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Equality analysis report
Use this report template to record your equality analysis. This report is a written 
record that demonstrates that you have shown due regard to the need to eliminate 
unlawful discrimination, advance equality of opportunity and foster good 
relations with respect to the personal characteristics protected by equality law. Due 
regard must be paid at formative stages of policy or service development, changes, 
or withdrawal. 

To assist you in completing this report, please ensure you read the guidance notes in 
the Equality Analysis Toolkit and refer to the following Factsheets:

o Factsheet 1: Equality Profile of the Epping Forest District
o Factsheet 2: Sources of information about equality protected characteristics 
o Factsheet 3: Glossary of equality related terms
o Factsheet 4: Common misunderstandings about the Equality Duty
o Factsheet 5: Frequently asked questions
o Factsheet 6: Reporting equality analysis to a committee or other decision 

making body 
If you require further help, please contact the Performance Improvement Unit. 

Step 1. About the policy, service change or withdrawal

Name of the policy, service or project: be 
specific

Electoral Canvass Printing Contract

Revised / new / withdrawal: New

Intended aims / outcomes/ changes: External printing of canvass forms

Relationship with other policies / projects: EFDC Procurement Policy 

Name of senior manager for the policy / 
project:

Simon Hill

Name of  policy / project manager: W Macleod

Step 2. Decide if the policy, service change or withdrawal is equality relevant

noDoes the policy / project / service process involve, or have 
consequences for employees or other people? If yes, please 
state who will be affected. If yes, then the policy / project is 
equality relevant. 

If no, state your reasons for this decision. Go to step 7. 

The majority of Council policies and projects are equality 
relevant because they affect employees or our communities in 
some way.

If no, state reasons for your 
decision:
The decision proposed is being 
made solely on the basis of 
which company has the links to 
the Council’s Electoral 
Management system, Xpress 
and can provide not only 
printing, secure data transit and 
online functionality
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Step 7. Documentation and Authorisation

Summary of actions to be taken as a result of this analysis 
(add additional rows as required):

Name and job 
title of 
responsible 
officer

How and when 
progress against 
this action will be 
reported 

1. None

Name and job title of officer completing this 
analysis:

 S Hill

Date of completion: 8/5/18

Name & job title of responsible officer:
(If you have any doubts about the completeness or 
sufficiency of this equality analysis, advice and 
support are available from the Performance 
Improvement Unit)

Simon Hill
Assistant Director Governance

Date of authorisation:

Date signed copy and electronic copy forwarded to  
PIU equality@eppingforestdc.gov.uk

mailto:equality@eppingforestdc.gov.uk

