Race Equality in Employment

Race Relations (Amendment) Act 2000 

Guidance for Schools

Purpose

This guidance gives practical assistance to schools in addressing the employment duty under the Race Relations (Amendment) Act 2000

Background

The General Duty

The Council and all maintained schools have a “general duty” to:

· Eliminate unlawful racial discrimination

· Promote equal opportunities

· Encourage good race relations

These duties came into force in 2001 following the Race Relations (Amendment) Act 2000

The Employment Duty 

Public sector employers also have an “employment duty”. They have to:

· Monitor the ethnic profile of their staff

· Monitor employment processes by ethnicity

· Publish the results of this monitoring

As part of the general duty, they should also analyse the data and take action as necessary.

The Employment Duty and Schools

For staff employed in schools, it is the Council that is responsible for implementing the employment duty. The Council can only do this with the active involvement of schools.

Schools are expected to co-operate in the collection of data. If they do not, they will not be complying with the general duty.

The employment duty covers:

· The whole workforce, not just teachers and teaching appointments.

· All maintained schools, including Foundation and Voluntary Aided schools even though the Council is not the employer.

Details of the Employment Duty

Data Collection 

To meet statutory requirements, schools are expected to monitor the ethnicity of the following:  

All Schools:

· Staff in post

· Applicants for employment

· Applicants for training

· Applicants for promotion

Schools with 150 or more FTE staff:

· Staff receiving training

· Staff benefiting or suffering a detriment as a result of performance assessment procedures

· Staff involved in grievance procedures

· Staff involved in disciplinary procedures

· Staff ending employment in theses schools

This guidance concentrates on the obligations relating to all schools. It does not provide guidance on the collection of the additional data specified for schools that employ more than 150 staff. Guidance on this will be produced following consultation with these particular schools.

The ethnic classification used by the LEA is the same as that used in the 2001 Census (see Appendix A) 

Staff in post

For those schools who’s staff records are held on the Council’s HR computerised system, HR are able to run reports on the ethnicity of staff in post.

However, Schools HR can only produce these reports if the system is maintained. It is imperative that schools provide monitoring data on all new starters. This data is attached to the original LEA school application form (tear off monitoring slip) completed by all applicants.

As part of the recruitment process, Schools HR request that schools complete a new starter checklist form (see Appendix B).This form requests a copy of the original application form which in turn contains the monitoring data.

Should data be missing, Schools HR will actively chase this information

For those schools who’s staff details are not recorded on the Council’s computerised HR system, Schools HR will request an annual return on the ethnicity of staff in post.

Applicants for Employment

Definition   

This includes all posts where there will be a contract of employment  (temporary or permanent). This does not include Agency workers or Contractors.

Information Required

For each recruitment, monitoring details are required on:

· All applicants for employment

· Those shortlisted applicants

· The successful candidate  

Data Collection  

For those schools that follow the Recruitment and Selection Guidance detailed in the Personnel Handbook for Schools they may already be completing a recruitment analysis form (RAF - see Appendix C) as part of the process.

The RAF requests details of all applicants, those shortlisted and the successful candidate. It also requests monitoring information on each applicant. 

Those schools that currently use the RAF are asked to submit it to Schools HR following each recruitment irrespective of whether an appointment was made.  

This information will then be input on a newly developed area of the Council's HR system. Monitoring reports will then be produced.

Some schools may only use the RAF form in part or use their own recruitment analysis forms which may not capture all information requested. For these schools, please submit the tear off monitoring information for each candidate (contained within the LEA schools application form) and Schools HR will input the monitoring details onto the system. Please ensure monitoring information on who was shortlisted and who was successful is also available (in line with the 2001 Census ethnic classification).   

Some schools may use their own application forms that do not capture all the information required. For these schools please contact schools HR to discuss the most effective way of collecting this information.

Applicants for Training

Definition

Following consultation with school representatives we can confirm that for the purpose of this monitoring exercise, training is defined as:

· LEA training courses (those applications for training submitted to Ealing Education Centre)

· Where a formal application is made by an employee for training other than those made through the Education Centre eg qualification related training.

The LEA training application form requests monitoring information on applicants. It will be this information that will form the majority of data collected and evaluated and will be obtained directly from the EEC (see Appendix D).

Any other formal applications for training made by staff need to be copied to Schools HR every term ensuring that monitoring details are included. Should schools wish to develop their own form for monitoring formal applications for training please see Appendix E for a template. 

Applicants for Promotion

Definition

This includes posts where applicants are restricted to those already employed by the school and only applicants for these posts who would receive an increase in pay if they were appointed.

Monitoring information can be submitted to Schools HR in the same way as that on applicants for employment. Information required includes applications for promotion where no appointment is made.

Deadlines

Schools are asked to commence data collection from September 2004. Schools HR will then request that schools submit data on a termly basis.

Analysis of Data

Schools HR will provide summaries and analysis of overall data to schools and Council members.

Data summaries will be published by the Council on an annual basis.

Utilisation of Data

As mentioned above, schools are required to implement the general duty under the Act. To show that schools are doing this, the CRE recommends that schools collect, analyse, and respond as necessary to data on the ethnicity of their employees and job applicants.

In accordance with the Act, schools are also required to have a race equality policy. The CRE suggest that a good policy will include a section on staff recruitment and career development. Monitoring the ethnicity of staff (at various levels in the school) and job applicants are likely to be important components of implementing this.        

An example of how schools may utilise some of the data collected is as follows:

Contribution to a schools recruitment strategy –

For each school we will be able to calculate:

· The number of posts advertised 

· The average number of applications per post advertised

· The percentage of advertised posts that were filled

 As well as

· The proportion of applicants who were from each ethnic group The proportion of applicants who were successful from each ethnic group

The information would be available for each category of staff and for the school as a whole.

We will also be able to calculate total figures for the LEA as a whole and any sub-divisions of schools.

Schools will be able to compare this data with their own figures. This will show, for instance, how the number of applicants for posts received by one school compares with other schools, the relative success in filling posts compared to others as well as how the ethnic profile of applicants compares with that of other schools.

APPENDIX A

Census 2001 Categories

White

British

Irish

Other White

Mixed

White and Black Caribbean

White and Black African

White and Asian

Other Mixed

Asian or Asian British

Indian

Pakistani

Bangladeshi

Other Asian

Black or Black British

Caribbean

African

Other Black

Chinese or Other Ethnic Group

Chinese

Other Ethnic Group
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1. DOCUMENTS:

	Original Application Form        

(inc. monitoring form)      
	Medical Form  
	Completed CRB Form 

	Copies Of References 


	Copy of QTS Certificate
	Evidence Of Identity 

	RAF / Interview Notes
	Copy of academic qualifications
	Evidence of eligibility to work in the UK

	National Insurance Number:

	Budget Information – enter 10 Digit Accountancy Code:

	FAILURE TO SUBMIT DOCUMENTS MAY RESULT IN A DELAY TO SALARY BEING PAID


2. CONTRACT DETAILS:

	Name of School
	

	Employee Name
	

	Post Title


	

	Start Date
	
	End Date 

(if applicable)
	


3. SALARY DETAILS:
	Salary to be assessed by HR: YES / NO (if YES salary assessment will be confirmed with Head teacher)

	Main Pay Scale


	Upper Pay Scale
	Advanced Skills Scale

	Leadership Scale


	Leadership Range
	Unqualified Teacher Scale

	TLR Level & Amount


	SEN Allowance
	Other Allowances


4. TYPE OF CONTRACT:

	Permanent Full-time    


	Permanent Part-time 
	Contracted Hours:



	Temporary Full-time    


	Temporary Part-time 
	Unless we are advised to the contrary we shall assume that: am = 3 hrs & pm = 2.5 hrs 

	Fixed Term Contract


	Reason for Temporary / Fixed Term Contract: 




5. FURTHER INSTRUCTIONS:
	


	Signed:


	Dated:

	(Signatory authorised to confirm appointments)
	



1. DOCUMENTS:

	Original Application Form        

(inc. monitoring form)      
	Medical Form  
	Completed CRB Form 

	Copies Of References 


	RAF / Interview Notes
	Evidence Of Identity 

	National Insurance Number
	Evidence of eligibility to work in the UK

	Budget Information – enter 10 Digit Accountancy Code:

	FAILURE TO SUBMIT DOCUMENTS MAY RESULT IN A DELAY TO SALARY BEING PAID


2. CONTRACT DETAILS:

	Name of School
	

	Employee Name
	

	Post Title


	

	Start Date
	
	End Date 

(if applicable)
	


3. SALARY DETAILS:
	Contract hours


	Pay Grade and spinal column point


4. TYPE OF CONTRACT:

	Permanent Full-time    


	Permanent Part-time 
	Casual / Relief



	Temporary Full-time    


	Temporary Part-time 
	Event Linked

	Fixed Term Contract


	Term time only


	Event Linked name of pupil supporting

	Reason for Temporary / Fixed Term Contract




5. FURTHER INSTRUCTIONS:
	


	Signed:


	Dated:

	(Signatory authorised to confirm appointments)
	


APPENDIX C

Schools Recruitment Analysis Form (RAF)
This is a universal form that can be used for recording either shortlisting or interview decisions

(separate forms will be required for each)

School:………………………………………………………………

Advertised in:…………………………………………………

Job Title:……………………………………………………………..

Advert Ref No:.………………………………………………

Shortlisted/Interviewed by:………………………………………

Closing Date:…………………………………………………

……………………………………………………………………….. 

Date of Shortlisting/Interviewing:………………………….













     
              Information available from application form

	Candidates Name in Full
	Criteria for shortlisting/interviewing* 

Please number and indicate job requirements from Person Specification
	Decision

(use code)
	Ethnicity

(use code)
	Sex

M/ F
	Age
	Disability

Y/N

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


(If necessary, please continue on second form)

Name of candidate to be appointed …(if applicable)  ………………………………………………………………………………………….

 Agreed by shortlisting/interviewing panel (signatures) …………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………………………

Please refer to Section 8, Scrutinising and Shortlisting and Appendix 5 and 9 of the Schools Recruitment and Selection Guidelines

To make shortlisting/interviewing as objective and systematic as possible use the RAF as indicated below.

The criteria on the person specification should be numbered.  The numbers of the criteria should then be entered on the RAF over the columns provided.

* SHORTLISTING CODES (Please refer to appendix 9 for detailed definition of codes)

   M – COMPREHENSIVELY meets criterion







   PM – PARTLY meets criterion

   U – UNCLEAR whether criterion has been met

   F – FAILS to meet criterion

* INTERVIEWING CODES (Please refer to appendix 9 for detailed definition of codes)

A – comprehensively meets a particular criterion



B – Satisfactory, meets a particular criterion 

C – Part meets a particular criterion 

D – Hardly meets a particular criterion 

E – Does not meet a particular criterion 
DECISION CODES

SHORTLISTING

YES/NO

INTERVIEWING

A-Appointable

R-Reserve

N-Not Appointable

ETHNICITY CODES

	Code
	Ethnicity
	Code
	Ethnicity

	A25
	White British
	C2
	Asian or Asian British – Pakistani

	A26
	White Irish
	C3
	Asian or Asian British – Bangladeshi

	A30
	White Other
	C7
	Asian or Asian British – Other

	B15
	Mixed White and Black Caribbean
	D8
	Black or Black British – Caribbean

	B16
	Mixed White and Black African
	D9
	Black or Black British – African

	B17
	White and Asian
	D13
	Black or Black British – Other

	B21
	Mixed Other
	E22
	Chinese

	C1
	Asian or Asian British - Indian
	E24
	Any Other Ethnic Group


  










(Please submit completed form to Schools HR Operations Team)
APPENDIX E

Name ………………………………………………….      School …………………………………..

Post Title ………………………………………………     Grade ……………………………………

Course/Training Title ……………………………….       Date of Course/Training……………….

Monitoring Information                                        (please tick)

	White – British
	

	White – Irish
	

	White – Other White
	

	Mixed – White & Black Caribbean
	

	Mixed – White & Black African
	

	Mixed White & Asian
	

	Mixed – Other Mixed
	

	Asian/Asian British - Indian
	

	Asian/Asian British – Pakistani
	

	Asian/Asian British – Bangladeshi
	

	Asian/Asian British – Other Asian
	

	Black/Black British – Caribbean
	

	Black/Black British – African
	

	Black/Black British – Other Black
	

	Chinese
	

	Any other ethnic group
	

	Ethnicity not provided
	


Age …………….            Disability Y/N ……………      Gender M/F ………….

Employee Signature ………………………………………………………………………………..


Approved Y / N 

Headteacher Signature ……………………………………………………………………………….

         	Appendix B


APPOINTMENT CHECKLIST - TEACHING STAFF 





         	Appendix B


APPOINTMENT CHECKLIST – SUPPORT STAFF 








Ealing Education Services, Perceval House, 14-16 Uxbridge Road, Ealing W5 2HL, Tel 0208 825 5000, email education@ealing.gov.uk


