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History of Changes
Version Description of Change
Update to the list of protected
1.1

1.2

1.3

Authored by

Date

D Killean

27.11.13

characteristics. Introduction of a
version control log for all
documents covered by this policy.
General updating of names for
D Killean
boards and committees. Inclusion
of a statement that the policy
should be reviewed and approved
together with any associated
procedures. Updating and
extension of the range of
characteristics included with
equality impact assessment.
Inclusion of scrutiny of impact
assessment by the Equality &
Diversity Committee.
Introduction of the role of the
D Killean
College Management Team in
scrutinising policies and
procedures and extending the duty
of College Management to ensure
staff members familiarise
themselves with policy and
procedure documents.
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1. Introduction
This document sets out the necessary processes to be followed in
authoring, amending, reviewing and publishing College policies and
college-wide procedures. In the text of this document policy is taken as
meaning all policies, procedures and guides that impact on the wider
functioning of the college. In many cases a policy will have associated
procedures and guides. These should be reviewed as a single entity.
Where a policy, procedure or guide is specific to a single function or
department and does not impact directly on the wider community of
users and employees these documents’ revisions are a matter for that
department or function.

1.1 Scope
The policy management procedure provides instruction on the review of
policies that relate to the wider functioning of the organisation. It
provides details on how a policy is developed, structured, reviewed and
equality impact assessed. It is essential in ensuring that policies are up
to date and comply with relevant legislation.

2. Procedure
2.1 Policy Authoring
Any member of staff with functional responsibility, or designated by a
recognised College committee, may author a policy.
Before a new policy is written, the need for it must have been formally
agreed at the SMT. SMT will agree with the Board Secretary whether
the new policy will require Board approval. See Flow Chart on Appendix
1.
The author must ensure that their policies go through a consultation
process with the appropriate staff groups, e.g. College Management
Team (CMT), Equality and Diversity Committee, Joint Consultative
Committee Policy (JCCP) etc.
All policies (new or existing) must be Equality Impact Assessed when being
created or reviewed. This process must happen before consultation and
seeking approval through CMT/Board as appropriate.
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2.2 Policy Review
It shall be the responsibility of the author of a policy to conduct a review
of the policy when it falls due, according to the date shown. Authors will
be informed by the Quality Assurance Co-ordinator that a review is due
and a date has been set for resubmission to the CMT & JCCP.
New and existing policies that are being reviewed must be Equality
Impact Assessed before consultation at JCCP and approval is sought at
the CMT/Board. The author must Rapid Impact Assess the policy to
review whether the policy is likely to have negative impacts on people
because of their protected characteristics. Where there is the potential
for a significant negative impact of the policy a full equality impact
assessment is required. The author puts together a team who will look
at the policy and complete the full Equality Impact Assessment (template
is available from the College Intranet). The rapid impact assessment
and, where it has been deemed necessary, the full impact assessment
should be submitted with the new/amended policy.
The review must take into account any changes in legislation and
necessary changes in practice.
Authors must contact the publications team, for an original Word file for
policies that require to be reviewed. Authors should use the track
changes tool in Word when reviewing the policy. This will allow the
Committee members to easily follow the changes that have been made
to the content of an existing policy. Changes to an existing policy will be
noted in the version control log on the inside front page of the document.
If a policy is required to be updated prior to the due date, the Quality
Assurance Co-ordinator must be notified so that it can be arranged for
the policy to go before the next available CMT & JCCP.
For the JCCP and CMT, the draft policy should be submitted to the
Quality Assurance Co-ordinator 10 days in advance of the next JCCP
meeting. If the policies are accepted at the JCCP then the Quality
Assurance Co-ordinator will ensure that the updated versions are sent
for further scrutiny and approval by the CMT. Where the policy requires
Regional Board approval the Quality Assurance Co-ordinator sends a
copy to the Board Secretary. Once the policy has been through all the
necessary stages the author liaises with the publications team to ensure
the updated copy is published on the website.
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Where any significant chances are made to the policy at the different
stages of the approval process the participants in the previous stages of
the process are informed. Authors should report these changes so that
further consultation can occur with staff representatives and managers
as appropriate.
Where the review of the policy leads to no change to the policy content
but required minor updating of the documentation (for example, changes
to job titles) these should be noted to the Quality Assurance Coordinator. The Chair of the JCCP in consultation with the Quality
Assurance Co-ordinator will note this minor updating and approve the
changes without the need for approval of the full JCCP. The Chairs
approval will be noted at the next JCCP and CMT.
The Equality & Diversity Committee will scrutinise all completed Impact
Assessments and where necessary can require an author to conduct a
full Impact Assessment or require further changes to a policy to meet the
requirements of equalities legislation.
Please see Appendix 1 for the Process for Policies Flow Chart.
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2.3 Structure and Style
Policies should have the following template and structure:
Standard front cover setting out the policy name and date of publication.
Inside front cover providing a version control table setting out the
changes made to the previous version and the name of the person
making those changes with the date of change. The numbering
convention is:
•
Where a major rewrite of the policy occurs then the policy number
changes e.g. from 1.0 to 2.0 (i.e. in effect it is a new policy)
•
Where there are minor changes and updating it is revisions to the
existing policy. The numbering change is therefore, for example 1.0
to 1.1
1.

Introduction
This should consist of one or two brief paragraphs, setting out what
the policy is intended to do, and giving a little background, if
necessary.

2.

Scope
This should give a little more detail on the application of the policy:
who or what it applies to, and in what circumstances.

3.

Key Principles
This section should be the substance of the policy, setting out the
College’s attitude or approach to dealing with the subject(s) of the
policy. It may include some more detailed guidance but should stop
short of becoming a procedural document.

4.

Responsibilities
This should detail who is responsible for approving, implementing,
enforcing and complying with the policy.

5.

Related Documents
This should be a list of associated external legislation or guidance
and internal linked policies, procedures or guides.

6.

Review
This should simply set out the frequency of review of the policy.

© Borders College 13/3/2017

6

Uncontrolled Copy

Working Together

Policy Management Procedure
7.

Equality Impact Assessment
This should provide the details of the impact assessment
undertaken and its outcome.

8.

Associated Procedures (if applicable)
Associated procedures should be appended to the policy and
include in any review for updating and revision.

All College policy documents should normally be concise and conform to
the Clear Print Guide.
Each policy shall include the following detail on the final page:
Status:
Showing the approval status of the policy.
Policy dated:
Showing the date of issue of the policy.
Author:
Showing only the job title of the author.
Review Date:
Showing the date at which the policy is due
for review.
Equality Impact Assessed: Showing the date of impact assessment.
The College’s Marketing and Publications will ensure that all policies are
produced using the most up to date template.
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3. Equality Impact Assessment (EQIA)
This is a systematic way of assessing a proposed or existing strategy,
policy or procedure which is of relevance to the promotion of equality.
Policy authors have the responsibility to ensure that their policy does not
adversely discriminate against any group or individual whether by way of:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

age
disability
criminal convictions
employment
gender reassignment
health
looked after child or care leaver
marriage and civil partnership
poverty and deprivation
pregnancy or maternity
race
religion or belief
sex including non-binary and intersex
sexual orientation
trade union membership

and does not contravene relevant legislation.
All new policies and policies under review will be assessed for their
relevance to equality. The rapid impact assessment tool is available from
the College Intranet and should be used by the policy author in the early
stages of policy formation to judge the impact the proposed policy may
have on individuals or groups of individuals. Where it is judged that
there is the potential for negative impacts from this policy that cannot be
simply rectified at the early writing stage then a full impact assessment
will be required before the policy can be approved. Where a proposed
policy has no relevance to the promotion of equality or where the impact
is wholly positive no further analysis of the policies impact on equality is
required. The policy along with the completed rapid impact assessment
should be submitted for approval.
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Where a proposed policy has the potential to have a negative impact on
equalities issues it must be subject to a full impact assessment; the
second stage of the process. A policy is deemed to have a potential
impact on equalities in all cases were it relates to access to any college
services, funding or employment and will be subject to full equalities
impact assessment.
To complete a full EQIA the author creates an EQIA team and uses the
template available on the College Intranet to impact assess the policy.
The policy is then adjusted following the actions to be taken. The full
EQIA must be submitted to the JCCP along with the draft policy.
Where a group of policies relate to a single service that is relevant to
equalities an EQIA may be conducted on the service and its policies in
their entirety. The service manager must agree this approach with the
College senior management team prior to commencement.
All equality impact assessments are reviewed by the Equality & Diversity
Committee who have the authority to require further analysis if they have
concerns that a full impact assessment is required or the impact
assessment was insufficiently robust.
No policy will be approved by the JCCP until an impact assessment has
been conducted and any necessary revisions made to ensure that the
policy complies with the Equality Act 2010 and the College’s Access and
Inclusion Strategy (due for publication in 2016/17).
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4. Approval
New policies must go to SMT before any other committee.
All policies go to the JCCP for consultation and then to CMT for scrutiny
and approval via the Quality Assurance Co-ordinator.
Some policies are also required to go to the Regional Board (or
appropriate sub group) for final approval. The Quality Assurance Coordinator will inform authors which of their policies are required to go to
the Regional Board (or sub group) when issuing the policy review list.
The approved status will be shown in the published version of the policy.

5. Publication
When a policy is approved/accepted at the JCCP and Regional Board
(where required) the author will forward the approved policy to the
publications team. This will then be formatted into the standard style and
produced as a proof for the author to check for accuracy.
Policies shall be published as follows:
•

All policies shall be published on the College website with open
access to staff, students and the general public.
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Appendix 1

Development or Review Policy Flowchart
NEED FOR POLICY IDENTIFIED
MEMBER OF STAFF WITH
SENIOR MANAGER

NEED FOR POLICY AGREED
SMT
CONSULTATIONS
POLICY DEVELOPED

STAFF
GROUPS/CMT/ETC

MIDDLE/SENIOR MANAGER
EQUALITY IMPACT
ASSESSMENT
INITIAL APPROVAL OF POLICY
SMT

FORMAL CONSULTATION
JCCP AND CMT AS APPROPRIATE

FINAL SCRUTINY & APPROVAL
CMT/REGIONAL BOARD
COMMITTEE
(as required)
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Appendix 2

Equality Impact Assessment
(Rapid impact assessment tool)
What Impacts may there be from this proposal on any group’s
ability to use the College services?

Policy:
Positive Impacts (Groups affected)

Negative Impacts
(Groups affected)

Actions taken to alleviate any negative Impacts:
Recommendations:

From the outcome of the rapid equality impact assessment, have
negative impacts been identified for any protected characteristic or
any other potentially disadvantaged group?

Has a full Equality Impact Assessment been recommended?
Yes
No
Reason for recommendation:
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Equality Impact Assessment
(Rapid impact assessment tool)
What Impacts may there be from this proposal on any group’s
ability to use the College services?

Policy: Policy Management Procedure
Positive Impacts (Groups affected)

Negative Impacts
(Groups affected)

The policy management procedure sets out the
process for equality impact assessing policies,
procedures and guides. It should be read in
conjunction with the Equality Diversity & Inclusion
Policy. It put in place a range of checks that
ensure that all policies etc are properly scrutinised
to reduce to likelihood of a policy etc having a
negative impact on any particular group. The
range of characteristics impacted assessed goes
beyond the requirements of the Equality Act.
Actions taken to alleviate any negative Impacts:
Recommendations:

From the outcome of the rapid equality impact assessment, have
negative impacts been identified for any protected characteristic or
any other potentially disadvantaged group?
Has a full Equality Impact Assessment been recommended?
Yes
No
x
Reason for recommendation:
The Policy Management Procedure has been designed to facilitate
equality impact assessment ensure the College is an inclusive institution
and meets the requirements of the Equality Act, the general duty and the
Scottish specific duties.
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Status:
Policy Dated:
Author:
Review Date:
Equality Impact Assessed:

Approved by JCCP and CMT
March 2017
Director of Business Improvement and Performance
March 2019
March 2017
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