed to be made, it may be advisable to delay their appointment 
until such time as the dispute is resolved as not doing so could be considered 
unreasonable. However, on occasion alternative arrangements may be required, and 
managers must therefore seek advice before any action is taken. 
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Guidance Notes – Criminal Offences Impact Assessment 
Form Section B (Investigation & Assessment) 
 
Briefly outline the nature of the information you have received 
It is not appropriate to replicate the contents of a DBS Certificate, but a note can be 
made of the offence(s), any penalty imposed including reference to custodial 
sentences, and when they occurred. If the information has been disclosed by the 
individual or someone else, the background to the offences and any precipitating 
factors should be included here.  
 
Ask the individual to provide an account of what has happened in their own words, 
being aware that it is normal for people to minimise both what actually happened and 
to justify their actions. Note whether the account matches other evidence that is 
available, such as the application form or DBS Certificate information.  
 
If the individual is an applicant, have references been taken up and verified? 

Items to discuss and note include: 

 Do the references include any detail about the information you have received, 

and if so, what? 

 Does the individual’s employment history tally with the references and the 

information you have received, such as dates of employment?  

 What is the individual’s explanation for any discrepancies? 

 Are there any details which require further verification, such as gaps in 

employment, and how can these be addressed? 

 

If the individual is a current employee/worker/volunteer, was this or any similar 

information previously known to the Council, and what action was taken? 

Check the employee/worker/volunteer’s file and records for relevant documentation. 

It may also be necessary to contact previous managers to find out what action was 

taken, especially if documentation on file is not complete. Note that where the 

information relating to the individual’s criminal offences/records was previously 

known, and there has been no change to the information or to the individual’s role, it 

may be difficult to take a different course of action. 

 

Does the nature of the offence(s) indicate that there could be an impact on the 

job/role, or the suitability of the individual to carry out the job/role? 

Items to discuss and note include: 

 Did the individual declare the information, and if not what is their explanation 

for not doing so? 
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 Does the post constitute a position of considerable trust, such as being 

directly responsible for property, finance or items of value? 

 Did the offence take place in England or another location where laws might be 

different? 

 Has there been more than one offence? Were the offences similar? 

 Are there any patterns to the offences? 

 How old was the individual at the time of the offence, and how long ago? 

 Was the individual employed when the offence occurred, and if so who were 

they employed by and what were they employed to do? What action did the 

previous employer take? 

 Does the nature of the offence point to risk from or to 

 What, if any, rehabilitation has the individual undertaken? 

 Is the individual currently undertaking any rehabilitation activity? If so, is this 

voluntary, eg attending support groups, court-mandated or both? 

 Does the individual show any signs of remorse or regret, or motivation to 

change? 

 If legal action is pending, what are the potential and likely outcomes? 

 Has the offence been decriminalised since the individual was convicted? 

 Did the individual appeal against their conviction? 

 Has the individual generally demonstrated good conduct since the conviction, 

caution, reprimand or warning occurred? 

 How likely is the individual to re-offend, and why? 

 How does the nature of the offence(s) interact with the role in question? 

 What insight and knowledge could a reformed/rehabilitated individual bring to 

the role? 

 

Is it possible to put in place any measures to enable the individual to take 

up/continue in this job/role? 

Items to discuss and note include: 

 Were there any important precipitating or contributory factors, eg personal or 

money problems, and will/are these present in the role?  

 How could the individual manage these, with support from the Council if 

necessary?  

 Is it possible to put in place measures such as regular supervision? 

 What factors might decrease any risks identified, and how? 

 

Are there any other relevant factors which must be taken into account? 

Items to discuss and note include: 
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 Is this post subject to other legislation or regulations such as the Safeguarding 

Vulnerable Groups Act 2006? 

 What is the action of this legislation on the individual’s suitability for the post? 

 Is any other information available to verify the individual’s explanations or to 

support their case for continuing in or being appointed to the role? This may 

include advice or documentation from the Probation Service, Police, Social 

Workers etc.  

 

Does the individual agree that the information you have received is accurate? 

If the individual does not agree, they should be asked whether this has occurred 

previously and what action was taken then. The individual should also explain what 

action they have taken now to correct inaccurate information, and where no action 

has been taken what the reason for the delay is in order to decide if it is reasonable.  
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Criminal Offences Impact Assessment Form  
 

Section A – General Information 
 

Name of Individual 
 

Current Job Title or Role applied for 
 

Team / Service Area 
 

Department 
 

Manager / Recruiting Manager 
 

Date Impact Assessment commenced 
 

 

What is the status of the individual? 

Current Employee/Worker  Current Volunteer  

Applicant  Other  

If ‘Other’, please provide further details: 

 

 

Does this post involve regular unsupervised work with vulnerable groups, eg 
children, young people or vulnerable adults? 

Children  Adults  Neither  

Please provide further details: 
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Is this role exempt from the Rehabilitation of Offenders Act 1974? 

Yes  No    

 

If this role is not exempt from the Rehabilitation of Offenders Act 1974, would 
the relevant offences be considered to be ‘spent’? 

Yes  No    

 
Spent convictions must be disregarded if the role/job is not exempt from the 
Rehabilitation of Offenders Act 1974.  
 

Level of DBS Check required for this job/role: 

Enhanced & Barred  Enhanced  

Basic / Standard  None  

Has the DBS Certificate been received? 

Yes  No    

DBS Certificate No  Date Certificate Issued  

 

Is the individual barred from working in Regulated Activity? 

Children  Adults  Neither  

 
It is an offence to knowingly employ or engage someone in a regulated activity with a 
group from which they are barred from working. A barred person also commits an 
offence if they seek, offer or engage in regulated activity with a group from which 
they are barred from working. 
 

How did you receive the information? 

Disclosed by the individual  Disclosed by someone else  

DBS Certificate  Other  

Please provide further details: 

Describe the source of the information, when it was received, whether it is an official source 
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(eg from a Police Force) etc. 

 

 

 

 

 

 

 
 

Section B – Investigation & Assessment 
 
Please complete this section with reference to the information detailed in Section A 
above and discussion with the individual concerned, to assess the nature of the 
criminal information and its relevance to the job/role. 
 

Briefly outline the nature of the information you have received: 
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If the individual is an applicant, have references been taken up and verified? 

Yes  No  N/A  

Please outline what the references and employment history indicate in relation 
to the information received: 

 

 

 

 

 

 

 

 

 

 

 

If the individual is a current employee/worker/volunteer, was this or any similar 
information previously known to the Council, and what action was taken? 

Yes  No  N/A  

Please provide further details: 

Refer to information held in the employee’s personal file including previous impact 
assessments, disciplinary action, outcomes etc and how this affects the current assessment. 
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Does the nature of the offence(s) indicate that there could be an impact on the 
job/role, or the suitability of the individual to carry out the job/role? 

Yes  No    

Please provide further information to support your conclusion: 

You should include reference to the impact of the offence/information on the individual’s 
suitability to carry out, or continue in, the role in question. 

 

 

 

 

 

 

 

 

 

 

Is it possible to put in place any measures to enable the individual to take 
up/continue in this job/role? 

Yes  No  N/A  

Please provide further information to support your conclusion: 

You should describe in detail what the measures will be and how they will resolve the 
situation, or alternatively outline exactly why it is not possible to put any measures in place. 
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Are there any other relevant factors which must be taken into account? 

Yes  No  N/A  

Please provide further information: 

This section should be used to document any other information to which you must refer 
when making recommendations about how to proceed, such as legislation or regulations 
specific to your service area, or information/reports from other agencies such as the 
Probation Service, Youth Offending Service etc? 

 

 

 

 

 

 

 

 

 

 

Does the individual agree that the information you have received is accurate? 

Yes  No    

Please provide further information: 

Include detail relating to the individual’s explanation as to why they disagree with the 
accuracy of the information, and what action they have taken to correct it.  
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Section C – Manager’s Recommendations 
 

Based on the information in Sections A and B, and the discussion held with 
the individual, my recommendations are: 

Applicant    

Appoint  Appoint subject to measures  

Withdraw offer of employment  Not appoint  

Other    

Current Employee/Worker/Volunteer 

No further action required  Other  

Refer to investigation in accordance with Disciplinary Policy & 
Procedure 

 

 

If ‘Other’, please provide further details: 
 
 
 
 
 
 
 
 
 

 

If your assessment is that the individual is not considered suitable to continue 
in post, are there grounds to make a DBS Barring referral? 

Yes  No  N/A  

Please provide further information to support your recommendation: 
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Manager’s Signature  

Print Name:  Date:  

 

Section D – Head of Service Authorisation 
 

Head of Service Comments: 
 
 
 
 
 
 
 
 
 
 
 

 

Head of Service Signature:  

Print Name:  Date:  

 
 
Once complete, the manager must forward this form and any discussion/interview 
notes to Human Resources for retention on the individual’s file. 
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Title of the policy Criminal Offences Impact Assessment Guidance  

Date 30th May 2017 

Lead Officer Gayle Baker 

Who else is involved in 
undertaking this 
assessment? 

N/A 

 
Step 1 – Overview of policy/function being assessed 

 

A. Outline: What is the purpose of this policy? (specify aims and objectives) 

1.1 The purpose of the Criminal Offences Impact Assessment is to assist managers to reach 
evidence-based decisions about whether information about an individual’s current or 
historical criminal offences history or their criminal record has any impact upon that 
individual’s ability to be appointed to, or to continue working in, jobs/roles with 
Charnwood Borough Council. 

 
 

B. What specific group(s) is the policy designed to affect/impact? 

The guidance covers all employees or job applicants who have been convicted of a criminal offence. 

C. Which groups have been consulted as part of the creation or review of the policy? 

Consultation is with the Council’s management team, Legal Services and trade unions (Unison, GMB 
and UCATT) and members. 
 

 
Step 2 – What we already know and where there are gaps 
 

A. List any existing information/data do you have/monitor about different diverse groups in 
relation to this policy?  Such as in relation to ethnicity, religion, sexual orientation, 
disability, age, gender, transgender etc.  
 
Data/information such as: 

 Consultation 
 Previous Equality Impact Assessments 
 Demographic information 
 Anecdotal and other evidence 

In line with Data Protection legislation, the council does not hold information gained by DBS checks 
or other sources of relevant information.  Only the report number is retained and this can later be 
accessed, with the agreement of the employee, if it is necessary as part of a Criminal Impact 
Assessment.  
 

B. What does this information / data tell you about diverse group? If you do not hold or have 
access to any data/information on diverse groups, what do you need to begin collating / 
monitoring? (please list) 

There is no information available. 

 
Step 3 – Do we need to seek the views of others? If so, who? 
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A. In light of the answers you have given in step 2, do you need to consult with specific 
groups to identify needs / issues? If not please explain why. 

There is no further need to consult with specific groups to identify needs/issues.   
 
 
 

 
Step 4 – Assessing the impacts 
 
 

 
In light of any data/consultation/information and your own knowledge 
and awareness, please identify whether the policy has a positive or 
negative on the groups specified and provide an explanation for your 
decision. (please refer to the general duties on the front page) 

Age No action identified. 

Disability 
(physical, visual, 
hearing, learning 
disabilities, 
mental health) 

No action identified. 
 
 

Gender  No action identified. 
 

Religious Belief No action identified. 
 

Racial Group No action identified. 
 

Sexual Orientation No action identified. 
 

Transgender 
 

No action identified. 
 

Other protected 
groups 
(pregnancy & 
maternity, 
marriage & civil 
partnership) 

No action identified. 

Other socially 
excluded groups 
(low literacy, 
priority 
neighbourhoods, 
socio-economic, 
etc) 

No action identified.   

All No action identified. 
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Step 5 – Action Plan 
 

Please include any identified concerns/actions/issues in this action plan: 
The issues identified should inform your Service Plan and, if appropriate, your Consultation 
Plan 

Question 
Number 

(Ref) 

Action 
 

Responsible 
Officer 

 

Target Date 

1 
 
 
 
 
 
2. 

To ensure that the guidance document is 
publicised and used appropriately 
 

Strategic HR /  
Managers /  Trade 
Unions. 
 
 
 
Head of Strategic 
Support/ Strategic 
Human 
Resources. 
 

Implementation 
of the Policy. 
 
 
 
 
Ongoing. 

 
Step 6 – Who needs to know about the outcomes of this assessment and how will they 

be informed 
 

 Who needs to know 
(Please tick) 

How they will be informed 
(we have a legal duty to publish EIA’s) 

Employees √ This assessment will be sent to the Service 
Head for agreement and published on the 
Council’s website.   
 
Employees will be able to access the 
Council’s Intranet where the policy is located. 

Service users 
 

  

Partners and stakeholders 
 

  
 

Others 
 

  

To ensure ease of access, 
what other communication 
needs/concerns are there? 

√ The policy would be available to all 
employees and published on the intranet. 

 
Step 7 – Conclusion (to be completed and signed by the Service Head) 
 

Please delete as appropriate 

I agree with this assessment / action plan 
 

If disagree, state action/s required, reasons and details of who is to carry them out with 
timescales: 
 

Signed (Service Head): Adrian Ward 

Date: 2 June 2017 

Please send completed & signed assessment to:  Suzanne Kinder 
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