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INTRODUCTION to 2006 edition

Dear Colleague

It is my pleasure to introduce this revised and extended guidance to help your school meet statutory duties under the Race Relations (Amendment) Act 2000.

Racism is a complex issue and can be tackled through promoting equality of opportunity and valuing diversity.  We all recognise that children and young people need to learn in a positive environment based on respect for people’s differences and commitment to prevent racism, and that schools are uniquely placed to both shape and define tomorrow’s citizens to promote harmonious peaceful human relations. 

This guidance is intended to draw together good practice and be the catalyst for discussion, action planning, monitoring and review.  I hope that it will help you put effective strategies to eliminate racism into action.

Yours sincerely

Graham Badman

Managing Director of Children, Families and Education Directorate

 A

E EQUALITY POLICY WORKING GROUP
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The Race Relations (Amendment) Act 2000

Summary of the Legal Requirements 

Introduction

Schools can refer to this section to clarify their general and specific duties. The statutory order referred to relates to the order made by the Home Secretary, which came into force on the 3rd December 2001. Full details of this order can be found by following this link to Kent Trustweb:

The General Duty

The Race Relations (Amendment) Act 2000 places a general duty on all schools (and public authorities) to:

· Eliminate unlawful racial discrimination.

· Promote equality of opportunity.

· Promote good relations between people of different racial groups.

The Specific Duties 
The Race Relations (Amendment) Act 2000 places a duty on schools to:

(1) Prepare, maintain and fulfil a written statement of their race equality policy.  The race equality policy could be part of another policy, for example Equal Opportunities, but in order to meet the duty the policy should be clearly identifiable and easily available.  The Race Equality Policy should have been in  place by 31st May 2002

(2) Assess the impact of its policies, including the race equality policy, on pupils, staff and parents of different racial groups. 

(3)
Monitor the impact on pupils, staff and parents the operation of its policies.  (The 
statutory order sets out that schools should publish annually the results of its monitoring).

For both (2) and (3) the Act makes particular reference to the assessment and monitoring of the attainment levels of pupils. 

The statutory order sets out that schools should have in place arrangements for fulfilling these duties as soon as is reasonably practicable.

Statutory guidance by the Commission for Racial Equality sets out suggested areas for ethnic monitoring as:

· Profiles of pupils.

· Application, and success and failure rates for admission.

· Appeals for admission.

· Pupils’ attainment levels.

· Temporary and permanent exclusion.

· Truancy.

· Reports of bullying.

· Complaints made by parents.

· Reports of racist incidents and outcomes.

· Disciplinary action.

· English as an Additional Language (EAL).

· Composition of governing bodies.

· Extra-curricular activities. 

· Assessment and setting.

Statutory guidance by the Commission for Racial Equality sets out that in order to meet the specific duties schools should link their race equality policy to an action plan.  

Schools are bound* by the Race Relations (Amendment) Act 2000 to supply the LA with staffing and employment data by racial group.  This includes:

· The numbers of staff in post

· Applicants for employment, training and promotion.  

Schools with 150 (or more) FTE staff in post will also need to provide information by racial group on those who:

· Receive training.

· Benefit or suffer detriment as a result of the school’s performance assessment procedures.

· Are involved in grievance procedures.

· Are subject to disciplinary procedures.

· Cease employment.

* Schools are bound through the General Duty.  The local authority is bound to monitor these areas through the Specific Duties.

Background information 

“The 2001 Census has shown that nearly one in eight pupils come from a minority ethnic background and by 2010 the proportion is expected to be around one in five.”www.teachernet.gov.uk/ethnicminoritypupils ref to DfES Research and Statistics Gateway. So clearly this needs to be in the context of meeting all pupils’ needs, not in separating out by group.

This guidance has been produced to help schools to understand and work positively with some of the multi-cultural dimensions of education in Kent schools and has been produced in consultation with colleagues from the local authority, schools, community groups, the equality and human rights commission and SACRE.


Kent County Council recognises positively the fact that Britain is, and will remain, a richly diverse society in which all persons are entitled to equality of access and opportunity in education. Equality of opportunity is a fundamental aspect of the ethos of every school in the county, where each individual is entitled to learn in a supportive environment and to benefit from the diversity of the school community. In particular, the aims of schools and the local authority are:

· equal access and treatment for everyone

· being responsive to changing needs

· working to an agreed code of conduct which can be modified

· celebrating differences

· encouraging all pupils to be proud of their own traditions, and to respect those of every other group

· providing an ethos in which all ethnic and cultural traditions are accorded equal respect

· preparing pupils for life in a multi-cultural society.

It is important to remember that the multi-cultural dimension adds to the diversity of learning.

Emerging communities groups in Kent

Kent, in common with the rest of Europe, has a transient population. Families re-locate for diverse reasons. These may include:

· seeking work

· maintaining cultural traditions

· nomadic traditions

· seeking refugee status

· seeking support from their extended family.

General issues regarding dress & uniform

It is important that rules regarding school uniform and dress are sufficiently flexible to avoid discrimination on racial or cultural grounds. School rules regarding uniform may need to be modified to allow for cultural needs to be met. For example the Sikh turban or the shalwar/kameez (trousers/tunic) might be worn in school colours thus satisfying uniform or cultural considerations. Or for those schools that do not allow trousers as part of the uniform, coloured tights or leggings could be worn as a substitute.
There are likely to be sound and practical ways of accommodating religious or traditional reasons while at the same time maintaining a respect for the school rules and for the curricular requirements of the school.

Guidance for Kent Schools on developing a Race Equality Policy

Introduction

A Race Equality Policy will help the school create a framework for action to eliminate racial discrimination and harassment.

Schools can use this section to focus on aspects of school life in developing their Race Equality Policy and their Race Equality Action Plan or School Improvement Plan. Schools can use the sub-sections to help focus, stimulate and structure discussion on policy and practice.    A series of questions will inform debate, review and reflection in the school.   For each aspect of school life the guidance suggests some key tasks which may be included in the Race Equality Action Plan.

It is recommended that the school Race Equality Policy covers these areas, each of which are covered in detail in the following pages:

· Rationale

· Commitment

· Curriculum 

· Teaching and Learning 

· Community Consultation and Partnership 

· Student Responsibility

· Racial Incidents 

· Ethnic Monitoring

· Admissions

· Staff Recruitment

· Staff Development

· Monitoring and review of school policies

A Model Race Equality Policy is included. Schools may wish to use this model policy as a template or framework for their own policy.

Developing a Race Equality Policy - Rationale for the policy

A Race Equality Policy will help the school tackle racial discrimination, promote equality of opportunity and good race relations in all areas of school activity.

Questions to inform discussion, review and reflection in the school:


· How will we ensure that the policy is discussed, developed or reviewed by those who are expected to implement it?

· How will we ensure the policy is realistic and achievable by staff, parents and students?

· How do we ensure that governors, staff, parents and pupils understand the rationale and legal basis of the policy?

· How will we ensure continuous improvement, move beyond the minimum and fulfil the General Duty?

Some key tasks which could be included in the school’s action plan:


· Establish a small group including headteacher, governors, teachers, parent representative and non-teaching staff and pupil representatives (if appropriate to age group) to plan the policy.


· Use the LA model policy for a basis of discussion.


· Review all school policies to ensure that race equality is an explicit aim in each policy.

Developing a Race Equality Policy - Commitment

The Race Equality Policy will set out the school’s commitment to tackling racial discrimination and harassment, promoting equality of opportunity and good race relations.  It will establish the school’s commitment to preparing all pupils for living in a multi-cultural and multi-ethnic society.

Questions to inform discussion, review and reflection in the school:


· How do we ensure that our commitment to race equality is publicised to parents, contractors, staff, community and pupils?

· Does our school's statement of commitment to racial equality value cultural and ethnic diversity?

· Does our school's statement of commitment recognise the responsibility to prepare pupils for living in a multi-cultural and multi-ethnic society?

Some key tasks which could be included in the school’s action plan:


· Training session for staff and governors to ensure they understand the school's responsibilities and their own duties to promote race equality.

· A strategy for publicising the school’s policy on race equality (e.g. poster campaign).

· Schools include a statement on their commitment to race equality in their prospectus.

· All new staff are made aware of the school’s Race Equality Policy during their induction programme.

Examples of Good Practice

· School governing body has training on race equality.

· School displays reflect a multi-cultural and multi-ethnic society.

· Race Equality is a standing item on Leadership Team, Departmental and Staff meeting agendas.

· There is a governing body sub-committee that is responsible for diversity and inclusion issues.

· Parents, children and community groups are consulted when RE policies are being developed and reviewed.

Developing a Race Equality Policy - Curriculum 

A Race Equality Policy will enhance the school’s commitment to the three principles of the National Curriculum.

The National Curriculum sets out three principles for inclusion:

· Setting suitable learning challenges for all pupils

· Responding to pupils’ diverse learning needs

· Overcoming potential barriers to learning and assessment for individuals and groups of pupils


Questions to inform discussion, review and reflection in the school:

· Does our curriculum celebrate cultural and religious diversity?

· Do our programmes of study/schemes of work raise awareness of multicultural issues?

· Do we use inclusive teaching and learning strategies?

· Do we offer staff the opportunity to update their knowledge and skills?

· Do our resources celebrate religious and cultural diversity?

· Does the culture of our school encourage children and staff to discuss race equality in lessons?

· Does the curriculum prepare children to live in a multicultural society?

Some key tasks which could be included in the school’s action plan:

· Audit resources.

· Analyse schemes of work. 

· Offer staff support in adapting schemes of work.

· Offer staff INSET on developing resources, teaching difficult issues, teaching and learning strategies.

· Encourage cross subject co-operation in developing anti-racist project work.

Examples of good practice 


· Subject departments and curriculum co-ordinators have met to review teaching plans to reflect the diverse range of cultures represented in the school, community and nation.

· History project on refugees in Second World War with modern parallels.

· Geography module on migration
Teacher taking on performance management target re: inclusive teaching styles.

· Developing a Race Equality Policy - Teaching and Learning

A Race Equality Policy will help schools establish effective teaching and learning policies and practice to ensure that all pupils achieve their potential.

Questions to inform discussion, review and reflection in the school:
· Are we using effective monitoring to highlight possible differences between the 
performance of different racial groups to find reasons and solutions?

· Have our staff been given the opportunity to contribute to relevant whole-school policies?

· How are we encouraging parents from ethnic minority backgrounds to participate 
in the life of the school?

· How do our resources help teachers eradicate prejudices and disadvantages?

· Do our teaching styles enable all pupils to participate actively on learning?

· Does our pupil grouping arrangement enable all pupils to achieve their potential?
· Are our assessment and teaching methods culturally neutral and accessible to all pupils?
Some key tasks which could be included in the school’s action plan:

· Review membership of governing body to better reflect ethnic makeup of local community/ school community. Does this belong here or in next section?

· Develop a relevant programme of staff training.

· Involve students in reflection about race equality issues e.g. in Citizenship/PSE lessons and assemblies.

· Look at communications with parents to see that they are written clearly in such a way that all parents can read and understand them. (Suggest they use a literacy measurement tool?)

· Look at methods of assessment and testing. Are they culturally neutral?

· Organise multi-cultural events, perhaps linked to a religious festival, and involve parents and members of different community groups in the preparation.

Examples of Good Practice

· Children’s first language is used to enhance understanding and support the development of EAL.

· The teacher praised EAL students as models of language learners.

· Use of a refugee pupil’s testimony as part of a Year 9 assembly during Refugee Week. 

· Involve parents and pupils in study of cultural background in the delivery of the curriculum.

·  Whole school staff INSET ‘Raising Awareness of Asylum Seeker and Refugee Issues’ led to partnership teaching incorporating awareness raising amongst students.

· Extensive use is made of visual materials to support understanding and language learning.

· Grouping strategies allow children learning EAL to work at their intellectual level.

Developing a Race Equality Policy - Community Consultation and Partnership

A Race Equality Policy will help schools establish partnerships with local minority ethnic community groups. Such involvement should be mainstreamed within schools as much as possible.

Questions to inform discussion, review and reflection in the school:

· How do we engage and involve local Black and Minority Ethnic community groups either from our locality or from multi-ethnic areas?

· Does the representation on the school governing body, reflect the ethnic make up of the school / local area?

· What positive steps are we taking to celebrate cultural, linguistic or religious diversity in your school?

· What positive action is our school taking to involve parents from multi-ethnic backgrounds in the day to day running of the school as classroom helpers, members of the PTA or governing body?
Some key tasks which could be included in the school’s action plan:

· Develop links with minority ethnic community groups. This could be done by involving parents, the local Racial Equality Council, or the Police Community Liaison Officer for your area. 

· Be pro-active in encouraging governors from Black and Minority Ethnic backgrounds.

· Visit local places of worship such as the Church, Mosque or Gurdwara, so pupils develop a better understanding of other people in the community.

· Organise multi-cultural days, invite outside artists, performers and storytellers and other talents to school. Participate in local community festivals.

· Considering diversity when inviting diverse groups/business into schools

Examples of Good Practice

· A small rural primary school with few ethnic minority pupils encourages understanding and appreciation of cultural diversity by bringing a Kent based bhangra group to the school to perform dance, music, and to speak about Sikh culture and food.

· A Gravesham based school works in partnership with the local Racial Equality Council to get a governor from a minority ethnic background, as the school has a significant number of minority ethnic pupils.

· A primary school recruits parent volunteers to help run after-school club focusing on various cultures. Parents helped with cooking, music and dressing up children in national costumes.

· A secondary school celebrated a festival by involving community expertise.
· Links with the local community and businesses are made to provide mentors from Black and Minority Ethnic groups.

Developing a Race Equality Policy - Student Responsibility

A Race Equality Policy will establish the school’s commitment to developing pupils’ understanding of race equality issues.  The Race Equality Action Plan should establish how pupils will be positively and pro-actively engaged in the process.

Questions to inform discussion, review and reflection in the school:

· Do pupils know what race equality means (at personal, community and global levels)?

· How have pupils been involved in preparing your school’s Race Equality Policy?

· What resources are there for pupils to independently access information on the school’s Race Equality Policy and wider race equality issues?

· How much opportunity do pupils have to discuss ‘live’ issues with a racial content, racial conflict and its management?

· Are pupils aware of available strategies to deal with racist incidents?

Some key tasks which could be included in the school’s action plan:  

· To have issues of racial equality and living in a multi-ethnic society to be part of the curriculum and life of the school.

· Teachers seeking opportunities to introduce activities which demonstrate the value of other cultures.

· Developing a strategy to prevent and deal with racial incidents.

Examples of good practice

· Issues of racial discrimination and equality have been discussed within PSHE.

· Schools have made use of an educational development group to provide input to pupils on international issues and children’s rights.

· Schools have brought in artists from a variety of cultural backgrounds to introduce arts from around the world.

· Pupils are made aware of the procedures for dealing with racial incidents.

· Peer mentoring and mediation schemes have successfully engaged pupils in resolving and preventing racial incidents.

· The school council is used to consult with young people on the school’s response to diversity and equality.

Developing a Race Equality Policy - Racial Incidents


A Race Equality Policy will help the school to implement positive action to eliminate racial discrimination and harassment and meet the requirements of statutory guidance set out in the DfES guidance: Social Inclusion – Pupil Support (page 25, para 4.32):

http://www.dfes.gov.uk/publications/guidanceonthelaw/11-99/11-99.htm
Questions to inform discussion in the school:

· What are the advantages of having a policy and procedure for dealing with racial incidents?

· What action does the school need to take to communicate and develop an understanding of the policy amongst school staff, governors and pupils?

· What steps does the school need to take to ensure that anti-racism is linked to the school-wide implementation strategy for tackling anti-social behaviour and reducing conflict?

· What action does the school need to take to monitor the effectiveness of the action taken to address incidents? 

· What action does the school need to take to prevent incidents from recurring?

Some key tasks which could be included in the school’s action plan:

· Identify a named individual for dealing with allegations.

· Publicise the role of the teacher and the policy and procedure to staff and pupils.

· Hold a development session for governors and all staff, and include anti-racism in staff induction and INSET.

· Consider discrimination when reviewing and developing other school policies.

· Set up monitoring and review of procedures to respond to racial incidents.

· Set up support mechanisms for both perpetrators and victims (e.g. ‘buddying’ system systems for victims).

Examples of good practice


· A secondary school youth action group is holding a conference to tackle racism and promote cultural understanding.

· A school took action to counteract racism and racist attitudes emerging from media interpretation of international crises.

· The school has invited organisations such as ‘Show Racism the Red Card’ to develop children’s awareness of racism.

Developing a Race Equality Policy - Ethnic Monitoring of Pupils

A Race Equality Policy will help schools implement Ethnic Monitoring.  The DfES has issued statutory guidance to schools about ethnic monitoring of pupils.  Schools will also need to carry out ethnic monitoring on employment and staffing (discussed separately). The Kent Guidance for schools on the collection and recording of data on pupils’ ethnic background can be located here:

http://www.kenttrustweb.org.uk/docs/KentGuidance.doc
Questions to inform discussion, review and reflection in the school:


· Who will lead the school on implementing the DfES and LA guidance on ethnic monitoring of pupils?

· What arrangements do we need to make for parents who are not literate or for translation for parents that do not speak English?

· How will we manage non-respondents to the data collection exercise and who will ascribe ethnic categories to pupils who fail to respond to requests for the information?
· How will our school ensure there is a consistent policy for ascribing ethnicity?

· How will we collect information on ethnicity at the point of admission to school?

Some key tasks which could be included in the school’s action plan:

· Disseminate guidance on ethnic monitoring.

· Set up a steering group to oversee ethnic monitoring.

· Provide translations of the letters and questionnaire as applicable.

· Make arrangements for parents who are not literate.

· Send reminders to parents for outstanding questionnaires.

· Write an ascription policy, if applicable.

· Notify parents of any ascription made by the school, if applicable.

Example of good practice

· The school is using ethnicity data to track the attainment of children in different cohorts e.g. baseline, SATs to look at value added and identify patterns in the development of pupils in these cohorts.   This tracking enables the school to look at strategies necessary for dealing with identified need.

The school ensures that minority ethnic groups are represented on the talented and gifted register and that there is equality of access for all children in extra-curricular activities and student support structures.

Developing a Race Equality Policy - Admissions

A Race Equality Policy will help the school to assess the impact of their Admissions Policy on different racial groups.

Questions to inform discussion, review and reflection in the school:

· What are the benefits of our school having a multi-ethnic student population?

· What action does our school need to take to ensure that diagnostic and academic assessment criteria are not culturally biased?

· How does our school convey its message to the community that diversity is celebrated and racism is outlawed?

· How does our school include information on (a) race equality and (b) how it celebrates diversity within its prospectus?

For those schools who are their own admissions authority
What action does our school need to take to ensure that its entry criteria, conditions or requirements, whether academic or non-academic, does not exclude ethnic minority students or reduce their chances of admission?

Some key tasks which could be included in the school’s action plan:

· Review the school’s prospectus.

· Establish a procedure to monitor the school’s admissions from the perspective of Race Equality (requirement of the Amendment to the Race Relations Act 2000).

For those schools who are their own admissions authorities

· Review the school’s admission policy and criteria to ensure that it does not discriminate against a particular group.

Developing a Race Equality Policy - Staff Recruitment

A Race Equality Policy will help the school to meet their duties to provide the LA with employment data by ethnicity by staffing groups. For further information, please see ‘Toolkit for Collecting and Improving School Workforce Data by Equalities Groups’, included in this handbook.

Questions to inform discussion, review and reflection in the school:

· How do advertisements for staff vacancies convey our school’s commitment to race equality?

· What action does our school need to take to encourage the appointment of applicants from under-represented ethnic minority groups?

· What action does our school need to take to monitor the applications for employment and applications for promotion by ethnic groups?

· What action does our school need to take to ensure that equality is a central principle in appointing and promoting staff?

· How could our school promote teaching as a career option for Black and Minority Ethnic students and non-teaching staff?

· How does our school support newly recruited Black and Minority Ethnic staff?

Some key tasks which could be included in the school’s action plan:

· Review media for advertisements, and ensure that publications selected do not exclude or reduce numbers of applicants from a particular racial group.

· Set up or improve procedures to monitor applications for employment and promotion by ethnicity, in line with legal requirements and the Toolkit. 
· Consider how the school can promote teaching as a career option for Black and Minority Ethnic students and non-teaching staff.

· Ensure that those involved in the recruitment process are fully trained and aware of responsibilities for ensuring fair practice. 

Examples of good practice 

· Governors and school staff responsible for recruitment and selection have training on race equality.

· Schools include a statement about their commitment to race equality in advertisements.

· The school actively encourages Black and Minority Ethnic parents and community members to be represented on parents’ associations and the governing body.

Developing a Race Equality Policy - Staff Development

A Race Equality Policy will help the school meet their duties to provide the LA with employment data by staffing group. For further information, please see ‘Toolkit for Collecting and Improving School Workforce Data by Equalities Groups’, included in this handbook.

Questions to inform discussion, review and reflection in the school:

· How does our school ensure that all staff receive development on race equality as part of the CPD programme?

· Is race equality a key responsibility in the job description of the staff development co-ordinator?

· What action does our school need to take to ensure that staff are aware of school policy to prevent and respond to racial incidents?

· How does our school incorporate race equality within its induction programme?

· How does our school monitor access to development and support opportunities for all staff?

· Does our school use the Toolkit to monitor and improve development by ethnicity?

· How does our school develop Black and Minority Ethnic staff?

Some key tasks which could be included in the school’s action plan:
 

· Review programmes (including induction) to ensure that race equality, racial incident procedure awareness, equal opportunities and ethnic diversity are integral to staff development.

· Establish procedures to ensure that equalities become part of every development opportunity.

· Establish a system for collecting and monitoring applications for employment, promotions, applications for training by ethnicity. (for further information, see Toolkit),

Examples of good practice:

· Newly Qualified Teachers in a large secondary school are given awareness-raising training on cultural and linguistic diversity.

· Staff receives training on linguistic and cultural diversity and the implications for their work.

· Black and Minority Ethnic staff are given opportunities to link with UNITE (formerly Black Workers’ Forum), which is open to staff in Kent Schools)
· Undertaking an audit of staff understanding of diversity and multiculturalism.

Developing a Race Equality Policy - Monitoring and review of school policies 

A Race Equality Policy will establish a timetable for regular review of the Race Equality Policy and updating the action plan.   This will include a timetable for the review of all policies from the perspective of race equality. This should form a key activity in the personal action plan for responsible members of staff, and be overseen by governors.

The outcomes of monitoring and review should be used to assess policies and inform the development of an action plan for the school. Service managers and curriculum co-ordinators should use the framework provided by Kent County Council to assess policies and their impact. For detailed information on this, please see the Equality Impact Assessment guidance, included in this handbook.

Questions to inform discussion, review and reflection in the school:


· How does our school monitor, by racial group, the needs, entitlements and outcomes for pupils, parents and staff?


· Do all those responsible for monitoring policies understand their duty to assess the impact of policies on pupils, staff and parents from different racial groups?

Some key tasks which could be included in the school’s action plan:

· Establish clear responsibilities for monitoring and reviewing policies.

· Use the framework of questions from the statutory guidance to review the policies

· Collect and analyse relevant monitoring data.  Are there different outcomes for different groups?

· Carry out surveys or special research.

· Monitor the school policies to ensure that all ethnic groups are accessing the rewards and awards scheme in the school. 

· Monitor the school Behaviour policy to ensure that no ethnic group is disadvantaged by the school’s disciplinary sanctions.

Model Race Equality Policy for Schools

Invicta School is committed to an inclusive ethos based on respect for, and celebration of, ethnic diversity.   The school strives to prepare all pupils for living in a multi-cultural and multi-ethnic society.  The school will strive to promote race equality in all dimensions of the school's life and community.

We will:

· Take positive action to eliminate racial discrimination and harassment

· Promote equality of opportunity for all members of the school community

· Promote good relations between people of different racial groups

Cultural and ethnic diversity will be valued in the curriculum, in the school workforce, the governing body, the parental body and the student body.  We will ensure that the culture and ethos of the school places equal value on the diverse racial faith and ethnic groups, cultural and linguistic heritage represented in our society.

We acknowledge and value all ethnic and national groups represented in the school community, including Asylum Seekers, Refugees, Gypsies and other Travellers.

We recognise we live in a multi-cultural and multi faith* community and we will strive to recruit a workforce to reflect this.

We endorse the recommendations of the Stephen Lawrence Inquiry Report.

We accept the definition of racism and institutional racism included in the Stephen Lawrence Inquiry Report:


Racism – Conduct or words that either advantages or disadvantages people on the basis of their colour, culture or ethnic origin.

Institutional racism – The collective failure of an organisation to provide an appropriate and professional service to people on the basis of their colour, culture, or ethnic origin.  It can be seen or detected in processes, attitudes and behaviour which amount to discrimination through unwitting prejudice, ignorance, thoughtlessness and racist stereotyping which disadvantage minority ethnic people.

* Church Schools may wish to amend this wording to reflect other legislation relating to the appointment of staff. 

We will ensure that all members of the school community will have the opportunity to improve their own understanding of race equality and understand their personal responsibility to promote race equality.

SCHOOL POLICIES

All school policies will have an explicit aim of promoting race equality and will be reviewed in terms of their contribution and effectiveness in achieving this aim.  

CURRICULUM

Invicta School provides a broad and balanced curriculum for all pupils.  The school accepts the three principles in the statutory inclusion statement for the National Curriculum:

· Setting suitable learning challenges for all pupils

· Responding to pupils' diverse learning needs

· Overcoming potential barriers to learning and assessment for individuals and groups of pupils

We recognise that citizenship presents opportunities for encouraging respect for diversity.

Our curriculum co-ordinators are responsible for ensuring their subject programmes/schemes of work raise awareness of multi-cultural issues and challenge stereotypical views of different racial groups and nomadic communities.  In the purchase of resources, our curriculum co-ordinators will ensure that materials reflect and celebrate ethnic and cultural diversity.

TEACHING AND LEARNING

Invicta School strives to ensure that teaching and learning styles include and raise achievement of all pupils.  

We will ensure that methods of assessment are culturally neutral and do not disadvantage pupils for whom English is an additional language.

We will ensure that setting and grouping arrangements raise achievement of all pupils and do not reinforce negative stereotypes or lower the self-esteem of pupils.

Teachers will seek opportunities to introduce activities that demonstrate the value of other cultures and encourage children to discuss race equality.

COMMUNITY CONSULTATION AND PARTNERSHIP

Invicta School is committed to working in partnership with local minority ethnic community groups and promoting racial harmony.

(Schools may wish to name them).

We will be pro-active in encouraging representation on the school governing body to ensure it reflects the ethnic profile of our school population and the community.

We will welcome minority ethnic community and faith groups by inviting them to join in the celebration of cultural and religious festivals in our school.

We will be pro-active in recruiting community volunteers to ensure the school's volunteer profile reflects the ethnic profile of the school population and the community.

We will take positive action to ensure that communication is accessible to all.

We will ensure that all community groups using the school building are aware of our Race Equality Policy.

RACIAL INCIDENTS

Invicta School will not tolerate any form of racial harassment or abuse.

We accept the definition of a racial incident as included in the recommendations of the enquiry into the death of Stephen Lawrence:

Racist Incident – A racist incident is any incident that is perceived to be racist by the victim or any other person.

The school has a racial incidents policy and procedure (this should be attached as an appendix).  The Head Teacher (or nominated member of staff) is responsible for implementing the procedure and ensuring that all members of the school community are aware of, and understand, the policy. 

ETHNIC MONITORING

Invicta School will ensure that ethnic monitoring of the pupil population and the workforce is undertaken positively to ensure equality of opportunity and high achievement for all groups.

The Headteacher will ensure that all staff involved in recruitment, staff development and admissions receive appropriate training and understand the process and rationale for collecting data on Ethnicity.

The Headteacher will ensure that data on the ethnic profile of the school is used to monitor the impact of policies on pupils, staff and parents from different racial groups.

MONITORING AND REVIEW

Monitoring and review of all policies will inform the development of a Race Equality Action Plan for the school.   Invicta School is committed to monitoring by racial group:

· Admissions

· Attainment in all curriculum areas

· Key stage 4 option choices

· Attendance

· Racist Incidents and Action Taken

· Selection and recruitment of staff

· Staff development 

· Exclusions

· Awards and rewards

· Disciplinary sanctions

· Participation in extra-curricular activities

· Attendance at parental consultations

·  Governing body representation and retention

Headteacher will assign responsibilities to staff for each area.

Service Managers and curriculum co-ordinators will use the questions provided by the CRE in the Statutory Code as a focus for evaluating policies.

REVIEW OF THE RACE EQUALITY POLICY

The Race Equality Policy shall be reviewed annually.  As part of the review process the school will draw up a race equality action plan for the following year, highlighting key issues for action and responsibilities.  This will be incorporated within or appended to the School Improvement Plan. 

(Model see page 25)

RESPONSIBILITY

It is the responsibility of all members of the school community to: 

· Promote race equality and supports the implementation of the Race Equality Policy including the Racial Incidents Reporting Procedure

· Behave in a manner which respects and values cultural and linguistic diversity

Challenge and eliminate racial discrimination, racial harassment and racial abuse.

Guidance for Kent Schools in developing a Race Equality Action Plan

As part of the annual review process for the school Race Equality Policy, the school should draw up a race equality action plan for the following year, highlighting key issues for action and responsibilities.  This could be a separate plan or a clearly identifiable plan incorporated within or appended to the School Improvement Plan. This demonstrates how the school is meeting its legal requirements regarding race equality.

The action plan should include at least these entries:

· Key issues for action

· Success criteria 

· Impact measure 

· Planned action

· Responsible person

· Timetable for review and completion

Success criteria should show how the desired outcome, or how actions will be judged as successful. Impact measures should give a precise, measurable goal such as “increased numbers of reported racial incidents” or “increased representation of Black and Minority Ethnic parents on PTA”.

In addition, schools may find it useful to create additional columns, perhaps to show links to other school plans, or the source of the action (how they identified the key issues or actions).

A pro-forma is included on the following page. Schools may wish to use this pro-forma in developing their race equality action plans.

Model examples of Race Equality Action Plans are included in the following pages.

How to choose actions

To identify what should go into the action plan, schools need to primarily address the major issues that have a high relevance in terms of promoting race equality. 

Issues can be identified from consultation, complaints, the questions used to develop a Race Equality Policy, self evaluation, the SEF, analysis of key stage outcomes, Commission for Race Equality enforcement orders, workforce monitoring, Equality Impact Assessments, OfSTED reports, “Questions for monitoring and evaluating policies” (page 27 in this handbook) and other monitoring processes in the school.

Race Equality Action Plan Pro-forma
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Guidance on monitoring and review of policies

and Race Equality Action Plan

In order to fulfil duties within the Race Relations Act, schools need to monitor: 

· Attainment in all curriculum areas

· Key stage 4 option choices

· Attendance

· Racial incidents and action taken

· Selection and recruitment of staff (applicants for employment and promotion)

· Staff profile

· Staff training applications 

· Exclusions

· Awards and rewards

· Disciplinary sanctions

· Participation in extra-curricular activities

· Attendance at parental consultations

· Governing body representation and retention

Schools with 150 (or more) Full Time Equivalent staff in post will also need to provide information by racial group on those staff who:

· Receive training.

· Benefit or suffer detriment as a result of the school’s performance assessment procedures.

· Are involved in grievance procedures.

· Are subject to disciplinary procedures.

· Cease employment.

In line with Equality Impact Assessments (guidance included in this handbook) and to ensure equality and quality of provision, schools should also consider other areas of school life, such as representation on the talented and gifted register and the profile of library users.

There may be particular differences in how areas may need to be monitored, from numerical analysis to assessing the quality of involvement.

Differential impact

When monitoring, schools must specifically look for any potential for differential impact. This means that although everyone is technically treated in the same way or may have the same opportunities, the policy or practice means that some groups are disadvantaged or advantaged more than others. This could include informal barriers to access or involvement. 

Each of these areas for monitoring require investigation and completion of an impact assessment, specifically looking for the possibility that a policy or process, or its implementation, could be or could be perceived to be discriminatory. This does not mean that the policy or process is discriminatory, only that it requires investigation and possibly some action. 

For example, schools collect data on attainment by ethnicity, and this has helped to identify specific needs of some ethnic groups for additional support to improve average achievement levels.

Where there is differential impact

When a school is aware of a possibility of discrimination, it is legally required to investigate and take action- this process is embedded in Equality Impact Assessment. 

Schools need to be very aware of the potential and real impact of their policies and processes. Any evidence of underachievement should be investigated and action taken to improve the situation, where possible.

Monitoring

It is important when analysing and interpreting pupil data to be aware of cohort size. Small cohorts are subject to greater fluctuation than larger ones, and as such it is usually best to look at three-year trends rather than individual years. The DCSF do not publish results for schools where there are 10 pupils or fewer in the cohort, but any cohort of less than 20 pupils should be considered small. 

However, group size is always reduced when looking at specific groups within school, such as minority ethnic groups. This does not mean that such analysis should be discounted but that the individual pupil results making up the average need to be examined. 

In OfSTED's new style PANDA report, pupil progress is analysed in the form of Contextual Value Added, a system that takes school and pupil characteristics into account as well as pupil prior attainment. Trends are supplied but analysis is also provided for a range of pupil groups, including ethnic minorities. A strength of the analysis is that tests for statistical significance are performed and significant results are flagged in the report, aiding interpretation and understanding.

Monitoring and Self Assessment

Schools may wish to consider using evidence from their overall self-evaluation processes to assist in monitoring the impact of the Race Equality Policy. Schools are required by OfSTED to undertake self-evaluation using a self-evaluation form (SEF).  The sections of the SEF can be used to explore impact from a minority ethnic and bilingual achievement prospective:

· Characteristics of your school

· Views of learners, parents/carers and other stakeholders

· Achievement and Standards

· Personal Development and Well-being

· The Quality of Provision

· Leadership and Management

This can provide schools with evidence sources that support the progress of Race Equality Action Plans and help to identify priorities. Materials are being developed by the Minority Communities Achievement Service to support this process, and will soon be available via KentTrustweb.

Questions for Monitoring and Evaluating Policies   

The main questions for assessing the impact of school’s policies, including its race equality policy – giving special attention to pupils’ attainment levels – could include the following:

1. Does the school help all its pupils to achieve as much as they can, and get the most from what is on offer, based on their individual needs?


2. Which groups of pupils are not achieving as much as they can?  Why not?


3. Is the school making sure that its policies, including its race equality policy, are not having an adverse impact on pupils, parents or staff from some racial groups?


4. How does the school explain any differences?  Are the explanations justified?  Can they be justified on non-racial grounds, such as English language difficulties?


5. Does each relevant policy include aims to deal with differences in pupils’ attainments (or possible differences) between racial groups?  Do the policy’s aims lead to action to deal with any differences that have been identified (for example extra coaching for pupils, or steps to prevent racist bullying)?


6. What is the school doing to raise standards, and promote equality of opportunity for pupils who seem to be underachieving and who may need extra support?


7. What is the school doing to:

(
prepare pupils for living in a multi-ethnic society
(
promote race equality and harmony
(
prevent or deal with racism?


8. Can any action taken be traced back to individual policy aims and related targets and strategies?


9. Is the action appropriate and effective?  Are there any unexpected results?  If so, how are they being handled?


10. Does each relevant policy include aims to promote race equality and harmony; prevent or challenge racial discrimination; and deal with differences (or possible differences) between racial groups?


11. Do the policy’s aims lead to effective action?


12. What changes does the school need to make to relevant policies, their aims, and any related targets and strategies?


Schools can use these questions to assess their policies in most areas, including:

· Employment, promotion, training and career development;

· Involving parents and guardians in the school;
· Making sure that the curriculum prepares pupils for life in a multi-ethnic society; and dealing with racist incidents.
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Introduction to 2007 Edition

Dear Colleague

It is my pleasure to introduce this revised and extended guidance to help your school meet statutory duties under the Race Relations (Amendment) Act 2000.

Racism is a complex issue and can be tackled through promoting equality of opportunity and valuing diversity.  We all recognise that children and young people need to learn in a positive environment based on respect for people’s differences and commitment to prevent racism, and that schools are uniquely placed to both shape and define tomorrow’s citizens to promote harmonious peaceful human relations. 

This guidance is intended to draw together good practice and be the catalyst for discussion, action planning, monitoring and review.  I hope that it will help you put effective strategies to eliminate racism into action.

Yours sincerely

Graham Badman

Managing Director of Children, Families and Education Directorate

MANAGING RACIAL INCIDENTS IN SCHOOLS

INCLUDING GUIDANCE, MODEL PROCEDURE 

AND MODEL MONITORING FORM

Executive Summary

Section A –General guidance

1. Definition of a racial incident

2. Legal Framework

Section B – Roles and responsibilities 

1. Role of the Governing Body 

2. Schools and the Local Authority

Section C - Recording and reporting racial incidents

1. Recording the Racial Incident Investigation

2. Investigating an incident      

3. Responses to incident

4. Reporting to Kent Police

5. Records maintenance

6. Data protection

Section D – Information to school members 

1. Providing information to pupils

2. Providing staff training 

Section E – Types of Incidents 

1. Racial incidents

2. Name calling 

3. Racial bullying

4. Useful contacts

Appendix 1: Model letter to parents/carers 

Section A – General Guidance 

1. Commitment


The Kent County Council Equality and Diversity Policy Statement clearly sets out that KCC is opposed to any form of racism or racist behaviour.  The Local Authority (LA) fully supports this commitment and recognises that it needs to work with schools to create a safe environment which values all young people and allows them to develop their full potential.  Our commitment to tackling racial incidents in schools is central to our Behaviour Support Plan, the Every Child Matters agenda and part of the LA’s ongoing effort to discourage anti-social behaviour and promote inclusive learning.  

This commitment is linked to:

· Directorate Plan


      (
Supporting Independence Programme 

· Education Development Plan
      (
Healthy Schools Initiative

· Community Safety Plan 
      (
Children and Young People’s Plan

2. Definition


The LA has adopted MacPherson’s report’s definition of a racist incident, as outlined in the enquiry into the death of the teenager Stephen Lawrence:

‘A racist incident is any incident which is perceived to be racist by the victim or any other person.’

This is a definition used by the Home Office and is nationally accepted by the DCSF the Police and KCC. It includes all groups, and is not confined to race, ethnicity or skin colour.  

A racist incident may be perpetrated against individuals on the basis of their race, skin colour, nationality, culture, language or religion.

3. Legal Framework


Monitoring, recording and responding to racial incidents in schools is a statutory requirement.  The Race Relations (Amendment) Act 2000 places a general, enforceable duty on all schools (and other public bodies) to:

· Eliminate unlawful racial discrimination.

· Promote equality of opportunity.

· Promote good relations between people of different racial groups.

a) The DCSF sets out in their guidance, “Social Inclusion: Pupil Support” (Circular 10/99 paragraph 4.32, page 25), that schools must:

· Make clear in their schools’ behaviour policy that racial harassment will not be tolerated and how staff and pupils should deal with it.

· Record details of all racial incidents, ensuring that parents/carers and governors are informed of such incidents and of the action taken to deal with them. (This requires schools to investigate all allegations of racial incidents.) The allegation can be made by the victim, perpetrator or any other person
b) Links to school policies and action plans
The racial incident reporting procedure is closely linked to school policies and action plans, for example the schools:

· Race equality policy and action plan (now a legal requirement)

· Complaints policy

· Behaviour policy

· Disciplinary and Exclusion policies

· Anti-bullying policy

· Curriculum policy: citizenship 

· Other pupil management policies.

It should also be reflected in the schools:

· Behaviour Code and ethos

· Guidance issued to all staff (including auxiliary staff, supply teachers and temporary staff) concerning behavioural expectations and sanctions.

· Induction training programme

Section B – Role and Responsibilities 

1. Role of the Governing Body 

· Ensure that their Governing Bodies inform LAs annually of the pattern and frequency of any incidents.

Your school must have a strategy for dealing with racial incidents including the recording and reporting of racial incidents to parents/carers, governors and the LA.  

2. Responsibilities for Schools and the LA

	School
	LA

	To provide a safe environment for children to learn in.

To work collaboratively with other agencies to develop safe communities.
	To work with other agencies and schools to enable the effective management of racial incidents and to develop safe communities.  This will include developing strategies, supporting training programmes and sharing good practice.

	To clearly set out its commitment to tackling racism and to oppose any form of racist harassment.
	To collect data on racial incidents annually from schools. To report to the appropriate Cabinet Member, on an annual basis, details of racial incidents and LA strategies to combat racism.

	To implement, monitor and review strategies and positive action to tackle racism.  This will include:

· Recording and reporting racial incidents.

· Reviewing action taken to deal with incidents.

· Ensuring that a named member of staff is identified to deal with racial incidents and that the process for dealing with racial incidents is published to staff, pupils and parents/carers.

· Establishing a support mechanism for victims and perpetrators.
	To challenge schools where racism and racial harassment is not being managed effectively.

	Have in place a Race Equality Policy, which is implemented and monitored.
	


Section C - Recording and reporting racial incidents
1. Recording and reporting racial incidents

When investigating a reported racial incident schools must establish a system for reporting and recording information.

This could be in the form of Incident Monitoring Forms.  A model is attached (in Appendix 2)

All information regarding racial incidents, including the Racial Incident Monitoring Forms should be kept in a confidential centrally maintained file held by the senior designated member of staff.

If a school chooses not to use the model in Appendix 2, to design its own form, it must ensure that the following items are included:

· Name of victims and perpetrators

· Status of victims or perpetrators (e.g. pupil/member of staff)

· Ethnicity

· Key Stage

· Whether the victim or perpetrator is an asylum seeker

· Indication if involved in previous incidents

· Date and time

· Type of incident

· Action taken to deal with the incident and details of support offered to victim and perpetrator

· Whether they referred the incident to the Police

· Who conducted the investigation

Schools can include analysing incidents by faith and sexuality in line with duties to eliminate discrimination and harassment based upon sexual orientation and religion or beliefs under the Equality Act 2006. At present, the LA will not collect these.

The central file will form a central part of evidence in the Ofsted School Inspection framework to demonstrate how the school is managing racial incidents and combating racism.


2. Investigating an incident 

· Record the incident on a Racial Incident Monitoring Form (see Section F) in any instance where the victim or perpetrator is a pupil.
· Speak to all parties involved 

· Support the victim and re-affirm to all parties the school’s ethos of zero-tolerance to discriminatory behaviour and inclusion of all members of the school community 

· Support the alleged perpetrator (if a pupil or staff member) and re-affirm the school’s ethos of zero-tolerance to discriminatory behaviour and inclusion of all members of the school community. 

· Where appropriate advise about the incident as soon as it has happened. 
· Evaluate sharing information with Kent Police.
· Keep the situation under regular review to ensure that any harassment, abuse or victimisation has stopped and that the victim feels safe.
· Consider any curriculum implications, including the need for a special assembly or changes to the school’s behaviour code or other policies.

· Consider if there is a child protection issue in this case.

· Consider advice from the Local Education Officer

Any report or allegation of a potentially racial incident requires an investigation and the completion of a Racial Incident Monitoring Form. Only through an investigation can an incident be found to have been unsubstantiated. 

Speak to all parties involved to assess the context of the incident, particularly if this is a dispute about who said what to whom.

Examine whether a term has the effect of causing offence, hurt or damage self-image. Where name calling e.g. ‘black monkey’ has been used to negatively link a pupil with the black and minority ethnic community this is to be treated as a racist incident. 

Re-affirm to all parties the school’s ethos of zero-tolerance to discriminatory behaviour and inclusion of all members of the school community

Where appropriate advise about the incident as soon as it has happened. This demonstrates the pro-activity of the school and can inform the school about family views regarding discrimination, equality and community cohesion. 

While some investigations will be very simple, others may require witness statements or other supporting documentation. In such instances, a file of investigations may be kept along with the central file of Racial Incident Monitoring Forms or in a separate confidential file, but may not be stored with the pupil records of the pupils involved. This is to protect confidentiality of all involved.

Where witness statements are requested as part of police investigations, the police will use their own recording systems.

The Headteacher has a role in listening to and supporting the victim.  The school community can be a place that promotes mutual respect and understanding, leading or contributing to the resolution of conflict in the wider community.

For incidents of a persistent and/or serious nature the Headteacher is advised to copy the form(s), or parts of it to the LEO or Minority Community Achievement Service (MCAS) Advisors. The LEO or MCAS Advisor will be able to support and advise in this situation. This also summarises and monitors the investigation process, outcome and actions taken.

3. Response to incidents outside the school premises involving the members of the school 

When incidents occur outside the school premises involving violence, assault, verbal abuse or other criminal behaviour are reported to the Headteacher, the Headteacher should notify Kent Police and encourage the victim to report the incident directly to a police officer.  In some events the victim / informant is too afraid to report the incident and a third party can report the incident. Third party refers to a victim using another agency other than the school or the police to report an incident. Third party reporting ensures that the police can investigate such incidents and if appropriate, take steps to prosecute the perpetrator(s). See Useful Contacts in section 5 for third party reporting agencies. 

4. Reporting to Kent Police

Headteachers should inform the police via Youth Crime Reduction Officers or Community Liaison Officers of violent or criminal acts in the school or the wider community. This applies to all racial incidents brought to the attention of the school, regardless of the relationship of the parties to the school. Kent Police strongly suggests that schools relay information about patterns and specific incidents to the Youth Crime Reduction Officers or Community Liaison Officers, so that they can correlate other incidents involving the victim’s family outside of the school. The Police have the discretion to decide to pursue action based on incidents; they aim to identify and assess the impact of incidents. 

Violent, criminal or serious incidents should also be reported to the LA through the Local Education Officer.

5. Records Maintenance
Records relating to racial incidents will be treated as highly confidential and must be held securely in a central file. A record of any racial incidents should be referred to in the individual child’s file by a one-line entry recording the Racial Incident Monitoring Form file number / incident log reference. This maintains confidentiality and eases completion of future forms if necessary, as the Racial Incident Monitoring Form requires information regarding involvement in previous incidents. In the instance of parents/carers/ guardians requesting to see files, data can then be extracted, withholding identifying details of other parties.

The central file will be required to provide evidence as part of the Ofsted school inspection process to show how schools are managing racial incidents and combating racism. This file will also enable schools to learn from particular incidents, highlight trends and monitor progress. 

Any summary of incidents or monitoring report by the school which will be shared with governors, leadership team, staff or the wider school community must not disclose the identity of any individuals involved in racial incidents.

The central file must be retained for 25 years due to the nature of the information held.

6. Data Protection – collection of data on racial incidents by the LA
An increase in reporting is usually a positive indicator that pupils, parents/carers and staff have confidence in the school to respond and take steps to eliminate discrimination.
There is an annual requirement for the Governing Body to inform the LA of the pattern and frequency of racial incidents involving pupils. The LA will treat all information received in strict confidence and ensure that the requirements of the Data Protection Act 1998 are adhered to.

Information about racial incidents in your school should be reported annually. The usual procedure is for the LA to send an annual data collection form to the school, which must be returned by 1 October. Schools are not requested to send the Racial Incident Monitoring Forms, but will need to extract data from these.

Data at a school level may be shared on a strictly confidential basis with key LA officers (including LEOs and AEOs), partners, and other agencies. This information will be used to inform strategy and future guidance for schools.

Data at cluster level will be shared with the Race Equality Forum on a strictly confidential basis. This report does not identify individual schools.

Data for all schools in Kent will be reported as collated statistics on racial incidents at the LA level to the Audit Commission as part of the Best Value Performance Indicators.  This report does not identify individual schools. 

AEOs and LEOs will discuss sharing of school level data with the cluster boards.

If schools have any specific questions relating to Data Protection issues, please contact: 

Michelle Hunt

Children, Families and Education, Freedom of Information & Data Protection Co-ordinator

Telephone number: 01622 696 692

Email address: 
michelle.hunt@kent.gov.uk

Section D – Informing the school 

1. Providing Information to Pupils

The school should ensure that all pupils:

· Understand that the school is opposed to any form of bullying or harassment including racism or racial harassment. 

· Know how the Racial Incident Procedure works, and are encouraged to use it without fear of victimisation.

· Understand that all racially motivated incidents are recorded and reported (and that serious incidents are reported to the police).

· Know what sanctions and support is available.

2. Providing training to staff 


Ensure that all pupils, teachers, midday assistants, teacher assistants, administrators and support staff are aware of the existence of the racist incident reporting system.

All staff need to receive training to ensure they are able to:


· recognise a racial incident.

· respond confidently and appropriately should they witness a racial incident or one is reported to them.

· understand the school’s policy and procedures for incident reporting, and the need for consistent responses and sanctions.

Details of consultants able to provide training are available from the Local Education Officer.

Section E – Types of Incidents 

1. Examples of racially motivated Incidents

· Name calling, threats, insults, jokes, innuendo.

· Verbal abuse and threats.

· Derogatory comments or racist remarks in the course of discussion.

· Racist graffiti.

· Provocative behaviour such as wearing racist badges or insignia.

· Racist comments in the course of discussion.

· Ridicule of an individual’s religious or cultural differences, e.g. food, music, dress, religion, language etc.

· Bringing racist materials such as leaflets, comics or magazines onto school premises.

· Attempts to recruit others for racist groups or organisations.

· Physical assault.

· Use of weapons.

· Damage caused to a person’s property.

· Refusal to co-operate with others because of their ethnicity, religion or language.

· Written derogatory comments
· Incitement of others to behave in racist manner

2. Racist name calling
Racist name calling is different from insulting someone because of his or her size, physical appearance or wearing glasses. However, racist name calling can sometimes be seen to be the same as other name calling such as calling someone ‘fat’, ‘spotty’ or ‘four eyes’. Name calling that relates to appearance is specifically intended to hurt the individual. It is acknowledged that for some pupils this type of name calling can be hurtful. Racist name-calling differs from other name calling because 

· It is based on a belief that a pupil’s race, skin colour or ethnic origin negatively impacts upon their community value, rights and life opportunities.

· It brings the victim’s family, heritage and background into the insult in a way that calling someone fat does not.  

The effect of racist name calling is that a member of a certain race or ethnic group can be vulnerable to unfair treatment because they are not seen to be as good as other races or ethnicities. 

The age of the name caller may influence their awareness of the power of racist language to exclude and offend, but does not prevent the recording of an incident as racist where racially derogative words or phrases are used.  

3. Racist bullying 

DCSF guidance distinguishes racist incidents from racist bullying by the following 

‘Most bullying involves a series of incidents over time. In the case of racist bullying, however, a single one-off incident may have precisely the same impact as a series of incidents over time. This is because it may be experienced by the person at the receiving end as part of a general pattern of racist hostility. It can in consequence be every bit as intimidating, rejecting and hurtful as a series of events over time’ 

Where the racist behaviour involves a repeated recipient or victim and perpetrator this could be an indication that racist bullying is occurring

5. Useful contacts


Area Children’s Officers for Child Protection

West Kent – Helen Windiate – 01732 525 035

East Kent – Elaine Coutts – 01227 772 992

Mid Kent – Kate Davis – 01233 898 644

Kent Police

www.kentpolice.gov.uk 

The police have local Community Liaison Officers and Youth Crime Reduction Officers who may make useful contacts regarding racial incidents. The Police have also issued booklets and information regarding racist incidents, available via www.report-it.org.uk.

North West Kent Racial Equality Council
www.nwkrec.com 

"The North West Kent Racial Equality Council is working for a just society which gives everyone an equal chance to learn, work and live free from discrimination, prejudice and the fear of racial harassment and violence. To promote good relations between persons of different racial groups in North West Kent." (REC Mission Statement). North West Kent REC provides information on local issues, free and confidential advice to victims of racial discrimination and harassment, and links to other sites.

The Refugee Council

www.refugeecouncil.org.uk 

The Refugee Council is the largest organisation in the UK working with refugees and asylum seekers. Offers news, training, events, advice and multilingual advice for refugees and asylum seekers.

Equality and Human Rights Commission 

www.equalityhumanrights.com
The Equality and Human Rights Commission champions equality and human rights for all community members. Its functions include providing news, legal advice, carrying out research and acting as a resource for legal advice, good practice and materials to support diverse needs.
Victim Support Kent

www.vskent.org.uk – 0845 30 30 900

Victim Support Kent provides free and confidential information and support to residents who are victims of crime or attending a court in the area.

Maidstone Mediation Service

Community Support Centre, Marsham Street, MAIDSTONE, Kent, ME14 1HH

Telephone: 01622 692843
Fax: 01622 692 843
WWW Address: j.langrish.users.btopenworld.com/mm/home.html
Email: mediate.maidston@ukonline.co.uk
Maidstone Mediation Service does work within schools, including training, peer mediation services, and restorative conferencing to deal with serious incidents (victim and offender).

Mediation Service For Canterbury, Herne Bay and Whitstable

1 Tankerton Road, WHITSTABLE, Kent, CT5 2AB
Telephone: 01227 771283
Fax: 01227 771283
Email: mediation.canterbury@virgin.net
Shepway & Dover Mediation Service

3 - 5 Shorncliffe Road, FOLKESTONE, Kent, CT20 2SH
Telephone: 01303 227296
Fax: 01303 227296
Email: shepwaymed@lineone.net
Thanet Mediation Service

47/48 Hawley Square, MARGATE, Kent, CT9 1NY

Telephone: 01843 294771
Fax: 01843 294771
Email: mediation.thanet@btopenworld.com
West Kent Mediation Service

25 Bevan Place, SWANLEY, Kent, BR8 8BH
Telephone: 01322 615774
Fax: 01322615774
WWW Address: www.wkm.org.uk
Email: theoffice@wkm.org.uk
The Home Office

www.homeoffice.gov.uk 

The Home Office publishes an annual crime survey and other publications, and works in crime prevention.

Kent Racial Incident Reporting Line 

0800 138 1624

Report line for victims of racial harassment or general information about where it happens. Messages may be left in complete confidentiality, and if desired the caller can leave contact details, receiving a call from the relevant agency. Messages taken in a range of community languages. Responses to calls may take a few days – if in threat of immediate safety contact 999.

Appendix 1 

A letter should be sent to parents/carers to outline the school’s processes for managing racial incidents. A model letter is included. The sanctions that the school intends or can take should be included. 

	Model Letter to Parents/carers
Invicta School

Invicta House

Maidstone

Date:

Re:
Responding to Racial Incidents in the School


Dear Parent or Carer,

(Invicta) School aims to prepare all pupils for living in a multi-cultural and multi-ethnic society.  We are committed to race equality, fairness and mutual respect for all pupils, whatever their background, in all aspects of the school’s life and community.

The school has a Racial Incident Procedure to ensure that all incidents are investigated thoroughly and appropriate action taken to support those involved. Our commitment is to investigate any incident that is reported to us. Any potential racist incidents should be reported immediately to (a named member of the school staff) so that they can be responded to and acted upon. The school will always report serious incidents to the police for their investigation.

We monitor incidents against the following definition of a racist incident: 

‘A racist incident is any incident which is perceived to be racist by the victim or any other person.’

A racist incident may be perpetrated against individuals on the basis of their race, skin colour, nationality, ethnicity, appearance, language or religion.

All pupils (students), staff, visitors and governors have a personal responsibility to treat each other with respect.  We want our school to be a safe place where everyone feels secure, can learn and achieve their potential.  We will not tolerate any form of racial harassment, bullying or abuse.  

Yours sincerely  




Assessing and Monitoring Policies in Schools 

(Race, Disability and Gender) 

Impact assessment is a process (and its report) of examining policies in relation to the duties of the Race Relations (Amendment) Act and other forthcoming legislation. Impact assessments are tools to inform policy and service development – they help to identify what needs to be altered in order to meet the legal requirements and to help to form an inclusive, cohesive society. Schools are responsible for assessing the impact of their policies.

1. Background and legal requirements

The Race Relations (Amendment) Act 2001 placed specific duties on governing bodies of schools, including:

“3) It shall be the duty of [such] a body…to-

a) assess the impact of its policies, including its race equality policy, on pupils, staff and parents of different racial groups including, in particular, the impact on attainment levels of such pupils; and 

b) monitor, by reference to their impact on such pupils, staff and parents, the operation of such policies including, in particular, their impact on the attainment levels of such pupils.
The Statutory Code of Practice on the Duty to Promote Race Equality specifically states that “promoting race equality should be a central part of all policy development, service delivery and employment practice” (p. 35).

For the purposes of impact assessment, a policy is a document or statement that outlines the general course of action or approach in relation to delivering services and the management of the school. This can include functions that the school performs. Policies may or may not be written; an initial list for consideration is attached as Appendix B.
Currently legislation only requires impact assessment according to race. However, similar assessment will be required with respect to disability by December 2006, and it is expected that there will be a requirement to assess by gender.

This guidance is written primarily from the perspective of race equality, but it can be used to assess policies by disability and gender as well.

2. How to do an impact assessment

Foundation work:

· Read guidance

· Set out arrangements for monitoring policies and functions, including training and accountability to governors.

· Compile list of functions or policies

For each policy or function:

· Assess function or policy for relevance (see Appendix A)

· Review data used to develop and monitor policy by ethnic group

· Review findings from any consultation(s) with consideration to Black and Minority Ethnic (or other minority or diversity group) representation

· Look for any indicators of possible differential impact or different performance

· Consider possible changes to minimise or alleviate differential impact

· Take action and review performance

· Complete form

· Prepare for inspection

· Act on results of process.

The ticklist (Appendix C) should be attached to each policy. 

Not all policies are relevant to race equality. Appendix A is a chart to help you measure if a policy is of low relevance. If a policy is not relevant, please indicate that on the chart.

3. Points to consider

a. Questions

In reviewing any policy or function, In addition to the specific questions in the ticklist (Appendix A), staff and governors should ask: 

· Does the implementation and likely outcomes of this policy have any race equality implications?

· Is it discriminatory, or could it be perceived as discriminatory or failing to promote good race relations?

· Is the intended outcome of this policy met equally for all groups?

· Does this policy have different effects on people from different groups? If so, is this justifiable (for example, helping some to reach particular outcomes)?

Does this policy:

· Reflect, or is it appropriate to the ethnic background of the school?

· Create any barriers to learning, by putting anyone off?

· Contribute to overcoming barriers leading to social exclusion?

· Promote inclusive practice and policy in inclusion.

b. To answer questions and take action, schools could consider:

· Collecting and analysing relevant monitoring and other information

· Talking to staff and students from all racial groups to find out their needs and opinions

· Carrying out surveys and research studies (questionnaire / panels / focus groups)

c. Consultation

For some policies, internal and external consultation is required. What arrangements do you have to ensure that all members of school community are consulted?

d. Example

Here is an example of questions a school might ask about its policy for resource materials:

Conduct an audit on resources. Do materials promote living in a multicultural society, and are all racial groups positively represented by visual resources? Do materials offer opportunity to challenge stereotypes? Is action needed to make promote good race relations and to improve the images of ethnic minority students?

4. Steps after completing an impact assessment – improvement, accountability mechanisms and preparing for inspections

Improvement

Schools could use the results to:

· Rethink their race equality objectives (where necessary) 

· Influence and guide their planning and decision making.

Accountability

Impact assessment should be part of the monitoring of school policies by governors and subject co-ordinators. 

Impact assessments should be published to governors and kept on file for OfSTED. 

The lead governor for each policy should be informed of this, and may be informed of the outcome or be involved in the process before other governors see the results.

Ideally, schools should set up a governor sub-committee on inclusion and /or equalities if this has not already been done.

Preparing for inspections

Impact assessments can be interrelated with the Self Evaluation Framework. The School Self Evaluation (Key Prompts for school when considering Minority Ethnic, Bilingual and Learners of English as an Additional Language) can be used to support impact assessments, and both can be used in self assessment. 

Additional resources and contact information for questions

Additional information and contact information is available on Kenttrustweb, under Services and Guidance / Equalities.

Appendix A

Assessing functions or policies for relevance – how relevant are they to the general duty of the Race Relations (Amendment) Act?

Which of these does the policy or function apply to (if any):

1. Eliminating discrimination?

2. Promoting equal opportunities?

3. Promoting good race relations?

Is there evidence or reason to believe that some racial groups could be differently affected? If so, how much evidence or reason do you have? 

1. None or a little

2. Some

3. Substantial

Is there any concern (within staff, pupils, parents or wider community) that the function or policy is being carried out in a discriminatory way?

1. None of a little

2. Some 

3. Substantial

If you are able to state that eliminating discrimination, promoting equal opportunities or promoting good relations are not applicable to this policy or function, and that there is evidence, reason or concern, the policy or function is probably not relevant.

Appendix B

Model list of policies

All policies, functions and practices should be assessed for relevance. This is a list of policies that may be relevant. This is not a comprehensive list, but provided as a possible initial list. (This list was taken from www.teachernet.gov.uk and Invicta Manual):

· Accessibility plan

· Action plan following OfSTED inspection

· Admissions

· Attendance targets

· Charging

· Child protection

· Class placement

· Collective worship

· Complaints procedure

· Curriculum

· Discipline (including anti-bullying)

· Freedom of information publication scheme

· Governor’s allowance

· Health and safety

· Home-school agreements

· Homework

· Instrument of government

· Internet

· Medical care for pupils

· Parental involvement

· Policy of considering minutes of and papers at meetings of the governing body and its committees

· Performance management

· Prospectus

· Race equality

· Register of business interests of head teacher and governors

· Risk assessments

· School behaviour

· Security of equipment

· Sex education

· Special educational needs

· Staff appraisal

· Staff discipline, conduct and grievance procedures

· Visitors in school

You will also have other policies which may not be written down, such as Recruitment and Employment policy, Complaints policy, monitoring policy, racial incidents policy, Exclusions, and budgetary allocation policy.

Appendix C

Impact Assessment – School Policies and Functions

	Question
	Race
	Disability
	Gender
	Comment

	Are pupils and staff achieving as much as they can, or benefiting as much as possible, from this?
	
	
	
	

	Are there any differences statistically between people of different groups? How are these explained? Can they be justified on non-racial or non-discriminatory grounds? 
	
	
	
	

	How does this specifically address inequalities in the workforce or students’ performance and involvement?
	
	
	
	

	What action is being taken to address differences? Are there any unexpected results from these actions? If so, how are they being handled?
	
	
	
	

	Does this prepare pupils to live in a diverse and multicultural society? 
	
	
	
	

	Does this promote equality and harmony, inside the school and in the wider community?
	
	
	
	

	How does this specifically address and prevent racism, disability discrimination and sexism?
	
	
	
	

	Could changes be made to minimise or alleviate differential impact? What changes does the school need to make to this, or its aims, targets and strategies to improve outcomes for all groups?
	
	
	
	

	What actions are being taken to communicate with and involve groups of parents or the wider community in the school?
	
	
	
	


Date:

Completed by:

Toolkit for Collecting and Improving School Workforce Data 

by Equalities Groups

To meet the requirements of the Race Relations (Amendment) Act and the Disability Discrimination Act, Kent County Council collects data annually, which indicates school employment practices regarding equalities groups. This is in line with DCSF guidance, best personnel practice and employment legislation.

Accordingly, all schools need to provide information annually on the following items:

· Staff in post: equalities profile of all staff by category of staff

· Job applicants: an equalities summary of all applicants for all jobs for each stage of the selection process, excluding internal applications for promotion. (This includes a record of all jobs advertised or filled)

· Applications for promotion: an equalities profile of all internal candidates who apply for posts which can be considered a promotion.

· Training: details of the number of applications for training and training received, analysed by equalities strands.

Additionally, schools with over 150 Full Time Equivalent staff, need to provide information, by equalities strand, on staff:

· benefiting or suffering detriment as a result of performance assessment, 

· using grievance or harassment procedures.

· leaving the employment of the school.

In order to assist schools in this process, the exact categories of information required are indicated on the spreadsheets attached, which can be used to collect the information.

To improve information and ease this process, it is also recommended that: 

· Schools ask all existing staff for whom they do not have equalities information to complete an equalities monitoring form (model supplied).

· When hiring new staff, add their equalities information to their individual staff records.

This toolkit contains:

1. Information for Head Teachers about the requirements and process

2. Guidance on completing the Workforce Data by Equalities form

3. Model FAQs form (for head teachers and staff, if desired)

4. Model data collection form for existing employees, including Disability Discrimination Act flowchart

5. Model spreadsheets for collecting data for annual data collection

If you require further advice or assistance about completing the forms, please contact the Personnel Information Analyst (diversity), Graham Cox. Telephone: 01622 694 528, email: graham.cox@kent.gov.uk
If you require further advice or assistance regarding workforce equalities generally or improving your data, please contact Kerena Hunter, Employee Relations Officer, telephone: 08458 247 247, email: kerena.hunter@kent.gov.uk

Information for Head Teachers about the requirements and process
Why are we doing this?

Why are we doing this?

School workforce data by equalities groups is a measure of the school as an employer.

It is a statutory requirement under the Race Relations Act for the LA to monitor this information and there is a duty for schools to provide it. This is complemented by the General Duty of the Race Relations (Amendment) Act 2000, which requires schools to:

· Eliminate unlawful racial discrimination

· Promote equality of opportunity

· Promote good relations between people of different racial groups

Monitoring is good personnel practice and required because:

· It is a statutory obligation under the Race Relations (Amendment) Act 2000.

· Schools can only fulfil Race Relations Act and Disability Discrimination Act requirements by knowing the statistics, thereby enabling them to spot any trends and ensure that equal opportunities policies are effective. In this way, monitoring contributes to the schools’ Race Equality Action Plan and Disability Equality Scheme (a new requirement from December 2006).

· Monitoring ensures that there is appropriate evidence to support selection decisions. 

· Without monitoring, schools would find it difficult to defend employment tribunal or other legal challenges in which discrimination is alleged.

How does this benefit pupils and schools?

· Monitoring and appropriate action promotes the creation of a school ethos of inclusion and diversity.

· Diverse schools are more appealing to and provide services most appropriately to diverse communities.

· Studies have shown that pupils have better outcomes when they have positive role models to whom they can relate – this is particularly true for certain Black and Minority Ethnic pupils.

· Schools are required to promote good race relations in all that they do. Modelling an integrated workforce can have long-term implications on the societal and world views of their pupils and staff. Diverse workforces contribute to preparing pupils to live in a multi-cultural society.

· Keeping records, and taking appropriate action based on the information, could protect the school from financial loss in the event of discrimination cases.

· Employers who are seen to be positive about diversity attract the widest number of applicants; this is particularly important given the shortage of teachers nationally. 

· In the current employment market it is difficult to attract, recruit and retain the skilled workforce schools need to operate effectively. It makes sense to include as wide a pool of candidates as possible when recruiting.

Although various legislative requirements are pending, monitoring is legally mandatory now for race, and will be for disability by December 2006. Race, Disability and Gender are protected in discrimination law; monitoring these categories will help to defend the school and the LA in the event of legal challenges or employment tribunals. 

This data collection will be annual. It will cover calendar years. Schools may wish to compile information more frequently (monthly, quarterly, or by term).

Where do I get the information?

New staff members

This information should be on personal files or records held in the school. There is a monitoring form on the KCC standard application form; this data should be placed in the school files or records of staff members who are appointed, for future monitoring purposes. (see guidance regarding Data Protection below).

Existing staff members

This information should be on personal files or records held in the school. If the information is not currently available, it is a good idea to survey those staff, using or based on the model form. This information should then be added to school personal files, to make things easier for future monitoring. This should be done in a discreet manner and staff should have the option to refuse to complete any part of it. 

Applicants for employment 

Although applications should be shredded after 6 months, it is important to extract the monitoring details before doing so and summarise the profile of all applicants (successful and unsuccessful) for each job by equalities strands. This may be on a database or on individual sheets per job vacancy. 

The Equal Opportunities Data for unsuccessful applicants can then be destroyed after 6 months. 

Individual data for successful applicants should be attached to their records as above.

Applications for promotion

This information should be available from application forms. Note that for this purpose, applications for promotion are exclusively internal candidates for whom the job would be a promotion. This should be collected similarly to but separately from applicants for employment.

Training

Applications for training and training received data is most easily collected by the school for each individual during the year, and then cross-referenced at the end of the year to equalities data. 

When is someone counted as disabled?

For the purposes of this monitoring, an individual is counted as disabled if they declare themselves to be according to the Disability Discrimination Act definition. A flowchart has been attached which should be attached to staff questionnaires. This is a self-assessment exercise and staff do not have to reveal the nature of their disability, or indeed declare a disability. However, it is best for schools to be positive about disability and encourage staff to declare, so that schools can meet the needs of disabled staff. (For information about Two Ticks accreditation to show your commitment to being positive about disability, including application process, please see the Jobcentre Plus website – www.jobcentreplus.gov.uk/employers/ disability help for employers/disability symbol.)

Why is self-declaration important?

For monitoring purposes “self-declaration” of a disability (according to the definition in the Disability Discrimination Act), race and gender are recognised and supported. People must be counted as they declare themselves to be. The information allows us to accommodate differences, particularly disability requirements, more readily.

What if staff members refuse to complete the form?

Staff should be encouraged to complete the form, as schools and the LA are required to ask for and collect the information. However, individuals have the right to refuse to complete parts of the form relating to sensitive data. The fact that they refused should be added to their file and they should be included in data collection as “refused”. If staff have refused, they should not be asked again.

How does this relate to Data Protection?

Workforce monitoring information is confidential; schools must keep this very sensitive data in confidence and use it only for its intended purpose, in accordance with Data Protection law and their Data Protection Policies.

Records should be locked away when not in use and access restricted to authorised personnel only on a need-to-know basis. For further guidance on holding personnel files securely, please see http://www.kenttrustweb.org.uk//docs/schoolstoolkitrm01.doc
Do we have to do the data improvement exercise more than once?

Because people can become disabled throughout their working lives, it is good to regularly ask about disability. This could be a rolling process (such as a permanent notice in a staff room suggesting people can update their records), a topic at an annual meeting, part of the annual appraisal in terms of reasonable adjustments, or sending a questionnaire every few years. Staff members have the right to update information more frequently, or indeed change other existing data.

What can Head Teachers do to make this go more easily?

It is important that you (or a key member of your staff) feel confident when answering any questions that your staff may have. When you introduce the survey to your staff, explain why it is necessary and point out the benefits to the pupils, the staff and the school. As an employer and provider of services you are committed to promoting equality and combating unfair treatment for all. It is by monitoring that you can see whether any one group is being adversely affected by decisions taken within the school. You may also consider providing the Frequently Asked Questions sheet to staff. 

You should make clear to staff that this is a confidential process protected by Data Protection, to whom the survey must be returned and the time frame for completing the form.

Guidance on completing the forms
Who does this include?

Who does this include?

These forms refer to all staff employed by the school, including teachers, teaching assistants, administrative staff, cleaning staff, midday staff, caretakers, or other staff with whom you have a contract of employment and/or are on your payroll. Contract staff, such as cleaners or caterers, LA staff who work in your school, and other bought-in provision such as MCAS or speech and language therapy in which individuals are not directly employed, should not be counted. 

If agency teachers are on the school’s payroll, they should be counted where possible.

When “Other support staff” appears, this would include anyone who works for the school who is not included in any other category on that page.

Information is intended to cover all staff over course of the year, even if they have left. The exception to this is the staff profile, which is a snapshot on one day.

Full Time Equivalent and Head

Full Time Equivalent and Headcount

Headcount is the total number of individuals with whom you have a contract or who are on  your payroll. If one individual has two contracts, they should only be counted once.

Full Time Equivalent (FTE) is a measure of the workforce, which calculates how many hours staff work and indicates the size of the employer by the approximate total of hours the school contracts to staff.

FTE and Headcount can be a snapshot.

If you have less than 150 staff, you have less than 150 FTE and therefore do not need to calculate this. 
Schools with more than 150 FTE have to complete additional monitoring forms – note that forms are headed “For all schools” or “For 150+ FTE schools only”.

To calculate Full Time Equivalent (if required):

A full time teacher works for 32.5 hours per week. For a teacher working 5 hours per week this would be recorded as .01538 FTE (5/32.5).

As Kent County Council recognises 37 hours per week as being full time, for non-teaching staff this can be used as a basis. If you have a member of staff who works 18.5 hours per week, that staff member is 0.5 FTE (18.5/37). This is a rough approximation not taking into account that some staff are term-time only, but is adequate for this purpose.

The easier way to calculate for non-teaching staff:

Add up how many hours per week everyone works, then divide by 37 to get FTE.

Then add up all teaching and non-teaching staff equivalencies to get the FTE measure of the school’s employment profile.

Can I use 618G data for teaching staff?

Can I use 618G data for teaching staff?

Teaching numbers for ethnicity are collected in Table 10 of 618G. Please refer to these numbers when completing this return. Additionally, you will need to supply information on support staff.

What if I don’t know the ethnic origin of staff?

What if I don’t know the ethnic origin of staff?

Declaring ethnicity is a voluntary process. It is not acceptable to assign ethnicity to staff members. Staff who have not yet declared their ethnicity must be counted as “not known”.

If a staff member has not declared his/her ethnicity or a disability, you can not count it.

What is the Leadership Group?

What is the Leadership Group?

The leadership group includes anyone who is paid on the leadership scale.

Where are people counted?

Where are people counted?

It is important to avoid double counting. If a teacher is part of the Leadership Group, they should only be counted as part of the Leadership Group, not as a teacher. 

There is an amount of judgement in categorising staff. A SENCO, who is a teacher, counts as a teacher unless s/he can be counted in the leadership group. Unqualified teachers, trainee teachers and PGCE students on your payroll should be counted as teachers. Special needs assistants may be counted as teaching assistants.

Applications for employment

Applications for employment

It is recommended that all applicants for appointment use the KCC application form so that you can evidence you are comparing like information and are ensuring a fair and transparent process. This is not so easy to do with a CV whereby applicants select the information they want to provide. The KCC application form also has a monitoring form attached, which will enable you to collect the data you need.

If you accept applications by CV or otherwise which do not have this monitoring information, you should consider sending monitoring forms. Successful applicants should be encouraged to complete the monitoring form as on the KCC application form.

Unsolicited applications of any form do not need to be counted unless you indicate that you will consider them for a post; in this case, count it alongside other applications. 

If you accept applications by CV, all must be counted; if you only accept by application form, CVs do not need to be counted. Use of application forms with full monitoring forms is encouraged.

If you have destroyed applications from the past year and did not keep an equalities summary, please record as many posts as possible and note that applications previous to the applicable date have been destroyed so you are unable to provide a complete record.

If you have posts which have been filled but not advertised (such as a result of restructuring or changing jobs or increasing hours of an existing staff member) include them as posts filled. Write a note on the bottom of the page stating that x number of posts was filled without being advertised.

What is a promotion?

For this purpose, a promotion has to be internal. Staff taking a higher role in your school from another school are not considered promoted on this form.

Training

There are two sections: “applications for training” and “training received”. 

“Applications for training” applies to all staff in the school, not applicants for employment.

Training is considered to be formal, identifiable training or courses. This could be further qualifications or specific courses, NVQs, or one-day courses. Informal training such as shadowing or informal mentoring need not be counted.

Applications for training are to be measured by occurrence, not person. If a person applies for and receives training 3 times in a year, this should be entered as 3 applications for training and 3 training received.

Applications are not made for training generally delivered in school (INSET or other training provided to groups of staff); these do not need to be counted under applications. However, if it is easier for you to include these, that is acceptable.

“Training received” – this is only to indicate if the training applied for was received. Training delivered generally throughout the school (to all of staff or to whole groups of staff) does not need to be included. However, as above, if it is easier for you to include these, that is acceptable.
Workforce Equalities Survey – Frequently Asked Questions

Why is this information so important?

The ability to monitor the workforce is vital. It gives us essential information to inform decision making, to support diversity and equality, to make legally-required returns, and to measure our performance against good practice.

This not only helps in identifying and dealing with potential discrimination, but also highlights other employment practices in need of improvement, e.g. recruitment procedures. Workforce monitoring is an essential part of achieving equality; without it, it is difficult to establish the nature or extent of inequality of the areas where most action is needed.

Are schools required to keep employee “equality” records?

The LA is required to monitor and publicly report on workforce composition in schools, in accordance with requirements within the Race Relations (Amendment) Act, and guidance from the Department for Education and Skills. 

Who has been consulted or involved about the survey?

A number of head teachers and KCC specialists have been involved and consulted. It follows a similar data improvement exercise within KCC, which was supported by the Chief Executive and Strategic Directors.

By putting labels on people, aren’t we drawing attention to differences between them? Is this unlawful?

Most aspects of equality are matters of fact, for example age and gender. It is lawful to identify in this way for monitoring purposes. However, it is unlawful to treat people unfairly because of this. 

Why is this “self declaration”?

For monitoring purposes “self declaration” of a disability (according to the definition in the Disability Discrimination Act), race and gender are recognised and supported. This is how we collect data, and the information allows us to accommodate differences more readily.

If we treat everyone equally anyway, isn’t workforce monitoring a waste of time?

Ideally, there would be no discrimination within schools or employers. However, there is national evidence which shows that discrimination does exist. Without the information provided by monitoring workforce and practices, it is virtually impossible to assess realistically whether or not people are being discriminated against at work in our schools. Discrimination may be conscious or unconscious and even if you personally are treating colleagues on an equal basis, others may not be acting in this way. Discrimination can also be systemic, embedded in practices such as recruitment. Statistics help to identify unusual trends and areas for development.

Isn’t keeping records of a person’s disability in itself discriminatory and more about making sure we meet targets?

Records, as such, are non-discriminatory; they are kept for monitoring purposes and to consider reasonable adjustments for disability. It is how they are used that is important – in this case, data is being collected to monitor the workforce confidentially. People sometimes mistakenly believe that workforce monitoring will lead to a quota system e.g. a certain percentage of jobs allocated to a particular group. Having a quota system relating to diversity issues is illegal in the UK, and contrary to Kent County Council’s Equality and Diversity Policy.

However, evidence of a disproportional workforce requires investigation to explore the possibility of discrimination.

What do workforce monitoring statistics prove anyway?

In most cases equalities data will not in itself prove the existence or non-existence of discrimination. However, by indicating a pattern or trend, the data can identify or highlight areas where discrimination may be occurring. For example, high levels of grievances or low level of attendance on training courses by minority groups may indicate a problem. These can then be investigated.

Won’t this information actually enable unlawful discrimination?

Evidence suggests that discrimination is more likely to occur when records are not kept. You do not need workforce monitoring statistics to discriminate, but they are vital in order to uncover discrimination. Workforce monitoring information is confidential; schools must keep this very sensitive data in confidence and use it only for its intended purpose, in accordance with Data Protection law and their Data Protection Policies.

What will KCC do with the information once collected?

KCC will only receive “whole of school” information – it will not identify any members of staff. Once collected the information will be stored on the KCC computerised system and used by KCC for monitoring and statistical reporting purposes only. The information can be analysed and considered at school, cluster or KCC level, but will only be published as a total sum for all schools in KCC. Throughout this process we will ensure that individuals can not be identified in any published reports.

Surely it is costly and time consuming to collect workforce information?

The collection of equalities data does inevitably involve some expense and staff time. After the initial exercise to improve data quality, and setting up of systems to collect data the time required will reduce. The time and cost are justifiable as this return is legally required and contributes to building an inclusive school environment. Also, this information will enable schools to provide evidence which may avoid expense due to discrimination claims.

Is it necessary for all staff to complete the survey?

Yes, all staff are requested to complete the survey as a higher response rate gives the most accurate picture within schools and across the LA. Staff do not have to respond if the information is already held and has not changed.

Staff who are unwilling to provide information are asked to return the form with the appropriate box ticked and signed.

Is the survey available in alternative formats?

Yes. Contact Clive Lever on 01622 221 163, fax on 01622 694 763 or by email at diversityinfo@kent.gov.uk. There may be a cost to schools for this service.

Model Equalities Monitoring Form 

Our school is committed to equality of opportunity and values a diverse workforce. 

In order to ensure equality of opportunity, as well as complying with our statutory obligations, we monitor many of our activities, particularly around recruitment, training and development.  

To help us fulfil this aim, we would be grateful if you would answer the following questions.

	ETHNIC ORIGIN – Please tick one box only, indicating the category that best describes your ethnic origin.



	White
	British
	(
	
	Asian or
	Indian
	(

	
	Irish
	(
	
	Asian
	Pakistani
	(

	
	Any other White background 
	(
	
	British
	Bangladeshi
	(

	
	(please specify) ______________
	
	
	Any other Asian background
	(

	
	
	
	(please specify) _____________



	Mixed
	White & Black Caribbean
	(
	
	
	

	
	White & Black African
	(
	
	Black or 
	Caribbean
	(

	
	White & Asian
	(
	
	Black
	African
	(

	
	Any other mixed background
	(
	
	British
	Any other Black background
	(

	
	(please specify) ______________


	
	
	(please specify) _____________

	Chinese
	Chinese
	(
	
	Other
	Any other ethnic background          (
	

	
	
	
	
	(please specify) _____________




	DISABILITY (please tick as appropriate)
	
	
	
	

	Do you consider yourself to be disabled?
	Yes
	(
	No
	(

	
	
	
	
	

	If yes, do you consider yourself to be disabled under the terms of the Disability Discrimination Act?
	Yes
	(
	No
	(

	
	
	
	
	

	The Disability Discrimination Act 1995 defines disability as ‘a physical or mental impairment which has a substantial and long-term adverse effect on an individual’s ability to carry out normal day to day activities’.  (please see Guidelines attached if you need further advice or information).


	Gender (please tick)
	Male
	(
	Female
	(


Your name:

(If you choose not to complete some or all of this information, please tick here so you are not asked again. 

[image: image3.png]


Protecting your personal information. This information will be retained and used by (insert school name here) for the purposes of monitoring its workforce, in order to make required statutory returns and to ensure that all staff are treated solely on grounds of ability and merit. 

GUIDELINES ON DISABILITY UNDER THE DISABILITY DISCRIMINATION ACT

The Disability Discrimination Act 1995 states that a person has a disability for the purposes of this Act if he/she has a physical or mental impairment which has a substantial and long-term adverse affect on his/her ability to carry out normal day-to-day activities.

These terms can be defined as follows:

Impairment

· Physical impairments affecting the senses (e.g. sight and hearing)
· Mental illness recognised by a respected body of medical opinion
· Severe disfigurements
· Progressive conditions (e.g. cancer, HIV infection, multiple sclerosis, muscular dystrophy), once there is any effect on normal day-to day activities.
Substantial

· Not minor or trivial; going beyond normal differences in ability.
Long-term

· Has lasted, or is likely to last, 12 months or more, or the rest of your life
· Effects in remission, if the impairment has lasted 12 months or more, is no longer present, but which will probably recur.
Ability to carry out normal day-to-day activities

· Mobility
· Manual dexterity, physical co-ordination
· Memory, concentration, understanding, learning
· Ability to lift carry or move everyday objects
· Risk perception
· Speech, hearing, eyesight.
This flow chart may help you to decide if you meet the Disability Discrimination Act (DDA) definition of disabled

	Is your disability likely to last more than 12 months or recur?
	⇒  No   ⇒
	You are unlikely to be regarded as disabled under the DDA.

	⇓
Yes
	
	

	Does your disability/condition have a substantial effect on your ability to carry out day-to-day activities OR do you have cancer or HIV?
	⇒  No   ⇒
	You are unlikely to be regarded as disabled under the DDA.

	⇓
Yes
	
	

	You are likely to be regarded as ‘disabled’ under the DDA.
	
	


Race Equality and Racial Incidents

Notes for Governors

The subject of equal opportunities is complex and concerns discrimination against prospective and existing pupils and staff as well as the provision of goods, facilities and services to the public on the basis of:

· Sex (gender) 

· Race 

· Disability 

· Sexual Orientation 

· Religion or Belief 

This will have the most significant impact on governing bodies and schools in their approach to:

· Admissions 

· Employment, including terms and conditions and recruitment 

· Access to facilities (by the public, pupils and staff) 

· Children with Special Needs

Responsibility

The governing body of a school must not discriminate on the grounds of:

· sex, race, colour, nationality, ethnic or national origins, disability 

· in relation to any prospective or existing pupil or member of staff, nor in the provision of goods, facilities and services to the public

· sexual orientation, religion or belief 

· in relation to employment and vocational training

The governing body is the employer in Voluntary Aided and Foundation schools and may be treated as the employer in certain circumstances at Community and Voluntary Controlled schools (including Special Schools and Maintained Nurseries). The employer may be legally responsible for discriminatory acts against employees or applicants for jobs - including acts carried out by the headteacher or other members of staff.

General Duty

The Race Relations (Amendment) Act 2000 requires schools to “have due regard to the need to eliminate unlawful racial discrimination, to promote equality of opportunity and to promote good relations between persons of different racial groups”.

In order to help schools meet this general duty, they will be expected to comply with specific duties.

Specific Duties
In addition to their general responsibilities within the law, the governing body must:

· have a written race equality policy which should identify the action to be taken to tackle racial discrimination and to promote racial equality and good race relations across all areas of school activity 

· assess the impact of policies on minority ethnic pupils, staff and parents to identify whether such policies help to achieve racial equality 

· monitor the implementation of the race equality policy and its impact on pupils, staff and parents and monitor the levels of pupil attainment by ethnicity 

· to take such steps as are reasonably practical to publish annually the results of the monitoring

Race Equality Policy

It is the governing body of a school that is responsible for drawing up the race equality policy and keeping it up to date.  A school’s race equality policy can be combined with another policy, such as an equal opportunities or diversity policy, but in order to comply with the law, the race equality policy should be clearly identifiable and easily available.  For example the governing body may decide to make a school’s race equality policy a separate section, or series of sections, within an overall equality policy. 

The governing body may ask a senior member of staff or a governor to be responsible for ensuring the policy is implemented and monitored.  This would include for example, monitoring reports of racial incidents and the action taken

A good policy would be part of the school’s development plan and deal with the main areas that are relevant to promoting the general duty.  A good race equality policy might deal, among other things with

· pupils attainment and progress

· curriculum teaching and learning

· pupil behaviour

· discipline and exclusions

· racial harassment and bullying

· the school’s values

Monitoring

Ofsted will inspect and report on whether or not a school is meeting the general duty and the specific duties. Ofsted will also look at incidents of bullying, and in connection with racist bullying, governors should note that following the publication of the Macpherson Report of the Stephen Lawrence inquiry, they are also required to record all racist incidents that take place in the school, and report them to their Local Authority at least annually.

The Equality and Human Rights Commission (EHRC) has powers to enforce the specific duties by issuing a compliance notice to order the school to meet the specific duties within a certain timescale.

The EHRC also sets out suggested areas for ethnic monitoring as:

· profiles of pupils

· Application, and success and failure rates for admission

· Appeals for admission

· Pupils’ attainment levels

· Temporary and permanent exclusion

· Truancy

· Reports of bullying

· Complaints made by parents

· Reports of racist incidents and outcomes

· Disciplinary action

· English as an Additional Language (EAL)

· Composition of governing bodies

· Extra-curricular activities

· Assessment and setting

Governors also have a duty to ensure that their school is complying with Race Relations (Amendment) Act 2000 and that it is able to supply the Local Authority* with staffing and employment data by racial group to include:

· The number of staff in post

· Applicants for employment, training and promotion

Where a school has 150 or more FTE staff in post the school will also need to provide information by racial group on those who:

· Receive training

· Benefit or suffer detriment as a result to the school’s performance assessment Procedures

· Are involved in grievance procedures

· Are subject to disciplinary procedures

· Cease employment

* The specific duties of the Race Relations (Amendment) Act 2000 set out that KCC

is bound to monitor these areas, and publish extracts from them.
Racial Incidents

The DfEE sets out in their guidance: “School Inclusion: Pupil Support” (paragraph

4.32, page 25) that schools must:

i. Make clear in their schools’ behaviour policy that racial harassment will not be tolerated and how staff and pupils should deal with it.

ii. Record details of all racial incidents and, parents and governors should be informed of such incidents and the action taken to deal with them.

iii. Governing Bodies should inform LAs annually of the pattern and frequency of any incidents.

Guidance on the management of racial incidents was included in overall guidance to schools on race equality in 2002. However, revised guidance to schools regarding racial incidents was issued in November 2004, and is included in this handbook. This document contains background information, details of the legal framework, a model procedure, model monitoring form, and model letter to parents. Each school should have a strategy for dealing racial incidents, and should annually inform governors of the number of racial incidents, and the type of action taken to prevent future incidents.
Guidance
There is a wide range of guidance available on the subject of equal opportunities. Chapter 11 of The Guide to the Law for School Governors provides a good overview and may be the best initial point of reference for general matters. For additional guidance in drawing up a school policy for racial equality see ‘A Guide for Schools’ on the CRE website at: http://www.cre.gov.uk/publs/cat_duty.html
Further information

A lot of background information and guidance is available on developing race equality policies and practices. This list indicates some initial routes for investigation, and top-level website links where possible. Some key documents are noted, but there are many other documents of relevance and use.

Equality and Human Rights Commission - www.equalityhumanrights.com
Statutory code of practice on the duty to promote race equality: A guide for schools Commission for Racial Equality, 2001

Learning for All - Standards for Racial Equality in Schools

Commission for Racial Equality, 2000

DCSF– www.dcsf.gov.uk
Making the Difference: Teaching and Learning Strategies in Successful Multi-Ethnic Schools - DfEE, 1998
Removing the Barriers: Raising Achievement Levels for Minority Ethnic Pupils: Key Points for Schools - DfEE, 2000

Removing the Barriers: Raising Achievement Levels for Minority Ethnic Pupils 

Exploring Good Practice (Includes Video) - DfES 001/2002 January 2002

Working Towards Inclusive Education: Aspects of Good Practice for Gypsy Traveller Pupils - DfEE Research Report RR238, 2000

OfSTED – www.ofsted.gov.uk
Race Equality in Education: Good Practice in Schools and LAs (2005)

Evaluating Education Inclusion - Guidance for Inspectors and Schools (2000), Ref: HMI 235

Raising the Attainment of Minority Ethnic Pupil: School and LEA Responses (1999)

The Stationery Office

The Stephen Lawrence Inquiry by Sir William Macpherson of Cluny (February 1999)

KCC CFE Equality Action Plan 2008-2009
http://www.kenttrustweb.org.uk/UserFiles/CW/File/Policy/Equalities/cfe_equalityactionplan07-08.pdf
KCC Minority Communities Achievement Service

http://www.kenttrustweb.org.uk/Children/mcas.cfm
Additional Useful Contacts

For additional useful contacts, please click here:

http://www.kenttrustweb.org.uk/Policy/eq_contacts.cfm
Useful contacts page.
	UNITE (formerly Black Workers' Forum)

Kent County Council

County Hall

Maidstone

Kent

ME14 1XX

Tel. 01622 671411

bwf@kent.gov.uk

	North West Kent Racial Equality Council

Enterprise House

8 Essex Road

Dartford

DA11 7NU

Tel.
01322 287251

Dev_nwkrec@hotmail.com


	Minority Communities Achievement Service

Children’s Services 

Kent County Council

County Hall

Maidstone

Kent

ME14 1XX

Tel.
01622 671 411


	World Education Development Group (WEDG)

98A Broad Street

Canterbury  CT1 2LU

Tel. 01227 766552



	The Refugee Council

3 Bondway

London

SW8 1SJ

Tel. 
0207 820 3000

www.refugeecouncil.org.uk
	Equality and Human Rights Commission 

3 More London, Riverside Tooley Street, London, SE1 2RG
Telephone 020 3117 0235
Fax 0207 407 7557

www.equalityhumanrights.com


	Advisory Centre for Education

1b Aberdeen Studios

22 Highbury Grove

London N5 2EA

Tel.
0207 354 8321

www.ace-ad.org.uk

	Early Years Trainers Anti-Racist Network (EYTARN)

PO Box 28

Wallasey L45 9NP

Tel.
0151 639 6136



	National Association of Language Development in the Curriculum

(NALDIC)

C/o South West Herts LCSC

Hollywell School Site

Tolpits Lane

Watford

WD1 8NT

www.naldic.org.uk
	Save the Children

17 Grove Lane
London SE5

Tel.
0207 703 5400

Enquiries@scfuk.org.uk
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