EQUALITIES ASSESSMENT –  Housing & council Tax Benefit Administration 
Following covers 
Stage 1 – What is being Assessed 

Stage 2 – Who is carrying out the Assessment

Stage 3 – Assessment against policies procedures practices 
Cross Reference this assessment to the following Impact assessments;-

· Housing & Council Tax Benefit Fraud 
· Revenue Services 
· Customer  Services 

· Communications 
· Property Services 

· Human Resources

	Directorate
	Resources
	Section
Revenues & Benefits 

	Assessment carried out by 
	Louise Wolsey – Revenues & Benefits Services Manager
Liz Codling- Benefits Manager

Paul Smith – Team Leader (Training/Benefits Help& Advice Team)

Alison Morrey/Suzanne West –Benefits  Help & Advice Team 


	Services being assessed 
	Benefits Administration 

	Date of Assessment
	August 2007
	Is this a new or existing service?
	Existing


	PART 1 – INITIAL ASSESSMENT

	1.
Identify any strategy/policy documents relevant to this service area
	· Housing Benefit and Council Tax Benefit regulations
· Guidance Manual (4 volumes)

· Security Guidance (includes detection and prevention of fraud and verification framework)

(All above strategy documents from Department of Work and Pensions)
· Housing Benefit & Council Tax Benefit Take Up Policy/Strategy
· Counter Fraud Policy 

· Prosecution Policy 

· Overpayments Policy 
· Discretionary Housing Benefit Payments Policy

· Debt Management Policy

· Write Off Policy 

· Benefits Team Plan

· Revenues & Benefits Service Plan
· Corporate Policies – Equality & Diversity, HR Recruitment

· Customer Care policy 

	2.
Briefly describe the aims, objectives and purpose of these strategies/policies
	· To ensure that the correct benefit is paid to the correct person as soon as practicably possible on receipt of valid benefit claim or notification of change of circumstances and that the documentation meets verification requirements 
· To undertake regular reviews of ongoing benefit claims according to the risk of fraud or error occurring
· To prevent fraud and error entering into the system and detect where it has

· To recover overpaid benefit 
· To provide advice and guidance in relation to benefits administered by the Council and signpost where appropriate for other welfare benefits

· To ensure through take up that people are aware of benefits they may be entitled to, ensure maximum income for our residents and promote social inclusion 

· Provide a right of appeal where customers disagree with decisions made in relation to claims / recovery of overpayment of benefit .
· Ensure sound financial management of the benefit administration grant and budgets

· To have in place a three year plan to strive for continuous service improvement, effective management of resources to meet the standards and targets set internally and externally and meet changes in legislation.

· Ensures continuous assessment of new policies /procedures/introduction of new activities against requirements for equality.  

· Ensure equal opportunities for all employees



	3.
Identify any procedures and practices relevant to this service area
	· Performance Standards
· In-house procedures for various aspects of Benefits processing

· Process Maps 

· Staff Development programme 

· Complaints Procedure 
· Quality Assurance Process 
· Reviews & Appeals Procedure  

	4.
Briefly describe the purpose of these procedures
	· Performance Standards - to enable benchmarking with other authorities, learn from best practice elsewhere and for use as performance indicators.
· In-house procedures - to enable staff referral and for training purposes. Provides for consistency in claim processing  
· Staff Development Programme – to enable staff to develop their skills 

· Process Maps  - to provide step-by-step procedures on how each process works in-house.- consistency of claim processing. 
· Enables robust performance management at individual/team and service level

· QA process – subsidy management, consistency in claim processing , identification of training needs, processing in line with procedures and legislation which ensures non discriminatory processing . 
· Ensures customers know their rights to a review & appeal how the process works & timescales involved   

	5.
Are there any other associated procedures/policies that could impact on the area of work being assessed? (e.g. other departments/ external partners)
	· Strategic Housing - Homelessness Section

· Private landlords

· Housing Associations
· Policies & Procedures of Department of Works & Pensions

· Council Tax  & Sundry Income 
· Customer Services 

· Age Concern

· Citizens Advice Bureau 

	6.
Who is intended to benefit from the strategy/policy/procedure and in what way?  How do you know who does/doesn’t use/benefit from the area of work being assessed?
	· Employees 

· Customers/claimants – database of claimants maintained.

· Housing associations

· Private Landlords 

· Satisfaction Survey every 3 years 

· Complaints/Compliments  

· No information collected on non-users.


	7.
What outcomes are wanted from the strategy/policy/procedure? (please include the Performance Indicator target if there is one)
	· New claims processed within 21 days (PM 1)
· Changes of circumstance processed within 7days (PM 5)

· Payment made within 7 days of decision

· 97% of claims correct

Those applying for benefit understand what supporting evidence is necessary and processing times are kept to a minimum whilst accuracy is maintained.

Benefit take up matches the profile of the district

Information is accurate up to date and correctly and fairly applied to any benefit claimant/landlord

Claims are review on a regular basis to ensure that they are correctly and fairly administered

All potential claimants are given equal opportunities to access the service and are treated fairly. 

	8.
What factors/forces could contribute/detract from the outcomes?
	Contribute:
· Effective training

· Sufficient staffing levels

· Accurate and timely decisions from DWP / Rent Officer 
· Timely notification of change of circumstances / timely provision of information to support claims from customer 
· Partnership working with HAs/Landlords/Strategic Housing  
· Good liaison with support agencies/stakeholders   

· Accessibility –Information on the website, leaflets. private appointment clear information
· Front Reception Privacy 

Detract:

· Lack of training

· Lack of staff
· Poor/Late decisions by DWP/Rent Officer 
· Non/Late notification of change of circumstances / late provision of information to support claims from customer 
· Inability to access service – through disability, lack of understanding of information, other physical constraints, 

· Poor relationships with stakeholders /support agencies  

· Lack of accessibility
· Lack of front reception privacy 

	9a.
Who are the main stakeholders in relation to the strategy/policy/ procedure?
	· Customers/claimants
· Landlords

· Council Tax Section

· DWP

· Rent Officer

· Housing Associations (HA)

· Customer Services 

· Benefits Section

· Councillors

· Hard to Reach Groups

· Communications 


	9b.
Who implements the strategy/policy/procedure and who is responsible for it?


	· Revenues & Benefits Services 
· Customer Services 

Responsible – 

Strategic Director of Resources 

Revenues & Benefits Services Manager 

Customer Services Manager 
Councillors

	10a.
Is any part of the strategy/policy/procedure delivered by a third party?
	YES 
	NO
	10b.
If Yes, what steps have been taken to ensure that the third party (especially contractors) meets the Council's equality criteria?
	Customer Services HA,s – training/procedures are provided 
QA process identifies discrepancies 

SLA agreements are in place where a third party impacts on processing – Rent Officer/DWP


	11.
Could the strategy/policy/procedure have a differential impact on racial groups?
	YES
	NO
	Please explain and provide any existing evidence (either presumed or otherwise):

No evidence to suggest this.

· The Council is part of INTRAN - access to translation services written face to face, Braille etc. This is widely publicised in all corporate communications, at reception points, leaflets and letters sent to customers. Records of service area usage are maintained.  
· Data is being collected on new claims as to ethnicity of claimant. 

· Some people from other countries not entitled to claim benefits.

· No direct contact with specific ethnic groups. Contact through Welfare Liaison group at Kings Lyn.
· Liaison with internal departments

· Liaison with external partners (CAB, Age Concern DWP, Pension Service, Housing Associations)



	12.
Could the strategy/policy/procedure have a differential impact due to gender?
	YES
	NO
	Please explain and provide any existing evidence (either presumed or otherwise):

No evidence of this, either gender can make a claim as part of a couple. 


	13.
Could the strategy/policy/procedure have a differential impact due to disability?
	YES
	NO
	Please explain and provide any existing evidence (either presumed or otherwise):

· Home visits are made to disabled people who are unable to come to Council offices 
· One to one meetings are available at convenient locations within the district.

· Benefits form available online to download to assist disabled people unable to travel to Council offices.

· Joint Visits with support workers, carers or family members.

· Complex language in benefit letters could disadvantage people who have difficulty understanding written information.

· Staff are aware that information can be provided in other formats ie. large print, audio tapes etc.

· Portable hearing loop available for visiting officers



	14.
Could the strategy/policy/procedure have a differential impact on people due to sexual orientation?
	YES
	NO
	Please explain and provide any existing evidence (either presumed or otherwise):

No evidence of this, treated the same as heterosexual couples who claim. 


	15.
Could the strategy/policy/procedure have a differential impact on people due to their age?
	YES
	NO
	Please explain and provide any existing evidence (either presumed or otherwise):

· Home visits are made to those who are housebound 
· Work with relatives of elderly claimants to ensure receive benefits.
· Work with local organisations to assist with claims – CAB, Age Concern DWP Pension Service, Has, Strategic Housing, Grants Department, assisted Bin Collection. 
· Liaison meetings to promote benefit take up and joint working. (Norwich Liaison Group, Kings Lyn Liaison Group. NNHT
· Work with HA’s and Landlords to promote benefits – Landlord Forums 
· Cascade work of Department of Work and Pensions to promote claiming of benefits through advertising campaigns – national and local.

·  Complex language in benefits letters could disadvantage claimants who have difficulty understanding written information.  Internet access in other languages Liaison with internal departments



	16.
Could the strategy/policy/procedure have a differential impact on people due to their religious or other belief?
	YES
	NO
	Please explain and provide any existing evidence (either presumed or otherwise):

No evidence of this.


	17.
Could the strategy/policy/procedure have a differential impact on people due to them having dependants/caring responsibilities?
	YES
	NO
	Please explain and provide any existing evidence (either presumed or otherwise):

· Follow legislation which supports claimants with dependents/who are carers.

· Home visits are made to those who are housebound (see 13)

	18.
Could the strategy/policy/procedure have a differential impact on people due to their offending past?
	YES
	NO
	Please explain and provide any existing evidence (either presumed or otherwise):

No evidence of this.

	19.
Could the strategy/policy/procedure have a differential impact on people due to them being transgendered or transsexual?
	YES
	NO
	Please explain and provide any existing evidence (either presumed or otherwise):

No evidence of this.

	20.
Could the strategy/policy/procedure have a differential impact on people due to them being vulnerable?
	YES
	NO
	Please explain and provide any existing evidence (either presumed or otherwise):

· Mental health issues of claimants may go unidentified.
· Non-users with mental health issues may slip through the net and not claim when they are entitled to.

	23.
Could the differential impact identified in 13-22 amount to there being the potential for adverse impact in this strategy/policy/procedure?
	YES
	NO
	Please explain and provide any existing evidence:

Race – some claimants from other countries excluded from claiming benefits.
Disability – some claimants may be disadvantaged by complex language in benefit letters.
Age – some claimants may be disadvantaged by complex language in benefit letters.
People with dependents/carers – no adverse impact, measures promote equality of access.
Vulnerable – some claimants may not receive benefits entitled to if mental health issues not identified, some non-claimants may be excluded from accessing benefits they are entitled to.


	24.
Can this adverse impact be justified on the grounds of promoting equality of opportunity for one group? Or any other reason?


	
	NO
	Please explain for each equality heading (question 8-16) on a separate sheet if necessary:

Race – Yes, as entitlement to claim benefits is determined by statutory regulations.
Disability - No, develop action plan 
Age - No, develop action plan 
Vulnerable – No, develop action plan

	25.
Actions arising from Part 1 of the Initial Assessment
	· Develop Action Plan 
· Review any consultation 

· Review any Data 

	26.
Should this Initial Assessment proceed to Part 2?
	
YES

	
	

	27a. As a result of Part 1, is a Full Assessment necessary?
	
YES
	)
	27b. If Yes, on what evidence should this assessment proceed to a Full Assessment?


	Outcome from initial assessment 
Outcome from data analysis

Outcome from consultation feedback 



	28a.
Date on which Full Assessment to be started by
	September 2007 
	28b.
Date on which Full Assessment to be completed by
	?


	PART 2 - INITIAL CONSULTATION AND RISK ASSESSMENT

	29.
In what areas are there concerns that the strategy/policy/procedure could have a differential impact?
	Race

Yes 
	Gender

NO 
	Disability

YES 
	Sexual Orientation

NO 
	Age

YES 

	
	Religious Belief

NO 
	Dependants

NO 
	Offending past

NO 
	Transgendered or Transsexual

No 
	Vulnerable people 

YES 

	30.
What concerns are there that the strategy/policy/procedure could have a differential impact on relevant groups? Please explain (continue on a separate sheet if necessary).
	Information and documentation is always produced in English.

Use of language is sometimes complex and difficult to understand this may prevent access to people claiming benefit, prevent correct / timely information being received   
This could have an impact on certain individuals / groups within the district.


	31.
What are the risks associated with the strategy/policy/procedure in relation to differential impact?
	Not claiming benefit 
Wrong information being sent /no information being sent – incorrect benefit being paid – could lead to overpayment of benefit

Impact on ability to meet housing costs/ cost of council tax.

Ultimate risk – eviction for non payment of rent

Court action for non payment of council tax



	32.
Are there any experts/relevant groups who you can approach to explore their views on the issues?


	YES
	

	33.
Please list the relevant groups/ experts
	

	37. 
Taking into account the views of the groups/experts and/or the available evidence, please clearly state the risks associated with the strategy/policy/procedure weighed against its benefits (continue on a separate sheet if necessary).
	

	38.
Actions arising from Part 2 of the Initial Assessment
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