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East Cambridgeshire District Council 

1. OUR VISION FOR EQUALITY & INCLUSION IN EAST CAMBRIDGESHIRE 

As the district of East Cambridgeshire continues to grow and prosper, the 
population is becoming increasingly diverse. 

The Council recognises and values the diversity of all people and communities 
in the district and in our workforce, and is committed to providing efficient, 
effective and relevant services to our residents and to ensuring that we are a 
good employer. 

We welcome and celebrate diversity and the strengths that this brings to our 
communities and workforce. 

The Council's vision is to improve the lives of our residents and to build a 
community where everyone has the opportunity to take part and be involved. 
This vision can only be realised through a true commitment by the Council and 
East Cambridgeshire's residents to promote diversity and ensure we recognise 
and celebrate difference within the context of fairness and equality. 

Councillor Anna Bailey John Hill 
Leader of the Council Chief Executive 
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East Cambridgeshire District Council 

2. OUR RESPONSIBILITIES 

As a public sector organisation, the Council has a statutory duty to ensure that 
equality and diversity are embedded into all its functions and activities as 
required by the Equality Act 2010. The Equality Act legally protects people from 
discrimination in the workplace and in wider society. It is underpinned by the 
public sector Equality Duty, which supports good decision-making by ensuring 
public bodies (and others providing public services) consider how different 
people will be affected by their activities, helping them to deliver policies and 
services which are efficient and effective, accessible to all and which meet 
different people's needs. 

The Equality Act legally protects people from discrimination in the workplace and 
in wider society. It introduced 9 'protected characteristics', making it unlawful to 
discriminate against someone on the grounds of age, disability, race, sex, sexual 
orientation, gender re-assignment, marriage and civil partnership, religion or 
belief, and pregnancy or maternity (see Appendix 1 ). 

The Equality Act introduced a Public Sector Equality Duty. This Duty includes the 
General Duty and the Specific Duties. The General Duty requires public bodies 
to consider how the decisions that they make, and the services they deliver, 
affect people who share different protected characteristics. The specific duties 
require public bodies to publish information to show they did this. 

The General Duty has three main aims. It requires public bodies to have 'due 
regard' to: 

■ Eliminate discrimination, harassment, victimisation and any other conduct 
prohibited by the Act. 

■ Advance equality of opportunity between persons who share a relevant 
protected characteristic and persons who do not share it. 

■ Foster good relations between persons who share a relevant protected 
characteristic and persons who do not share it. 

Having due regard means consciously thinking about the three aims of the duty 
as part of the decision-making process. This means that consideration of equality 
issues must influence the decisions reached by the public bodies in ways that 
include in how they act as employers, how policies are developed, evaluated and 
reviewed, how services are designed, delivered and evaluated and how services 
are commissioned and procured from others. 

Advancing equality of opportunity involves considering the need to remove or 
minimise disadvantage suffered by people due to their protected characteristics, 
meet the needs of these people and encourage people to participate in public life 
where participation is low from people within the protected characteristics. 

Fostering good relations involves tackling prejudice and promoting 
understanding between people who share a protected characteristic and others. 
East Cambridgeshire District is a very rural district and people living outside the 
larger towns can find it difficult to access services. We will treat people fairly 
wherever they live and make sure they get the services they need. 
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East Cambridgeshire District Council 

3. MEETING OUR RESPONSIBILITIES 

To meet our equality responsibilities, the Council makes the following commitments: 
■ We will comply with Equality Act 2010 and any future equalities legislation. 
■ We will ensure Elected Members, employees, union representatives, volunteers, 

contractors, suppliers (and others as relevant) are made fully aware of the 
council's commitment to inclusion and diversity and how that affects their work. 

■ We will collect data on our service users and workforce and publish these 
annually (see Appendix 2). 

■ We will take proactive steps to reduce social, economic and geographical 
disadvantage or exclusion. 

■ We have adopted the International Holocaust Remembrance Alliance working 
definition of anti-Semitism. In adopting this definition we have undertaken to 
oppose all forms of anti-Semitism, hatred and harassment towards people who 
belong to the Jewish faith, and people with a Jewish ethnic or cultural 
background (see Appendix 3). 

■ We have committed to being an anti-racist organisation and we will actively work 
in partnership and stand together to end all forms of violence and racism. 

■ We will provide training/development and updates as appropriate. 
■ We will use information and talk to people to identify where inequality exists so 

that we can plan to tackle it. 
■ When it will help us to improve our services and understand how we are meeting 

our equality duties, we will ask questions about people's protected 
characteristics. We will always make it clear that people do not have to answer 
these questions and that they will still receive the services they need. We will 
keep personal data confidential. 

■ We will consider equality issues when we deliver our services. 
■ We will publish our equality objectives every four years, which will help us focus 

on some of the areas which we want to improve. 
■ When we think about changing our services, we will make sure that those people 

making the decisions know how the change could affect people with any of the 
protected characteristics. We will collect information about how people might be 
affected before making decisions. If the change might cause difficulties for 
people with a protected characteristic, we will do our best to find ways to reduce 
this impact. If we cannot do so, then we should think carefully about whether we 
need to make the change to achieve a legitimate aim. 

■ We have a duty to make reasonable changes to the way we do things so that 
disabled people can use our services and work for us. We recognise that 
everyone is different and we will treat people as individuals. 

■ We will make sure that anyone who provides a service for us treats people fairly. 
We will do this through our procurement process and by monitoring their work. 

■ We will recruit, select, train and promote staff fairly. We will try to ensure that the 
make-up of our staff matches that of our community. We will have clear systems 
for staff to complain if they are treated unfairly. 

■ We will make it easy for customers to complain if something goes wrong and we 
will respond quickly and efficiently. 

■ We will expect all employees to be responsible for their personal conduct and 
acceptable standards. If we find that an employee has disregarded our equality 
policy we will investigate and take disciplinary action, where appropriate. 

■ We will ensure that all information produced by the Council is available in a 
variety of formats including Braille, audio, large print and a variety of languages. 
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East Cambridgeshire District Council 

4. WHAT WE ARE ALREADY DOING 

■ Providing accessible buildings and sites through dedicated disabled parking bays, 
ramps at entrances and exits, power assisted doors, accessible toilets, a hearing 
loop for people who are hearing impaired, and an accessible lift. 

■ Working alongside Living Sport to support sport opportunities for people with 
disabilities and special needs, so that everybody, regardless of disability or 
additional needs, can access sport or physical activity that suits them. 

■ Providing a range of leisure activities for the over 50s through the Mature and Active 
Programme to keep active and to maintain and improve their health and wellbeing. 

■ Promoting consultation and community engagement through the Council's 
Consultee Register. 

■ Providing translation services if a translation is required into another language or an 
alternative format, i.e. large print, Braille, audio cassette/CD: Translation Service 

■ Supporting the Cambridgeshire Equality Pledge with our local partners. 
■ Providing assisted collections to residents that are unable to put out their waste and 

recycling because of a serious long-term illness or disability. 
■ Providing a free of charge Clinical Waste collection service to collect and dispose of 

clinical waste which poses a threat of infection to humans. 
■ Offering assistance for Mandatory Disabled adaptations up to a maximum of 

£30,000 (subject to a test of resources): Disabled Adaptations 
■ Supporting and encouraging increased reporting of hate crime within the community 

at locations where victims of hate crime incidents feel safe and comfortable and 
specifically to extend the ways for victims of hate crime to access services through 
the development of 3rd party reporting centres. Currently in East Cambs there are 
two Hate Reporting Centres, one in Ely the other in Littleport. Our aim is to increase 
this to at least one Hate Reporting Centre in each Parish. 

■ Developing training packages for schools and businesses to prevent and deter hate 
crime/incidents by raising awareness of the impact of hate crime, consequences of 
perpetrating and building community cohesion across all communities. This will 
increase confidence in being able to report hate crime via the different methods 
available and raise awareness of local services that exist to protect and support 
victims and witnesses and challenge perpetrators. 

■ Providing advice and support for men and women affected by domestic violence 
(DV), including domestic abuse outreach sessions and a Domestic Violence 
Directory that lists contact details of organisations that can help individuals affected 
by this or those supporting people who are affected: Domestic Violence. 

■ Offering emergency refuge accommodation to women escaping abusive 
relationships through the Cambridge Women's Aid Refuge (CWA) and providing 
'move-on' accommodation in the community for those leaving refuge. 

■ Providing support through the Community Hubs sited in various villages around East 
Cambridgeshire. The hub will provide people with support and will cover a range of 
topics from homelessness, debt and benefits to mental health issues and problems 
with anti-social behaviour. 

■ Delivering training and awareness to the workplace and schools through the 
Community Eyes and Ears Scheme, in relation to: Radicalisation, Hate Crimes, 
Modern Slavery, Cyber Crime and Scams, Neglect and Abuse, Exploitation, Abuse, 
Dementia and Loneliness. 

■ Producing a Live Safe leaflet for migrant workers because the district is attracting 
people as a place to live and work from across the world. Migrants can experience 
a number of different issues when working and living in the district and this leaflet 
informs them of their rights and responsibilities. 
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East Cambridgeshire District Council 

5. THE COUNCIL AS AN EMPLOYER 

As an employer, we have a responsibility to understand the makeup of our 
workforce (see Appendix 4) and to meet the diverse needs of our employees. 
We also have a role to ensure that the workforce is equipped to meet the 
Council's commitment to promote equality, diversity and inclusion. 

We are committed to promoting equality, providing an inclusive workplace and 
eliminating any unfair treatment or unlawful discrimination. This applies to all 
employment policies and practices including those relating to: 

■ Recruitment and selection, including promotion career progression; 
■ Terms and conditions of employment; 
■ Working environment; 
■ Training and development; and 
■ Redundancy and re-deployment. 

We will achieve this by: 
■ Ensuring our recruitment and selection process is fair, consistent and 

transparent and that job opportunities are accessible to as wide and diverse 
an audience as possible. 

■ Providing a working environment where everyone is treated with dignity and 
respect, free from any form of inappropriate behaviour and one in which all 
employees can give of their best. 

■ Implementing reasonable adjustments in the workplace - in conjunction with 
the member of staff, line manager and Occupational Health (if required). We 
will endeavour to identify and meet different work-related needs such as 
providing physical adaptations or equipment and reviewing working 
arrangements for people with disabilities. 

■ Providing 'Work-life Balance' policies and guidance - including a range of 
flexible/alternative working patterns, parental leave and childcare scheme. 

■ Providing diversity awareness training. 
■ Monitoring the composition of the Council in line with statutory requirements 

(see Appendix 4). We will also monitor our recruitment process, from 
application to employment, to identify barriers. 

There may be times when we will treat people differently to strive for an 
equitable outcome. For example, requiring a job applicant to have a particular 
protected characteristic, where an occupational requirement applies, such as 
recruiting only women to a women's refuge. 
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East Cambridgeshire District Council 

6. OUR EQUALITY OBJECTIVES FOR 2021-2024 

The Council has identified the following equality objectives for the period 2021-
2024. 

1 As a Community Leader, we acknowledge with concern the 
published data on increases in hate crimes and crimes towards 
people with protected characteristics under the Equalities Act 
2010. The Council condemns all forms of discrimination against all 
protected characteristics, and commits to ensuring that every 
resident of the District is treated with respect, dignity and in an 
equal manner. 

2 As a Service Provider, we are committed to providing inclusive 
services which actively address inequality and exclusion by 
assessing the implications of our decisions on the whole 
community, to eliminate discrimination, tackle inequality, develop a 
better understanding of the community we serve, target resources 
efficiently, and adhere to the transparency and accountability 
element of the Public Sector Equality Duty. 

3 As an Employer, we are committed to building an inclusive 
organisation where the workforce reflects the District we serve and 
where colleagues feel confident about being themselves in the 
workplace. 

Underpinning each of these objectives is a set of actions and priorities that 
we will pursue. These are summarised in the Action Plan (see Appendix 5). 
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East Cambridgeshire District Council 

7. GATHERING DATA AND USING INFORMATION 

One of the duties that must be carried out by any public sector authority is the 
gathering of information. This includes information on the profile of the workforce, 
information on the profile of the resident population, and how people are affected 
by the Council's policies and practices both in employment and service delivery. 

The Council has gathered and will continue to gather this information in the 
following ways: 

■ Local population data, e.g. Cambridgeshire Insight, Census statistics etc 
■ Staff statistics and recruitment monitoring forms 
■ Gender pay gap data 
■ Flexible working applications 
■ Applications for training and development 
■ HR monitoring data, e.g. grievance, disciplinary etc. 
■ Staff surveys 
■ Staff engagement workshops 
■ Customer satisfaction surveys 
■ Equality Impact Assessments (EIAs) 

7.1 Consultation and Engagement 

The Council recognises the importance of consultation and engagement with the 
community, voluntary groups, stakeholders, local businesses and partners in the 
development and implementation of this policy in order that views can be 
considered and used to inform decision making. 

Consultation took place between 28th September and 30th November 2020 on 
the new policy. 

7.2 Equality Impact Assessment (EIAs) 

As part of any effective policy development process, it is important to consider 
any potential risks to those who will be affected by the policy's aims or by its 
implementation. The Equality Impact Assessment (EIA) process helps us to 
assess the implications of our decisions on the whole community, to eliminate 
discrimination, tackle inequality, develop a better understanding of the 
community we serve, target resources efficiently, and adhere to the transparency 
and accountability element of the Public Sector Equality Duty. 

The word 'policy', in this context, includes the different things that the Council 
does. It includes any policy, procedure or practice - both in employment and 
service delivery. It also includes proposals for restructuring, redundancies and 
changes to service provision. 

A checklist is available to guide Council officers through the impact assessment 
process (see Appendix 6). In the first instance, the officer would complete an 
Initial Screening Template (see Appendix 7) to scope the impact and decide 
whether a full impact assessment (EIA) is required. If this identified the need for 
a full impact assessment, then the officer would complete the detailed EIA 
Template (see Appendix 8). 
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East Cambridgeshire District Council 

The Council's Committee Report Template makes reference to equality impact 
assessments. If a new/revised policy is being presented to committee, the officer 
should use the committee report template to indicate if an impact assessment 
has or has not been completed. If an impact assessment has been completed, 
then a copy should be attached to the committee report. If the impact assessment 
identifies barriers, the officer's report should make reference to the main findings 
and any proposed mitigation actions so this can inform decision making. 

The results of our Equality Impact Assessments are published on our website. 
Copies can also be made available on request. 
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East Cambridgeshire District Council 

APPENDIX 1 - The Protected Characteristics 

What are protected characteristics? 

It is against the law to discriminate against someone because of: 

• age 
• disability 
• gender reassignment 
• marriage and civil partnership 
• pregnancy and maternity 
• race 
• religion or belief 
• sex 
• sexual orientation 

These are called protected characteristics. 

You are protected under the Equality Act 2010 from these types of 
discrimination. 

A person belonging to a particular age (for example 32 year olds) or range of ages (for 
example 18 to 30 year olds). 

The Equality Act 2010 says that you must not be discriminated against because: 

• you are (or are not) a certain age or in a certain age group 
• someone thinks you are (or are not) a specific age or age group, this is known 

as discrimination by perception 
• you are connected to someone of a specific age or age group, this is known as 

discrimination by association 

Age groups can be quite wide (for example, 'people under 50' or 'under 18s'). They can 
also be quite specific (for example, 'people in their mid-40s'). Terms such as 'young 
person' and 'youthful' or 'elderly' and 'pensioner' can also indicate an age group. 

See the Equality and Human Rights Commission (EHRC) advice and guidance on age 
discrimination. 

Disability 

In the Equality Act a disability means a physical or a mental condition which has a 
substantial and long-term impact on your ability to do normal day to day activities. 

You are covered by the Equality Act if you have a progressive condition like HIV, cancer 
or multiple sclerosis, even if you are currently able to carry out normal day to day 
activities. You are protected as soon as you are diagnosed with a progressive condition. 

You are also covered by the Equality Act if you had a disability in the past. For example, 
if you had a mental health condition in the past which lasted for over 12 months, but you 

1 1  
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have now recovered, you are still protected from discrimination because of that 
disability. 

Disability discrimination is when you are treated less well or put at a disadvantage for a 
reason that relates to your disability in one of the situations covered by the Equality Act. 

The treatment could be a one-off action, the application of a rule or policy or the 
existence of physical or communication barriers which make accessing something 
difficult or impossible. 

The discrimination does not have to be intentional to be unlawful. 

The Equality Act 2010 says that you must not be discriminated against because: 

• you have a disability 
• someone thinks you have a disability (this is known as discrimination by 

perception) 
• you are connected to someone with a disability (this is known as discrimination 

by association) 

It is not unlawful discrimination to treat a disabled person more favourably than a non
disabled person. 

See the EHRC disability advice and guidance section. 

Gender reassignment 

The Equality Act 2010 says that you must not be discriminated against because you are 
transsexual, when your gender identity is different from the gender assigned to you 
when you were born. For example: 

• a person who was born female decides to spend the rest of his life as a man 

In the Equality Act it is known as gender reassignment. All transsexual people share the 
common characteristic of gender reassignment. 

To be protected from gender reassignment discrimination, you do not need to have 
undergone any specific treatment or surgery to change from your birth sex to your 
preferred gender. This is because changing your physiological or other gender attributes 
is a personal process rather than a medical one. 

You can be at any stage in the transition process - from proposing to reassign your 
gender, to undergoing a process to reassign your gender, or having completed it. 

The Equality Act says that you must not be discriminated against because: 

• of your gender reassignment as a transsexual. You may prefer the description 
transgender person or trans male or female. A wide range of people are included 
in the terms 'trans' or 'transgender' but you are not protected as transgender 
unless you propose to change your gender or have done so. For example, a 
group of men on a stag do who put on fancy dress as women are turned away 
from a restaurant. They are not transsexual so not protected from discrimination 
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• someone thinks you are transsexual, for example because you occasionally 
cross-dress or are gender variant (this is known as discrimination by 
perception) 

• you are connected to a transsexual person, or someone wrongly thought to be 
transsexual (this is known as discrimination by association) 

lntersex people (the term used to describe a variety of conditions in which a person is 
born with a reproductive or sexual anatomy that doesn't fit the typical definitions of 
female or male) are not explicitly protected from discrimination by the Equality Act, but 
you must not be discriminated against because of your gender or perceived gender. 
For example: 

• if a woman with an intersex condition is refused entry to a women-only 
swimming pool because the attendants think her to be a man, this could be sex 
discrimination or disability discrimination 

See the EHRC advice and guidance on gender reassignment discrimination. 

Marriage and civil partnership 

The Equality Act says you must not be discriminated against in employment because 
you are married or in a civil partnership. 

In the Equality Act marriage and civil partnership means someone who is legally married 
or in a civil partnership. Marriage can either be between a man and a woman, or 
between partners of the same sex. Civil partnerships are available to both same-sex 
couples and opposite-sex couples. 

People do not have this characteristic if they are: 

• single 
• living with someone as a couple neither married nor civil partners 
• engaged to be married but not married 
• divorced or a person whose civil partnership has been dissolved 

See the EHRC advice and guidance on marriage and civil partnership discrimination. 

Pregnancy and maternity 

Pregnancy is the condition of being pregnant or expecting a baby. Maternity refers to 
the period after the birth, and is linked to maternity leave in the employment context. In 
the non-work context, protection against maternity discrimination is for 26 weeks after 
giving birth, and this includes treating a woman unfavourably because she is 
breastfeeding. 

Find out more about the EHRC work on pregnancy and maternity in the workplace. 

The Equality Act 2010 says you must not be discriminated against because of your 
race. 
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In the Equality Act, race can mean your colour, or your nationality (including your 
citizenship). It can also mean your ethnic or national origins, which may not be the same 
as your current nationality. For example, you may have Chinese national origins and be 
living in Britain with a British passport. 

Race also covers ethnic and racial groups. This means a group of people who all share 
the same protected characteristic of ethnicity or race. 

A racial group can be made up of two or more distinct racial groups, for example black 
Britons, British Asians, British Sikhs, British Jews, Romany Gypsies and Irish Travellers. 

You may be discriminated against because of one or more aspects of your race, for 
example people born in Britain to Jamaican parents could be discriminated against 
because they are British citizens, or because of their Jamaican national origins. 

See the EHRC advice and guidance on race discrimination. 

Religion and belief 

Religion refers to any religion, including a lack of religion. Belief refers to any religious 
or philosophical belief and includes a lack of belief. Generally, a belief should affect your 
life choices or the way you live for it to be included in the definition. 

See the EHRC guidance on religion or belief at work. 

Sex 

A man or a woman. 

Sex discrimination is when you are treated differently because of your sex, in 
certain situations covered by the Equality Act 201 0.The treatment could be a one-off 
action or could be caused by a rule or policy. It doesn't have to be intentional to be 
unlawful. 

There are some circumstances when being treated differently due to sex is lawful. 

See the EHRC guidance on sex discrimination. 

Sexual orientation 

Whether a person's sexual attraction is towards their own sex, the opposite sex or to 
both sexes. 

The Equality Act 2010 says you must not be discriminated against because: 

• you are heterosexual, gay, lesbian or bisexual 
• someone thinks you have a particular sexual orientation (this is known as 

discrimination by perception) 
• you are connected to someone who has a particular sexual orientation (this is 

known as discrimination by association) 
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In the Equality Act, sexual orientation includes how you choose to express your sexual 
orientation, such as through your appearance or the places you visit. 

See the EHRC advice and guidance on sexual orientation discrimination. 
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APPENDIX 2 - ABOUT EAST CAMBRIDGESHIRE AND THE COUNCIL 

Our Community 

The District of East Cambridgeshire has the smallest population of the five districts 
within Cambridgeshire, estimated at approximately 89,3621

. 

The profile of the population is set out below: 

Protected Characteristic Variable % of East Cambridgeshire 
Population 

a) Sex1 Females 50.9 
Males 49.1 

b) Age1 0-14 18.6 
15-19 5.3 
20-24 4.2 
25-29 4.9 
30-34 5.9 
35-39 7 
40-44 6.e7 
45-49 7.5 
50-54 7.5 
55-59 6.6 
60-64 5.8 
65-69 5.5 
70-74 5.5 
75-79 3.6 
80-84 2.e7 
85+ 2.e7 

c) Ethnic Group2 White 96.2 
Mixed 1.4 
Asian 1.5 
Black 0.6 
Other 0.3 

d) Religion2 No religion 28.1 
Christian 62.3 
Muslim 0.4 
Buddhist 0.3 
Hindu 0.2 
Jewish 0.1 
Sikh 0.1 
Other 0.4 
Not stated 8.1 

Cambridgeshire Insight (www.cambridgeshireinsight.org.uk) 
2 ONS 20 1 1  Census 
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Protected Characterist ic 

e) Disability2 

f) Sexual Orientation3 

g) Gender Re
assignment4 

h) Marriage and Civil 
Partnership2 

i) Pregnancy and 
Maternity2 

Travellers 

Variable 

Yes 
No 

N/a 

Single 
Married 
Civil 
Partnership 
Separated 
Divorced 
Widowed 

Dependents 
No 
Dependents 

% of East Cambridgesh ire 
Population 
15.4 
84.6 

There is no data on sexual 
orientation in East 
Cambridgeshire because it was 
not included in the 2011 U K  
Census. However, an ONS 
Survey on Sexual Orientation in 
the U K  (2017), estimates that 2% 
of the population is gay, lesbian 
or bisexual. 

No local data is available on the 
Gender Re-assignment and 
transsexual community in East 
Cambridgeshire. The Gender 
Trust estimates that 1 % of an 
organisation's employees and 
service users may be 
experiencing some degree of 
gender variance. 

Persons aqed 16+ (%) 
27.1 
54.9 

0.3 
2.4 
8. 7 
6.6 

30 

70 

With a tradition of seasonal agricultural work, the district has one of Britain's highest 
traveller populations. There are two Council Caravan Sites for travellers: (1) Earith 
Bridge (13 pitches); (2) Wentworth (8 pitches). Priority is given to local travellers who 
live in the district or have visited regularly over many years or have close family ties 
with travellers already living permanently in the district. 

ONS 20 1 1  Census 
3 ONS Survey on Sexual Orientation in the U K  (2017) 
4 Gender Trust 
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https://www.ons.gov.uk/census/2011census/2011censusdata
https://www.ons.gov.uk/peoplepopulationandcommunity/culturalidentity/sexuality/bulletins/sexualidentityuk/2017
http://gendertrust.org.uk/
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APPENDIX 3 - ANTISEMITISM 

The Counc i l  has jo ined with the Government and other local authorit ies across the 
UK i n  adopting the i nternationa l ly recogn ised I nternat ional  Ho locaust Remembrance 
Al l iance ( I H RA) defin it ion of antisem itism , as fo l lows : 

"Antisem itism is a certa in  perception of Jews, wh ich may be expressed 
as hatred toward Jews. Rhetorica l and physical manifestations of 
antisem itism are d i rected toward Jewish or non-Jewish ind iv iduals 
and/or the i r  property, toward Jewish commun ity institutions and 
re l ig ious faci l ities ."  

Contemporary examp les of  antisem it ism i n  pub l ic  l ife , the med ia ,  schools ,  the 
workplace ,  and in  the re l ig ious sphere cou ld ,  tak ing i nto account the overa l l  
context , i nc lude ,  but are not l im ited to : 

■ Cal l i ng  for, a id i ng ,  or  justifying the ki l l i ng or  harm ing of Jews i n  the name of a 
rad ical ideology or an extrem ist view of re l ig ion . 

■ Making mendacious ,  dehuman izing , demonizi ng , or  stereotypical a l legations 
about Jews as such or the power of Jews as co l lective - such as, especia l ly 
but not excl us ively, the myth about a world Jewish consp i racy or of Jews 
contro l l i ng  the med ia ,  economy, government or other societa l institutions .  

■ Accus ing Jews as a people of be ing respons ib le for rea l  or  imag i ned 
wrongdo ing committed by a s ing le Jewish person or g roup ,  or  even for acts 
comm itted by non-Jews . 

■ Denying the fact , scope , mechan isms (e . g .  gas chambers) or  i ntentiona l ity of 
the genocide of the Jewish people at the hands of Nationa l  Social ist Germany 
and its supporters and accompl ices du ring World War I I  (the Ho locaust) . 

■ Accus ing the Jews as a people ,  or  Is rael as a state , of i nventi ng  or exaggerat ing 
the Ho locaust. 

■ Accus ing Jewish cit izens of be i ng more loya l to Is rae l ,  or  to the a l leged priorities 
of Jews worldwide ,  than to the i nterests of the i r  own nations .  

■ Denying the Jewish people the i r  rig ht to se lf-determ ination ,  e . g . ,  by cla im ing 
that the existence of  a State of  Is rael is a racist endeavour. 

■ App lyi ng doub le standards by requ i ring of it a behaviou r not expected or 
demanded of any other democratic nation . 

■ Using the symbols and images associated with class ic antisem itism (e .g . ,  
c la ims of Jews ki l l i ng Jesus o r  b lood l i be l )  to characterize Is rael o r  Israe l is .  

■ Drawing comparisons of contemporary Is rae l i  po l icy to that of the Nazis .  
■ Hold ing Jews co l lectively respons ib le for act ions of the state of Is rae l .  
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APPENDIX 4 - PROFILE OF THE COUNCIL'S WORKFORCE 

The Council employs 188 staff (as at 31 December 2019), and the profile of the 
workforce can be summarised as follows: 

■ 127 (68%) are female and 61 (32%) are male. 
■ 3.2% consider themselves to have a disability. 
■ 94% are white, 3% are black and 3% are of mixed ethnic origin. 
■ 45% are Christian, 0.5% are Buddhist and the remainder have declined to state or 

are of no religion. 
■ 6.4% are aged 20-24, 13.3% are aged 25-34, 19.7% are aged 35-44, 32.9% are 

aged 45-54, 22.9% are aged 55-64, and 4.8% are 65 and over. The average age is 
46. 

■ 7 females (70%) and 3 males (30%) make up the top 5% of earners. 
■ There are no Black, Asian and Minority Ethnic (BAME) staff or disabled employees 

at senior grades. 
■ As at 31 March 2019, the women's mean hourly rate was £14.27 per hour, 6.1 % 

lower than the male's mean hourly rate of £15.20 per hour. In other words when 
comparing mean hourly rates, women earn £0.94 for every £1 that men earn. 

■ As at 31 March 2019, the women's median hourly rate was £12.58 per hour, 4. 7% 
lower than the male's median hourly rate of £13.20 per hour. In other words when 
comparing median hourly rates, women earn £0.95 for every £1 that men earn. 
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APPENDIX 5: Equality. Diversity & Inclusion Action Plan 2021-2024 

Equality & Inclusion Objective Action 
1. As a Community Leader, we will: 

1.1 Work with other agencies to To ensure all hate recommendations, 
reduce the number of hate national guidance and good practice is 
crimes and incidents implemented within East Cambridgeshire 

To increase our number of Hate Reporting 
Centres to at least one in each Parish. 

To respond positively to allegations, signs 
and perceptions of hostility and hate, and to 
proactively check reports of hate crime and 
non-crime hate incidents to ensure that the 
appropriate action has been taken and that 
allegations are investigated in a consistent 
and proportionate manner. 

To ensure significant focus is placed on a 
partnership approach through our Multi 
Agency Meetings to tackling hate crime and 
therefore increasing confidence amongst 
communities while identifying any particular 
hard to reach community groups or potential 
challenges. 

To monitor hate crime performance & review 
the progress through the CSP Delivery 
Group. 

Responsible Officer 

Community Safety Officer 

Community Safety Officer 

CMT 
Council Members 
Communities and Partnerships 
Manager 
Community Safety Officer 

Community Safety Officer 

Community Safety Officer 

Timescale 

Ongoing 

March 2023 

Ongoing 

Monthly at a 
District level 
through Problem 
Solving Group 
(PSG) and 
Quarterly at the 
County level 
through the 
Against Hate 
StrateQic Group 
By 3181 March 
each year 
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1.2 Understand the profile of our 
resident population and service 
users, and appreciate the 
changing nature of the District 

1.3 Continue to work to improve 
access to and take-up of 
Council services from all 
residents and communities 

1.4 Improve the involvement and 
engagement of the diverse 
communities within the District, 
and ensure that all people are 
able to take an active role 
within the Council and the 
local community 

1.5 Work together with community 
partners and local residents to 
confront racism, antisemitism 
and prejudice 

1.6 Ensure that corporate and 
service level structures are in 

Continue to collect and analyse statistical 
data on the local population 

Improve how we gather, use and share 
information appropriately to better 
understand who lives in the district and be 
aware or their needs. 
Monitor take up of information requested in 
other languages and formats 
Continue to assess the equality impacts of 
all decisions, policies and projects which 
have an impact on the public 

Ensure the communities feel their views are 
taken into account 

Challenge negative views and promote 
more cohesive communities 

Tackle unfair treatment and inappropriate 
behaviour to those with protected 
characteristics, experiencing discrimination, 
bullying and harassment 
Provide strong leadership and ensure 
equality, diversity and inclusivity are 

HR Manager 
Communities and Partnerships 
Manager 
Community Safety Officer 
Communities and Partnerships 
Manager 
Community Safety Officer 
HR Manager 
HR Manager 

Corporate Management T earn 
(CMT) 
Service Leads 
Committee Report Authors 
CMT 
Council Members 
Communities and Partnerships 
Manager 
Community Safety Officer 

CMT 
Council Members 
Communities and Partnerships 
Manager 
Community Safety Officer 

CMT 
Service Leads 
Council Members 
Local Partners 
CMT 
Council Members 
Service Leads 

3181 December 
2022 (for policy 
update) 

3181 December 
2022 (for policy 
update) 

By 3181 March 
each year 
Ongoing 

Ongoing 

Ongoing 

Ongoing 

Ongoing 
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place to deliver and review the 
equalities agenda 

2. As a Service Provider, we will: 

2.1 Ensure that everyone entitled 
to its services are able to 
access them 

2.2 Ensure our suppliers and 
contractors adhere to our 
equality and inclusion policy 

embedded throughout the Council by 
Elected Members, Management and staff. 
Ensure the Council has a compliant 
Equality, Diversity and Inclusion Policy in 
place 
Commit publicly to improving the equality 
outcomes for the local community by 
continuing to support the Cambridgeshire 
Equality Pledqe with our local partners 
All Council publications to reflect a diverse 
community in terms of content and imaqes 
Ensure Council publications are available in 
accessible formats 

Improve our communication and 
accessibility for all services users 

Encourage feedback, compliments as well 
as complaints, and respond to them 

Continue to provide accessible buildings, 
facilities and open spaces to improve 
access for disabled people 
Take all possible opportunities to ensure our 
suppliers and contractors take an active 
approach to contributing to our equalities 
and inclusion goals, including having 
standard terms in contracts with external 
suppliers that require adherence to the 
Council's Equality Policy. 

Staff 

HR Manager 

CMT 
Council Members 
Local Partners 

Reprographics Manager 

Service Leads 
Customer Services Team 

CMT 
Service Leads 
Customer Services Team 
CMT 
Service Leads 
Customer Services Team 
Open Spaces and Facilities 
Manager 

CMT 
Service Leads 
Procurement Advisor 

By December 
2020 (and then 3 
yearly) 
Ongoing 

Ongoing 

As required 

Ongoing 

Ongoing 

Ongoing 

By 31 st March 
2022 

22 



3. 

East Cambridgeshire District Council 

2.3 Consult with local residents Use the Council's Register of Consultees to Communities & Partnerships Ongoing 
and service users so that they give local residents, community groups the Manager 
feel empowered to influence opportunity to get involved in local decision 
decision makinQ makinQ 
As an Employer, we will: 

3.1 Understand the profile of our Analyse available data to understand how HR Manager Every 3 years with 
workforce representative the Council's workforce is HR Support Officer Policy update 

and identify any issues that need to be 
addressed 

3.2 Ensure that the Council's Ensure our recruitment and selection Recruiting Managers Ongoing 
policies and practices are non- process is fair, consistent and transparent HR 
discriminatory and compliant and that job opportunities are accessible to 
with Equalities legislation as wide and diverse an audience as possible 

Carry out EIAs on new and revised HR Manager By 3181 March 
employment policies and publish them on HR Support Officer 2021 
the Council's website 
Take seriously and act upon allegations of CMT Ongoing 
inappropriate language, situations or Service Leads 
practices and investigate issues as soon as Monitoring Officer 
they arise, promptly at the root cause 
Ensure that appropriate reasonable Service Leads Ongoing 
adjustments are being put in place for HR Manager 
colleagues with disabilities, such as HR Support Officer 
providing physical adaptations or equipment HR Administrator 
and reviewinQ workinQ arranQements 

3.3 Educate our workforce to Ensure that all Council staff and Members HR Manager By December 
improve understanding of undertake training in unconscious bias HR Support Officer 2021 
barriers faced by particular HR Administrator 
groups so that all employees 
can help to remove these 
barriers 
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3.4 Public bodies subject to the The Council will produce an Equality, HR Manager Annually in 
specific duties of the Public Diversity and Inclusion Monitoring Report for September or 
Sector Equality Duty must the period 1st April to 31st March each year October 
publish information to show 
their compliance. 
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APPENDIX 6 :  EQUALITY IMPACT ASSESSMENTS (EIA) - A CHECKLIST FOR OFFICERS 

What is an Equal ity Impact Assessment (EIA)? 

As part of any effective pol i cy development process, it is important to consider any potential risks to those who wi l l  
be  affected by the po l i cy's a ims or  by its implementation .  The Equa l ity I mpact Assessment (E IA) process helps us  
to  assess the impl ications of  our  decis ions on the whole commun ity ,  to  e l im i nate d iscrim ination ,  tackle inequa l ity ,  
develop a better understand ing of the commun ity we serve , target resources efficiently, and ad here to the 
transparency and accountab i l ity element of the Publ ic Sector Equal ity Duty. 

The word ' pol icy' , i n  th is context, inc ludes the d ifferent th i ngs that the Cou nci l  does . It inc ludes any pol icy, 
procedu re or practice - both in em ployment and service del ivery. It also inc ludes proposals for 
restructu ring ,  red undancies and changes to service provis ion .  

a. 

E 
0 

(_) 

1 1  I EIA - IN ITIAL SCREENING TEMPLATE 

To be completed when develop ing a new or  reviewing an existi ng po l icy .  Use the I n it ia l  Screen ing 
Template ( 1ST) to scope the impact and decide whether a fu l l  equa l ity impact assessment (E IA) is 
requ i red . 

The fo l lowing questions can help you to determ ine whether a fu l l  E IA is requ i red : 
■ Does the po l icy affect service users or  the wider commun ity? 
■ I s  it a major  po l icy ,  with a s ign ificant effect on how funct ions are del ivered? 
■ Wi l l  it have a s ign ificant effect on how other organ isations operate? 
■ Does it i nvo lve a s ign ificant commitment of resou rces? 
■ Does it relate to an area where there are known inequa l it ies , e . g .  d isabled people's access to pub l ic  

transport etc? 

If a fu l l  E IA is requ i red , go to Stage 2 .  If not, your  1ST wi l l  need to be counters igned by you r  Service 
Lead Officer and forwarded to the H R  Manager (go to Stage 3) . 

1 2  
EQUALITY IMPACT ASSESSMENT (EIA} 

a) Estab l ish clear a ims and objectives ■ What is the a im/pu rpose of the pol icy? 
Questions (a) to (b) ■ Who is the pol icy i ntended to benefit and how? 

■ What outcomes do we want to ach ieve from the pol icy? 
■ How wi l l  the po l icy be put i nto practice? 

b) Gather in formation/data ■ Is the E IA informed by any data? i . e .  consu ltations,  
Question (c) complai nts ,  app l ications received , a l locations/take-up ,  

satisfaction/feed back data , access aud its ,  census data , 
benchmarki nq ,  workforce profi le etc. 

c) Assess l i kely impact and ■ What do you a l ready know about eq ual ity impact or need? 
opportun ities to promote eq ual ity ■ Is there a h igher  or lower take-up by particu lar g roups? 
Questions (d) to (g) ■ Have there been any demograph ic changes/trends local ly? 

■ Are there any barriers to accessing the pol icy or service? 
■ Is there a d ifferent ia l impact on d ifferent g rou ps? 
■ Is the d ifferent ial impact an adverse one? 
■ Is the pol icy d i rectly or i nd i rectly d iscrim inatory? 
■ Is the pol icy i ntended to i ncrease eq ual ity of opportun ity 

th rouqh positive action? 
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d) I nvo lvement and consu ltat ion 
Questions (h) to (j) 

e) Make a j udgement on the pol icy 
i n  l ight  of data , a lternatives and 
consu ltat ion 
Questions (k) to (I) 

■ How have you engaged stakeho lders i n  gathering 
evidence or  test ing the pol icy proposals? 
The Consultation Register is available to assist staff in 
consulting with the Council's stakeholders. 

■ Who was invo lved , how and when where they 
engaged? 

■ Does the evidence show potent ia l  for d ifferent ia l  
im pact? 

■ How wi l l  you m it igate any negative im pacts? 
Option 1 :  

Opt ion 2 :  

Opt ion 3 :  

Opt ion 4 :  

No major change - the evidence shows that 
the pol icy is robust and no potent ia l  for 
d iscrim inatio n .  
Adjust the policy - to remove barriers or  to 
better promote eq ua l ity . 
Continue the policy - desp ite potent ia l  for 
adverse im pact or  m issed opportu n ity to 
promote eq ua l ity , provided you have satisfied 
you rself that it does not u n lawfu l ly 
d iscrim inate . 
Stop and remove the policy - i f  t h e  pol icy 
shows adverse effects that cannot be justified . 

You r  E IA wi l l  need to be cou nters ig ned by you r  Service Lead Officer and forwarded to the H R  
Manager .  

1 3  I COMMITTEE REPORT ( IF  APPLICABLE) 

I f  you r  new/revised pol icy is bei ng presented to committee, you should use the committee report 
template to ind icate if an impact assessment has or  has not been completed . Attach a copy of the 
completed IST/E IA to the committee report. If the IST/EIA identifies barriers,  you r  report should 
make reference to the main fi nd ings and any proposed actions so th is can i nform decis ion 
making.  

1 4  I PUBLICATION OF EIA 

The Counci l  is committed to pub l ish ing the resu lts of our  E IAs on the Counci l 's  website . When the 
IST/E IA has been approved by Committee, then the fi na l  vers ion shou ld be forwarded to the H R  
Manager who wi l l  arrange for the documents to b e  pub l ished . You wi l l  need to send any background 
papers or  append ices that are re levant. Copies of impact assessments can a lso be made ava i lable on 
request. 

1 Is MONITOR & REVIEW 

I mpact assessments are an ongoing process that do not end once a document has been produced . A 
review that considers the actua l  impact of the pol icy shou ld be undertaken no later than one year  after 
its i ntroduction .  Th is is not repeati ng the IST/E IA, but go ing back to the orig ina l  assessment and us ing 
the i nformation and experience ga i ned th rough implementation to check the fi nd ings and make any 
necessary adjustments . 
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APPENDIX 7 :  EQUALITY IMPACT ASSESSMENT  - IN ITIAL SCREENING TEMPLATE (1ST) 

I n it ial screen ing needs to take p lace for a l l  new/revised Cou nci l  pol ic ies . The word ' pol icy' , 
i n  th is context, inc ludes the d ifferent th ings that the Cou nci l  does . It inc ludes any pol icy, 
procedu re or practice - both in employment and service del ivery. It also inc ludes proposals 
for restructu ring ,  redu ndancies and changes to service provis ion .  Th is stage m ust be 
com pleted at the earl iest opportun ity to determ ine whether it is necessary to u ndertake an 
EIA for th is activ ity. 

Name of Pol icy:  

Lead Officer ( respons ible for 
assessment) : 

Department: 

Others I nvolved i n  the Assessment ( i .e .  
peer review, external chal lenge) :  

Date I n it ial Screen ing Com pleted : 

(a) What is the pol icy try ing to ach ieve? i . e .  What is the a im/pu rpose of the po l icy? Is  it 
affected by external d rivers for change? What outcomes do we want to ach ieve from the 
po l icy? How wi l l  the po l icy be put i nto practice? 

(b) Who are its main beneficiaries? i . e .  who wi l l  be affected by the po l icy? 

(c) Is th is assessment i nformed by any i nformation or backg round data? i . e .  
consu ltations ,  compla i nts , app l ications received , a l locations/take-up ,  satisfact ion rates, 
performance ind icators , access aud its , census data , benchmarking , workforce profi le etc . 
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-----------------

(d) Does th is pol icy have the potential to cause a positive or  negative impact on d ifferent 
g roups i n  the commun ity ,  on the g rounds of any of the protected characteristics (p lease 
tick all that apply) :  

Ethn ic ity Age 
Sex Rel ig ion or Bel ief 
D isabi l ity Sexual  Orientation 
Gender Reass ignment Marriage & Civi l  Partnersh ip  
Pregnancy & Maternity 

Please expla in any  im pact identified : i . e .  What do you a l ready know about equal ity impact 
or  need? Is  there any evidence that there is a h igher or  lower take-up by particu lar  g roups? 
Have there been any demograph ic changes or trends local ly? Are there any barriers to 
accessing the pol icy or service? 

(e) Does the pol icy affect service users or the wider commun ity? YES/NO/Na 
(f) Does the pol icy have a s ign ificant effect on how services are del ivered? YES/NO/Na 
(g) Wi l l  it have a s ign ificant effect on how other organ isations operate? YES/NO/Na 
(h)  Does it i nvolve a s ign ificant comm itment of resou rces? YES/NO/Na 
(i) Does it re late to an area where there are known inequal ities, e .g .  d isabled YES/NO/Napeople's access to pub l ic transport etc? 

If you have answered YES to any of the questions above , then it is necessary to proceed with a 
fu l l  equal ity impact assessment (E IA) . If the answer is NO,  then th is j udgement and you r  
response to the above questions wi l l  need to be  counters igned by you r  Service Lead Officer and 
then forwarded to the H R  Manager. 

Signatures: 

Completing Officer: Date: 

Service Lead Officer: Date: 
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APPENDIX 8 :  EQUALITY IMPACT ASSESSMENT (EIA) FORM 

Name of Pol icy:  

Lead Officer ( respons ible for assessment) : 

Department: 

Others I nvolved i n  the Assessment (i .e. peer 
review, external chal lenge) :  

Date EIA Com pleted : 

What is an Equal ity Impact Assessment (EIA)? 

As part of any effective po l icy development process , it is important to consider any potential r isks to those who 
wi l l_be affected by the pol icy's aims or  by its implementation .  The Equal ity I mpact Assessment (E IA) process he lps 
us to assess the imp l ications of our  decis ions on the whole commun ity ,  to e l im inate d iscrim ination ,  tackle 
i nequal ity ,  develop a better understand ing of the commun ity we serve , target resou rces efficiently, and adhere to 
the transparency and accountab i l ity element of the Pub l ic  Sector Equa l ity Duty. 

The word ' pol icy' , i n  th is context, inc ludes the different thi ngs that the Counci l  does . It inc ludes any po l icy, 
procedu re or practice - both in  employment and service del ivery. It also inc ludes proposals for 
restructu ring ,  red undancies and changes to service provis ion .  

(a) What is the pol icy try ing to ach ieve? i . e .  What is the a im/pu rpose of  the pol icy? Is  it affected by external 
d rivers for change? What outcomes do we want to ach ieve from the po l icy? How wi l l  the pol icy be put i nto 
practice? 

(b) Who are its main beneficiaries? i . e .  who wi l l  be affected by the po l icy? 

(c) Is the EIA informed by any i nformation or backg round data (quantitative or qua l itative)? i .e .  
consu ltations, com plaints , appl ications received, a l locations/take-up, satisfaction rates, 
performance ind icators,  access aud its ,  census data, benchmarking, workforce profi le etc. 
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(d) Does th is pol icy have the potential to cause a pos itive or negative im pact on d ifferent 
g roups in the commun ity, on the g rounds of any of the protected characteristics? (p lease 
tick all that apply) 

Ethn ic ity Age 
Sex Rel ig ion and Bel ief 
D isabi l ity Sexual  Orientation 
Gender Reass ignment Marriage & Civi l  Partnersh ip  
Pregnancy & Maternity 

Please expla in any im pact identified : i . e .  What do you a l ready know about equal ity impact or  need? Is  there 
any evidence that there is a h igher or  lower take-up by particu lar  g roups? Have there been any demograph ic 
changes or  trends local ly? Are there any barriers to accessing the pol icy or  service? 

(e) Does the pol icy have a d ifferential im pact on d ifferent g roups? YES/NO/Na 
(f) Is the im pact adverse ( i .e. less favou rable)? YES/NO/Na 
(g) Does it have the potential to d isadvantage or d iscrim inate u nfai rly YES/NO/Na against any of the g roups i n  a way that is u n lawfu l? 

(h)  How have you engaged stakeholders i n  gathering evidence or test ing the pol icy proposals? Who 
was i nvo lved , how and when where they engaged? Does the evidence show potential for d ifferentia l  
impact? How wi l l  you m itigate any negative impacts? Where there is the potential for an adverse impact 
that cannot be add ressed immed iately, these shou ld be h igh l ighted i n  you r  recommendations and 
objectives at the end of the E IA .  

* The Consu ltation Reg ister is ava i lab le to assist staff i n  consu lt ing with the Counc i l 's  stakeholders .  
( i )  Summarise the fi nd ings of  you r  research and/or consu ltation (p lease use a separate sheet if 

necessary) . 
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--------------------

U) What are the risks associated with the pol icy i n  re lat ion to d ifferential im pact and u nmet 
needs/req u i rements? i . e .  reputation ,  fi nancia l ,  breach of leg is lation , service excl usion ,  lack of resou rces, 
lack of cooperation ,  insufficient budget etc . 

(k) Use the information gathered i n  the earl ier stages of you r  EIA to make a judgement on whether 
there is the potential for the pol icy to resu lt i n  u n lawfu l d iscrim ination or  a less favou rable im pact 
on any g roup in the commun ity, and what changes ( if any) need to be made to the pol icy. 

Option 1 :  No major change - the evidence shows that the pol icy is robust and no 
potential for d iscrim i nation .  

Option 2 :  Adj ust the pol icy - to remove barriers or  to better promote equal ity .  
Option 3 :  Continue the pol icy - despite potentia l  for adverse impact or  missed 

opportun ity to promote equa l ity ,  provided you have satisfied you rself that it 
does not un lawfu l ly d iscrim inate . 

Option 4 :  Stop and  remove the  pol icy - i f  the po l icy shows adverse effects that 
cannot be justified . 

( I )  Where you have identified the potential for adverse im pact, what action can be taken to remove or 
m itigate against the potential for the pol icy to un lawfu l ly d iscrim inate or  im pact less favou rably on 
one or more commun ities i n  a way that cannot be j ustified? I nc lude key activit ies that are l i kely to 
have the g reatest impact (max. 6) . Identified actions shou ld be specified in deta i l  for the fi rst year  but there 
may be fu rther longer term actions which need to be considered . To ensure that you r  actions are more 
than just a l i st of good i ntentions ,  i nc lude for each : the person responsib le for its completion , a timescale 
for completion ,  any cost impl ications and how these wi l l  be addressed . I t  is essentia l  that you incorporate 
these actions i nto you r  service p lans .  

Th is completed E IA wi l l  need to be countersigned by you r  Service Lead Officer and forwarded to the HR 
Manager. Al l  completed E IAs wi l l  be publ ished on the Counci l 's  website to demonstrate to local people that the 
Counci l  is actively engaged in tackl i ng potential d iscrim inat ion and improvi ng its practices in relation to equal it ies. 

Sig natu res : 

Com pleti ng Officer: Date: 

Service Lead Officer: Date: 
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