


Appendix 3: Equality Analysis (EA) – Relevance Screening Form 
	1. Name of the document 
	Overpayments & Underpayments Policy 

	2. What are the main aims and objectives of the document 
	The specific aim of the policy is a procedure for the handling of cases of overpayments of salary and allowances to all staff as well as around salary underpayments. 

	3. Is this a key strategic document? 
	Yes 
	No 

	
	
	No 

	4. What impact will this document have on the public or staff? 
	High 
	Medium 
	Low 
	Don’t know 

	
	
	
	Low 
	

	Explain: 
	

	5. Is there any evidence, or reasons that different groups have different needs, experiences, issues and priorities in respect of this particular document? 
	Yes 
	No 
	Don’t 
Know 

	
	
	No 
	

	Explain: 


If you have answered Yes to question 3, you should move straight on to EA. 
If, for question 4, you have answered Low there is no need to continue to conduct an EA. 
If for question 4 you have answered Medium and No for question 5, there is no need to conduct an EA. 
If, for question 4 you have answered Medium or Don’t Know, and have answered Yes or Don’t Know for question 5 you should move on to a Stage One EA. 
If, for question 4 you have answered High, you need to conduct an EA. 
	
	Equality Analysis 
	None 

	6. Based on the result of the screening, is an EA required? 
	
	None 
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