EQUALITY SCHEME

Assessment of Functions

SECTION:
Democratic Services_

	Service
	Functions/ Policies
	*1

Which of the aspects of duty does it relate to
	*2

Likelihood/ Priority of discrimination
	Evidence
	*3

Priority for section
	Reason
	Year for action

	Committee 
	Arrange meetings
	2,4
	3
	None
	2
	
	2

	Administration
	Produce agendas
	2,4
	2
	None
	2
	
	2

	
	Minuting meetings
	2,4
	2
	None
	2
	
	2

	
	Contact with the public
	
	
	
	
	
	

	Elections
	Organise elections/by-elections etc
	4,2
	3
	None
	1
	Elections in May 2007 &
	1

	
	Provide polling stations
	1,4
	3
	None
	1
	Electoral Commission 
	1

	
	Appoint staff
	1,2,4
	2
	None
	1
	reviewing
	1

	
	Boundary reviews
	4
	3
	None
	3
	
	3

	Electoral 
	Produce electoral register
	2,4
	3
	None
	2
	
	2

	Registration
	Arrange annual canvas
	2,4
	3
	None 
	2
	
	2

	Filing
	Filing documents within the section
	None
	
	
	
	
	

	Mayors Office
	Admin support for the Mayor
	None
	
	
	
	
	

	
	Organise civic events
	All
	1
	None
	1
	Frontline service
	1

	Post room
	Opening and distributing incoming mail, Circulating internal mail
	None
	
	
	
	
	

	
	Dispatching out going mail
	None
	
	
	
	
	

	Reprographics
	Photocopying documents
	None
	
	
	
	
	

	Typing
	Typing documents for other officers
	None
	
	
	
	
	

	*1  (1) Eliminating unlawful racial, sexual and disability discrimination;
	

	      (2) Promoting equality of opportunity;
	*2 PRIORITY: 1 = YEAR 1, 2 = YEAR 2, 3 = YEAR 3

	      (3) Promoting good race relations between people of different racial groups;
	*3 PRIORITY FOR SECTION: 1 = HIGH, 2 = MEDIUM 3 = LOW

	      (4) Promoting inclusion of all groups within society.
	


