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Introduction

What is ethnic monitoring?

Ethnic monitoring is the process you use to collect, store, and analyse data about
people’s ethnic backgrounds. You can use ethnic monitoring to:

@ highlight possible inequalities;
® investigate their underlying causes; and

® remove any unfairness or disadvantage.

In employment, monitoring lets you examine the ethnic make-up of your workforce
and compare this with the data you are using as a benchmark. It also lets you analyse
how your personnel practices and procedures affect different ethnic groups.

In service delivery, monitoring can tell you which groups are using your services,
and how satisfied they are with them. You can then consider ways of reaching
under-represented groups and making sure that your services are relevant to their
needs, and provided fairly.

In this guide, all references to ethnic monitoring, ethnic groups, and ethnic background
include racial groups, that is groups defined under the Race Relations Act by race,
colour, nationality, and ethnic or national origins.

Why monitor?

Without ethnic monitoring, an organisation will never know whether its race equality
scheme or policy is working. There is a risk that people will just see the policy as paying
lip service to race equality. If this happens, the policy could lose credibility and
commitment among the staff who have to deliver it, as well as the people who are
affected by it. To have an equality policy without ethnic monitoring is like aiming for
good financial management without keeping financial records.

Ethnic monitoring can tell you whether you are offering equality of opportunity and
treatment to all ethnic groups. It can also tell you how and why you are falling short of
this ideal. You can then concentrate on finding solutions and making changes, rather
than using guesswork or assumptions. For example, an organisation that encourages
job applications from under-represented ethnic groups may be wasting its time and
money (and possibly doing more harm than good) if the real reason for their
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under-representation is that they are already applying, but being rejected, for
whatever reason.

Ethnic monitoring has wider benefits too. It will help you to use your resources more
effectively. For example, if you identify groups at particular risk of developing certain
health conditions, you can use this knowledge to prescribe preventive steps or to catch
the disease at its early stages. This will not only benefit the people concerned but also
make large savings in later treatment costs. In employment, ethnic monitoring can spot
barriers that are preventing you from making use of available talent.

Ethnic monitoring also helps you to avoid what could be costly complaints of racial
discrimination, by making sure that you pick up and tackle problems at an early stage.
The costs of discrimination claims can include legal fees, compensation payments, and
management time, not to speak of the emotional distress for those involved as well as
possible wider damage to staff morale.

Finally, ethnic monitoring can help to improve your reputation as a good and fair
provider of services, and as a good employer.

The Race Relations Act 1976 and the duty
to promote race equality

The Race Relations Act 1976 (as amended by the Race Relations (Amendment) Act
2000) (and referred to in this guide as the Act) gives public authorities a general duty
to promote race equality and good race relations. The duty applies to all the public
authorities listed in schedule 1A to the Act, and in appendix 1 of the statutory Code of
Practice on the Duty to Promote Race Equality (see below).

The general duty means that, in carrying out their functions, public authorities should
aim to:

® climinate unlawful racial discrimination;

® promote equal opportunities; and

® promote good relations between people of different racial groups.

To help public authorities meet this general duty, the home secretary has made an
order (under the Act), giving them specific duties in policy, service delivery, and

employment. We have issued a statutory code of practice and non-statutory guides to
help authorities meet all these duties.

Employment

Most public authorities bound by the general duty also have a specific duty to promote
race equality as employers.
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If you are one of these authorities, the duty says that you have to monitor, by their
racial groups, all your employees, and all applicants for jobs, promotion, and training.
You have to publish reports on this every year.

If you employ more than 150 people, you also have to monitor the number of
employees from each racial group who:

® receive training;

® Dbenefit or suffer disadvantage as a result of performance assessments;
® are involved in grievances;

® have disciplinary action taken against them; and

® end employment with the authority.

We would strongly advise you to monitor other aspects of the employment process as
well. This will help you to meet the employment duty more effectively and to meet the
general duty and other specific duties. For example, if you want to assess the impact of
your selection policy and procedures, information about the number of job applicants
will not be enough. You will also need to know how many applicants from each ethnic
group succeed and how many do not, at each stage of the selection process. Chapter 7
gives more detailed advice on effective employment monitoring and appendix 2 lists
the aspects of employment you should consider monitoring, to meet the general duty
and all the specific duties.

Policy and service delivery

Public authorities that are bound by the employment duty must set out how they will
monitor the impact of the policies they have adopted, or are proposing to adopt, on
promoting race equality. This applies to all functions and policies that are relevant to
the general duty. The code of practice defines functions as the full range of a public
authority’s duties and powers. It defines policies as the formal and informal decisions
a public authority makes to carry out its duties and use its powers.

Educational institutions bound by the general duty also have specific duties, as follows.

® Schools must assess the impact of all their policies on pupils, statf, and parents from
different racial groups. They must also monitor the way their policies work. The
duty expects schools to place special emphasis here on pupils” attainment levels.

® Further and higher education institutions must assess the impact of all their policies
on students and staff. They must also monitor, by racial group, student admissions
and progress, and staff recruitment and career development.
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The general duty

The general duty does not say you must monitor policy and service delivery. However,
you will find it difficult to show that you have met your duty to eliminate unlawful
racial discrimination, and promote equal opportunities and good race relations if you
do not have any monitoring data. So, if your authority is bound only by the general
duty, you should not assume that monitoring is something that you do not need to
worry about.




General principles
of ethnic monitoring

This chapter sets out the main principles for all ethnic monitoring. The next four
chapters discuss the questions of planning, communication, and consultation; and data
collection, analysis, and interpretation. Chapters 7 and 8 look in greater detail at ethnic
monitoring in employment and service delivery.

Data protection

You must take full account of the Data Protection Act 1998 when you collect, store,
analyse, and publish ethnic data (see appendix 1).

Monitoring is more than just data collection

You must regularly analyse and question the ethnic data, then follow up and tackle any
barriers or failures it has highlighted.

Monitoring never stops

Monitoring is part of an ongoing process of analysis, asking questions, investigation,
and change. You even need to monitor the effects of any action you have taken, to see
if improvements are being made.

Commitment from the top

Responsibility for monitoring should lie at senior levels, because this demonstrates,
to both your staff and the public, that your authority is serious about race equality.
Ideally, this should be at board or member level as well as at senior executive level.




Planning, communication,
and consultation

Careful planning is vital when you introduce ethnic monitoring. You need to make
sure that you:

® collect all the information you need to analyse the way your policies and practices
are likely to affect different ethnic groups;

® analyse the information regularly; and
® use it continuously to promote and achieve race equality.
It is vital that you win people’s trust. You need to be able to respond to any concerns

about why you are collecting information about ethnic background, and about its
confidentiality.

Before you start ethnic monitoring, you should ask yourself the following questions.

Preparation

® How will you win the understanding, commitment, and trust of managers,
employees, trade unions (or other staff associations), and ‘frontline’ staff (those
who deal with the public)?

® How will you win the understanding, commitment, and trust of people who use
your services?

® What systems will you need to guarantee data security and confidentiality?
® Will you run a pilot of the exercise and, if so, how will you do it?

® Where can you get help and advice?

Data collection

® Will you collect the monitoring data centrally (for example, through a central
personnel department at head office) or through regional or departmental units,
and how will you collate it?

® Will you collect the data on paper or on screen, or use a mixture of the two?

® Who will be responsible for answering any questions about the monitoring, and
what training will these staff need? What about paperwork? For example, will you
need new forms?
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® How will you follow up those people who do not give you information about
their ethnic group? How will you top up information not supplied through
‘self-classification’? (see p 14)

® What about computer software? For example, can you analyse the data with your
existing software, or will you need new software?

Data entry

® How will you code the data so that it can easily be entered on a computer and
analysed?

® Who will record, enter, and store the information, and how will they do it?

® Will you need any extra resources (staff, money, or equipment) to enter the initial

batch of data and then to keep the records up to date?

Results and analysis

® What questions do you want the monitoring data to answer, and at what level
of detail?

® What kind of tables, charts, and written reports do you want, and how often?

® Who will be responsible for analysing the data regularly?

Action

® Who will the monitoring reports go to?

® Who will have formal responsibility for acting on them?

® What procedures and checks will you need to make sure that you take appropriate
action?

® What arrangements will you need to make to publish the monitoring data?

® How will you make sure that individuals cannot be identified from your published

reports, and that you are staying within the Data Protection Act?
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Collecting the data

How does the Data Protection Act
apply to ethnic monitoring?

The Data Protection Act 1998 (DPA) protects the rights of people about whom you
collect and process data. The DPA has implications for many of the points we raise in
this guide, particularly in this chapter. We have consulted the office of the Information
Commissioner on all these points, and have followed their advice throughout.
Appendix 1 explains the principles of data protection and the law.

What ethnic categories should you use?

You will need to compare the ethnic data you collect with the benchmark (or base line)
you decide to use (for example, census data). You may also want to compare your data
with similar data from other authorities. We therefore recommend that you use the
ethnic categories that were used in the 2001 census, or categories that match them
very closely.

Devolution of power to the Scottish Parliament and the National Assembly for Wales
reflects an increasing sense of national consciousness in England, Scotland, and Wales.
This was why different ethnic categories were used for the census in Scotland, and in
England and Wales. In looking at possible ethnic classification systems (see appendix 4),
we have tried to take into account whether the categories are likely to:

® be comprehensive;

® Dbe acceptable to individuals, and offer enough choice;

® Dbe practical; and

® allow comparisons to be made with data from the 2001 census.

Appendix 4 explains the possible ethnic classifications you could use to collect ethnic
data for England and Wales, Scotland, or Great Britain. You should take account of:

® the countries of Great Britain in which your authority works, and whether you
need separate data for each; and

® how important it will be for those who are answering a question about their ethnic
background to be able to say that they are English, Scottish, or Welsh.
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You should be aware that, while some ethnic data will be available for Great Britain,
ethnic data will be available in full only for England and Wales, and for Scotland.

Whichever set of categories you choose, you should always use the full (detailed) list of
ethnic categories (that is, including the sub-groups), even if you only use the broad
headings in your analysis. This is because:

® the detailed list offers greater choice, so people are more likely to accept it;

® broad headings can hide important differences between groups, for example,
between Bangladeshis and Indians under the Asian or Asian British heading;

® detailed information gives you more flexibility in analysing the impact of different
policies; and

@ it is easier to combine the data for the individual groups within a broad heading
than to have to ask for it again if you need to look more closely at differences
between ethnic groups.

If you want to add extra categories — for example if you are based in areas with large
Sikh or Turkish populations and want to know how your services are affecting them —
you will first need to consider some important points. If you are to be able to compare
your data with census data, it is best to introduce any new categories as sub-groups of
an appropriate main group. However, there are cases where the new category will not
fall under any single main category. The Office for National Statistics (ONS) has
identified a range of ‘write-in’ responses (where, under ‘other ... please write in’,
people have defined themselves in their own way) that fall under several main headings,
for example ‘Sikh’. If you decide to include this as an extra category, we would advise
you to consult as widely as possible on the main category within which the new category
should be included. Even if a new category seems clearly to be a sub-category of just
one main group, you need to think about how you will introduce the new category.
For example, if you include a new category for Somalis, and include them as a sub-
group of Black African, how will you designate the rest of the Black African category?
You should also remember, before adding any categories, that you will need to be able
to make valid comparisons with census data. We would advise you to consult us and the
Integration and Harmonisation Division of the ONS, which is still analysing the patterns
of write-in responses from the census and identifying possible clusterings of responses.

What other data should you collect?

If you are monitoring your services and want to make sure they are organised to cater
for different religious customs or language needs, or if you want to be able to meet
specific individual needs, you may find it useful to ask extra questions about:

® religion;
® language; or

® refugee status (remembering to guarantee the confidentiality of people’s replies).
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However, you should be clear about whether you need the information for monitoring
or to meet individual needs, or both. For example, you might ask everyone who is
admitted to hospital about their religion, because you want to know whether you need
to change your policies or make further provision for this. Your inpatient services can
then give equal weight to patients’ different religious needs. On the other hand, you
might ask for the information only because you want to be able to make arrangements
for a particular individual’s religious needs. Only the first would really be described as
monitoring.

We do not recommend that you ask about refugee status in connection with
employment. On the question of monitoring religion or belief for employment, you
will be aware that, in 2003, the government will introduce legislation to give effect to
the EU employment directive. This will make discrimination in the workplace unlawful
on a range of grounds, including religion or belief. Monitoring religion or belief may
emerge as part of this wider agenda. The issues surrounding this have not yet been
tully explored or debated, but if you decide to collect information about religion or
belief, you should first consult the ONS (see p 86 for their address), which drew up the
question on religion for the 2001 census.

You should not ask where a person was born or their nationality (unless there is a rule
for recruitment, for example, for all posts in the diplomatic service).

When meeting your responsibilities under section 8 of the Immigration and Asylum Act
1999, you should follow the recommendations in the Home Office’s code of practice for
employers on the subject (downloadable from the Home Office website at
www.homeoffice.gov.uk). You must treat all applicants equally.

How complete should the data be?

Your ethnic monitoring analyses will only be reliable if you have full information about
the population in question, or a sample of it (see p 13). Many analyses of monitoring
data have been put in serious doubt because of the large number of people recorded as
being of unknown ethnic background. Often, this number is more than the total
number of people recorded as being from ethnic minorities. Depending on who it is
that is not responding, this could seriously undermine effective interpretation of the
data. You should generally aim to get nearly 100% information about the ethnic
backgrounds of your workforce and job applicants. In many service delivery areas, for
example monitoring pupil exclusion rates in a school, you should also be looking for
close to 100% information about the ethnic backgrounds of all pupils.

The problem of having less than full data becomes even greater when the issue you are
examining affects only a small number of people. For example, not many employees
are likely to have disciplinary action taken against them, or to receive high
performance pay awards. If you do not have full information, this will make it even
harder to have a true idea of what is happening in these areas.
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Can you use sampling to collect data?

In some cases (for example, if you are carrying out a survey of usage — see p 47),

you may be able to get enough data by questioning only a sample of the population.
So, sampling could sometimes be a cost-effective strategy. However, you will still

need the fullest possible response rate from the sample, if your conclusions are to be
representative. Because of the range of employment processes that you may need to
monitor, and the variety of possible outcomes, sampling is likely to be a practical option
only for surveying service delivery. However, even then, you need to be sure that
sampling, and the size of your sample, will allow you to answer all the questions

you might want to ask.

For example, you could use sampling to survey the ethnic backgrounds of people who
use accident and emergency services. However, if you then want to carry out more
detailed analyses, sampling may be less realistic. You might want to find out about the
diagnosis, treatment, and outcomes for patients with certain symptoms, such as severe
headaches, depending on their ethnic background, and allowing for age and sex. You
would probably need much fuller information for this than for a simple survey of
accident and emergency service users.

If you then had to go back to try to get ethnic origin data on patients (either all or a
sufficient sample) with these symptoms, but who had not been included in your
original survey sample, this could actually prove more costly (and less likely to give
you all the data you need) than it would have been to ask everyone to provide the
information in the first place.

You will not always be able to predict what detailed information you are likely to need.
For example, again using hospital monitoring as an illustration, if a patient complains
that she received less favourable treatment because of her ethnic background, you may
need to analyse data on the ethnic background data of all (or a sample of) patients
whose symptoms or other particular circumstances matched those of the person making
the complaint. If you have not collected ethnic background information about patients
at the start, it is likely to be much harder to get it later, and you will have no basis even
for selecting a sample for analysis, particularly if you need matched samples, or a
booster sample of a particular ethnic group.

This is not to suggest that you should collect ethnic background data on a ‘just in case’
basis. It is simply to point out that the range of analyses you may have to carry out to
assess the effects of all your policies and practices is so considerable that sampling may
not be the easy option you might at first think. Sampling has its own costs. These
include the costs of selecting the sample, and the extra administrative burden of
deciding in each case whether to ask the ethnic background question or not. For
example, will you print some forms that include the question and others that do not?
In many cases, it will be simpler, and involve very little extra cost, to get the
information from everyone when it is easiest to do so. You could then consider

using sampling when it comes to analysing the data.
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What is the best way of getting the data?

We recommend that you do not say anything in your explanation to the ethnic
background question that might encourage people not to answer it. For example, do
not say ‘This question is entirely voluntary’, or offer a ‘Would rather not say’ option.
However, you should not say, or imply, that the question is compulsory. Staff who have
to deal with enquiries about the question should make it clear, if asked, that the
question is not compulsory. If you are considering using ‘other-classification’ (see
below) to top up your data, you should also make this clear. If you are asking for the
information electronically, you should not make the ethnic origin field a compulsory
one (in other words, people should be able to skip this field). Again, we would
recommend that you do not include a ‘prefer not to say’ option.

When you enter the information you have collected into a computerised database, you
should either make the ethnic origin field non-compulsory, or include a ‘did not
respond, or ‘not known’ option. This is to make sure that staff who enter the data are
not put in the position of having to make up a category (or use the ‘other ethnic group’
category) if a category has not been provided either through ‘self-classification” or
‘other-classification” (see below).

In chapters 7 and 8, we look at the obstacles to getting 100% data, and suggest how
you might achieve this, or get very close to it. If you cannot realistically achieve a near
100% return from whatever sample you have chosen, you may have to decide on the
minimum information you will need to draw reasonable conclusions about the effect a
policy has on different ethnic groups. In most cases, the figure is unlikely to be less
than about 90% (unless you have good reason to believe that there is no ethnic
imbalance between those who do and do not supply information). If you really cannot
achieve the minimum level of information, you should analyse whatever data you
have. You can then take action if there seems to be evidence that a policy or service is
affecting some ethnic groups differently. However, you should not treat the lack of this
evidence as proof that all is well.

Who should supply the data?

There are two sources of information about someone’s ethnic background. The first is
the individual himself or herself. This is known as ‘self-classification’. The second is
information supplied by another person, based on their judgement of the individual’s
ethnic background. This is known as ‘other-classification’. When you are monitoring
employment, the ‘other’ is likely to be a manager in your authority. When you are
monitoring services, it might be one of your officers, or a relative or named carer of the
individual concerned.

You should always use self-classification, wherever possible. A high self-classification
rate will depend on the preparations you have made to collect the information (see
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chapters 3, 7, and 8). This must include explaining your policy on race equality, why
the information is being collected, how it will be used, and what you will do to protect
confidentiality. You should also make sure that anyone who might be asked for
explanations or clarification about the ethnic question is properly trained. You might
also consider producing guidance notes for them.

However, while your aim should be to use self-classification as far as possible, you also
need to make sure that the data is adequate (see appendix 1). If self-classification does
not give you the minimum information you need, you may have to consider using
other-classification to top up any missing information. However, this should be a last
resort, and you should first offer people further chances to classify themselves. You
should also give them the opportunity to confirm or correct the classification made on
their behalf. Your records must always show that someone else did the classification (see
appendix 1).

Sometimes, it may be possible for the other person to choose a detailed ethnic category,
based on other information about the individual. However, in most cases, the other
person will only be able to choose from the broad headings. For this reason, you may
find it helpful to create other sub-groups (for example ‘Asian — unknown’ or ‘Black —
unknown’), to distinguish the data from ‘Asian — other’” or ‘Black — other’. Some
employers call these additional sub-groups ‘Asian — management classification” or
‘Black — management classification’.

We recommend that you monitor the percentage of people whose ethnic origin data

is based on other-classification. You might also consider setting targets for the
self-classification rate. For example, if you decide you need a minimum 95%
information rate for your workforce, you might want to set a target of 90% for the
self-classification rate. If the self-classification rate appears low, you should take steps to
find out why this is so, and try to deal with any concerns people might still have about
how you will use the information. It may also help to include the self- and other-
classification rates in the data you publish, and to see how your organisation compares
with others in this respect. You might also publish and compare figures for those whose
ethnic backgrounds are unknown.

Using other-classification to top up information about ethnic background is not against
the Data Protection Act and its principles, as explained in appendix 1. However, you
should remember that it may be unlawful to use the judgements you have made
through other-classification for any other purpose except monitoring equality. For
example, you may be acting unlawfully if you write to staff who have been classified
as belonging to an ethnic minority group through other-classification to let them know
about a positive action training course for staff from ethnic minorities. It may also be
unlawful to use self-classification data for such administrative purposes, unless you
made this clear when you collected the information.
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Should the data be linked to the individual?

If someone has, or is likely to have, a long-standing relationship with your authority,
and is likely to be affected by a series of processes or decisions, it is vital that you link
the ethnic data to the individual through a unique identifying number. Having linked
data will let you:

® keep track of how your policies and procedures affect people from different ethnic
groups, without having to get monitoring data every time;

® carry out more detailed analyses that take account of other factors, such as age, sex,
qualifications, and socio-economic factors;

® get up-to-date ‘snapshots’ of your workforce, without having to survey staff every
year; and

® spot those individuals who have not replied to the ethnic background question, and
then follow up just these people instead of having to follow up everyone.

We recommend that you link ethnic data to the individual for all employment
monitoring, and for monitoring ongoing services such as health, housing, social
services, higher education, and pupils” attainment. In other cases, such as one-off
surveys about how your services are used, you may not need to keep track of each
individual. However, you will usually need to be able to link ethnic background to data
on other factors or variables (details that vary from one individual to the next), such as
age, sex, and answers to the survey questions. You should then keep together all the
data you have about an individual, but without being able to identify the individual.

You should make sure that only authorised staff can access the link between the ‘unique
identifier’ and the person’s ethnic background, and only to use the link for monitoring
equality. If you are using computerised records, you should be able to use a hidden field
for the link. (See also p 19, Should you keep ethnic monitoring data separate?)

From time to time, you should review whether you need to keep the data linked to
the individual or whether you can include the data anonymously in your analyses. For
example, you might decide you no longer need to link individuals to their data five or
ten years after they have left the organisation. This should give you enough time to
carry out the kind of study described in Example 6 (on p 46), of people’s reasons

for leaving.
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How should you analyse the data?

The purpose of analysing the data you collect is to identify differences between ethnic
groups, monitor trends, and tackle any unfair barriers. To do this you need to check
regularly whether there are differences between ethnic groups and whether these are
significant. Your aim must be to make sure you promote race equality and treat people
from all ethnic backgrounds fairly, whatever their numbers in the population you are
analysing.

The focus of your analysis of the data should be the 16 ethnic categories used in the
2001 census for England and Wales (see p 84). The value and importance of this is that
it allows you to examine differences between all ethnic groups, for example between
Indians, Pakistanis, and Bangladeshis, and between each of these groups and the White
British, or between the White British and the White Irish. These are all areas where
research has found significant differences in both service delivery and employment.
Census output data for England and Wales will be published in 2003 in line with these
16 categories, and will be an important source for benchmarking data. However, at this
level of analysis, and in some service areas, you may need to give greater emphasis to
internal benchmarks (see p 22) to monitor the impact of policies and to assess progress
over time.

Following this detailed analysis, you may decide to aggregate the data under broader
headings. You may want to re-analyse the data, combining it in different ways. If you
decide to aggregate the data under broader headings (for example, those used in the
census), you should be sure there are genuine statistical reasons for doing this. This
may give you a broader picture, particularly if the numbers in some ethnic groups are
too small for meaningful statistical analysis, or show statistically significant differences
that did not emerge in your earlier analysis.

It is important to remember that any aggregation of the data could hide significant
differences between individual groups, as we have shown on p 20. For example,
differences between Black Africans and Black Caribbeans may be masked if you
consider them only as part of a broader Black group. This masking could lead to a false
sense of security if it lets you believe, for example, that people in the Black group are
doing as well as those in the White group, when the reality might be that Black
Caribbeans are doing better, but Black Africans much worse. Similarly, you could lose
the differences between the White Irish and the White British by aggregating the data
for the White Irish within a broader White group.
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At the broadest level, you may decide that you want to see if there are statistically
significant differences between the overall White group and all the other groups. When
interpreting any two-way analyses, you need to bear in mind the differences you have
observed in earlier, more detailed analyses. This may lead you to group and analyse
data in different ways, for example by using significance tests to compare the combined
Pakistani/ Bangladeshi group with the White British group, if you know that
differences may emerge along these lines. It is not good practice to carry out ‘fishing
expeditions’ by combining data in all possible ways in the hope of finding statistically
significant differences, if there is no statistically valid basis for assuming similarity
between the groups you have combined.

You should keep those of unknown ethnic background as a separate group in all your
analyses, although you may wish to exclude them when carrying out statistical tests.

You should always give decision makers and policy makers information about both your
detailed and broader analyses. However, in deciding what level of analysis to publish,
you will have to make sure you do not publish data that could identify individuals.

How do you deal with ‘unknown’ and
‘other’ ethnic origins?

People whose ethnic background you do not know should be classified in a separate
‘unknown’ category. They should not be put into an ‘other’ category, as this will make
it impossible to tell apart those people who have not classified themselves and those
who have classified themselves as one of the ‘other’ categories (see appendix 1).

You should not make assumptions about the ethnic backgrounds of people in the
‘other” and ‘unknown’ categories. You should not put those who define themselves
only as ‘other’ (and do not give any more information) under any of the broad
headings. You should also not assume they are of ethnic minority background. You
should treat them as a separate group when you analyse the data.

If you have large numbers of people classifying themselves as ‘other’, from time to time
you should look at any descriptions they might have given in the space provided for
writing in their own classification. You might want to check if you could include some
people under one of the other broad headings. For example, someone describing
themselves as ‘Sri Lankan’ might be included in the ‘Asian — other’ category. However,
it may only be possible to include people in this way if you have been able to discuss
this with them. Some organisations use a coding system that allows someone who has
described themselves as ‘other ethnic group — Sri Lankan’ to be given the same ethnic
code number as someone who has classified themselves as ‘Asian — other — Sri Lankan’.
Or, they combine the separate codes for the two categories when they analyse the data.

Sometimes, you may find that a particular write-in answer appears quite often, and
you may think about creating a new category for this group. However, this will not
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always be a simple matter if the group appears in more than one main category (as
discussed on p 11).

Should you keep ethnic monitoring
data separate?

As far as possible, you should keep monitoring data as part of your main databases. So,
always make sure that you have a suitable field for ethnic background within these
databases.

It is also important to be able to compare or cross-tabulate certain variables, such as sex
and ethnic background. This means you can look at groups defined by both variables,
so you can then compare the data for ethnic minority women and white women, or for
men and women from a particular ethnic group.

If you include ethnic background in a wider database, it lets you study relationships
between ethnic background and other variables, and between a range of variables and
results (such as the results of job applications, performance appraisals, or housing
applications).

You will often need to examine the relationships between ethnic origin and other
variables, and how all of these interact to affect outcomes and decisions. For example,
in many organisations, lower appraisal markings, on average, tend to be found at the
lower grades. If staff from ethnic minorities are disproportionately represented at these
grades (in proportion to the workforce as a whole) and your monitoring also shows
that they receive, on average, lower appraisal scores, this could simply be because they
are over-represented in the lower-scoring grades. You need therefore to examine the
effect of the variable of grade. You might do this simply by comparing appraisals on a
grade-by-grade basis. Or you could use more complex ‘multi-variate analyses’ (as
discussed in Example 5 on p 44), to see how a whole range of inter-related variables
contribute to outcomes.

Should you combine the data?

It is useful if you can combine data in different ways when analysing it. For example,
you may find slight differences in promotion rates between ethnic groups within
individual departments. If you take the differences individually, they may not be
statistically significant (see p 22), but analysing the data for all departments combined
might show a significant difference between ethnic groups. Similarly, if the ethnic data
for a year is limited, patterns may only emerge after you have added together and
analysed data from several years.

At the same time, you may need to study the data from individual departments
separately. This is so that you can tell whether there are differences in what is happening
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in different departments (or even in different parts of departments). You might also
want to analyse data year by year so that you can track changes over time. Ideally, you
should aim for as much flexibility as possible, so that you can easily combine or
separate out the results from different parts of your authority, and for different periods.

You should also remember that data broken down into smaller groups might tell a very
different story from the overall figures, for example, if you are combining data from
two recruitment or promotion exercises, where the pools of applicants and the overall
chances of success are very different.

University admission applications, 2000-2001

Ethnic minority White Total
Success Success Success
Successful Unsuccessful rate Successful  Unsuccessful rate Successful Unsuccessful rate
Arts 20 100 16.67% 800 960 45.45% 820 1060 43.62%
Sciences 180 100 64.29% 200 40 83.33% 380 140 68.18%
Total 200 200 50.00% 1000 1000 50.00% 1200 1200 50.00%

This is illustrated in the table above, which shows data on applications to a fictitious
university. When you compare overall figures for the ethnic minority and white
applicants, it is reassuring to see that the two groups appear to have the same success
rates. Yet, if you look at the admissions to the science and arts faculties separately, it
becomes clear that, for each faculty, white applicants are more likely to succeed. The
explanation is that science is more popular among applicants from ethnic minorities,
and the science faculty is also much more likely to accept students generally than the
arts faculty. The differences between the two faculties are smoothed out when the
figures are added together. Similar patterns may apply in many other situations.
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To interpret your data, you will want to know:
@ what data to use as a comparison or benchmark; and

® whether any differences between ethnic groups represent real or significant
differences which you will need to investigate (and are not the result of chance).

What benchmarks should you use?

External benchmarks

You will find that external benchmarks (such as those listed below) are useful when
you are monitoring ‘snapshot’ information at a given point in time (for example,
workforce data or surveys of services used), or assessing application and access rates in
employment and service delivery.

® 2001 census. This will be your main source of external data from early 2003, when
ethnic data from the census will first become available. You can get more
information from www.statistics.gov.uk/census2001/outputproposals.asp.
In the meantime, you could use data from the 1991 census, but the ethnic
categories are different and you cannot compare them with those for 2001.

® Labour Force Survey (LFS). This survey publishes statistics each year on participation
in the labour market. It covers areas such as industrial sector; type of work;
earnings levels; qualification rates; rates of economic activity; and employment and
unemployment, for different ethnic groups.

The labour markets for different jobs vary considerably, so you may find that,
depending on the job, national or regional data are more useful to you than local data.
For example, you would probably expect applications for a senior accountant’s job to
come from a wider geographical area than for a word-processing job.

Sometimes, you may also find it helpful to use a narrower set of statistics for
comparison, based on the data for a specific type of work. Remember that in some
occupations or professions there may be a long history of ethnic minorities being
under-represented, and you don’t want to see this continued. You should look at
overall labour market data as well as occupational data when you assess your own data
for occupations.

In some cases it may be useful to look at more specialised data, for example data
published by the Higher Education Statistics Agency.
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You may get useful benchmark data from authorities similar to your own (for example,
NHS trusts) which have agreed to pool their data to provide a joint benchmark against
which each can assess its own performance. You will obviously need to take account of
different geographic and demographic factors, and be aware that the benchmark data
might itself reflect ethnic imbalances within the sector (in this case health) as a whole.
You should aim to improve on sector performance rather than simply match it.

Internal benchmarks

Your own internal data will often give you a more important benchmark than
external data.

® In employment, you can compare the proportions of employees from different
ethnic groups in different departments or grades over time, and see whether any
differences are narrowing, increasing, or staying the same. You can also compare
what happens to employees and applicants from different ethnic groups at each
stage of a particular process (such as promotion).

® In service delivery, internal benchmarks are also important when you are assessing
different results for people from different ethnic groups, once they have entered the
system. The issue then becomes one of equal (or unequal) treatment, not
representation.

Are apparent differences between groups real?

You can use one or both of the following methods to judge whether apparent
differences between ethnic groups are real or meaningful.

Tests of statistical significance

Tests of statistical significance are the most thorough way of assessing differences
between different groups. Statistical significance tests are used to assess how likely it is
that differences could be down to chance. For most scientific analyses, a probability of
5%, or the more rigorous level of 1%, are taken as evidence that the difference is not
due to chance. However, with ethnic monitoring you may not want to take the risk of
failing to spot real difference, so you might set the probability level less strictly — at, say,
10% - as suggesting a meaningful difference. In deciding what probability level to use,
you should take account of the relative risks of ‘false positives” and ‘false negatives’.
You want to avoid committing resources to examining in detail a difference that is in
fact the result of chance, while failing to pick up a meaningful difference. You should
also remember that the more comparisons you examine, the more likely it is that some
significant differences will arise purely through chance.

You can also use statistical testing, in both employment and service delivery, to see
whether ethnic groups are represented in proportion to the data you are using as a
benchmark.
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Statistical testing will not always pick up real differences between groups if the
numbers are very small. In this case, you may need to combine data over time — or
across departments or grades — to see if there is a definite pattern. However, bear in
mind the possible risks of combining data sets that are very different in some respects
(as we discussed on p 19).

You can use more complex statistical techniques to work out how different factors
(such as age, educational achievement, ethnic background, sex, and length of service)
are linked to one another, and how they affect outcomes such as appraisal marks, or
the likelihood of being selected for a job or promotion (see Example 5 on p 42).

The four-fifths rule

This is a rule of thumb borrowed from the USA, but with no legal standing in

the UK. Under this rule, the success rate of the less successful group should be at least
four-fifths of that of the more successful group. So, if 60% of white applicants are
promoted, no fewer than 48% (4/5 x 60%) of ethnic minority applicants should also be
promoted. If overall success rates are high, the rule will not pick up real differences. In
this case, we suggest that you apply it in reverse, and work out relative failure rates.

The four-fifths rule is relatively simple to apply, but it has some limitations. If overall
numbers are large, differences that may in fact be statistically significant may fall within
the rule, so you could be failing to identify real differences. If the numbers are very
small, the rule may suggest that differences are meaningful when they are not.

The rule has no real scientific basis. However, it is a simple way of assessing differences
that may turn out to be statistically significant and in need of further investigation for
those who cannot readily carry out statistical testing. We suggest that differences that
fall outside the rule should be re-examined through statistical tests. In cases where the
overall numbers are very small or very large, you should use statistical tests as your first
option. In both cases, we would advise you to get professional advice from an expert,
inside or outside your organisation.
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What preparations do you need to make?

You should first consider the points raised in chapter 3. If your monitoring is to be
successful, you need your staff’s support. You should explain to everyone involved why
you are monitoring ethnic background - that is, to check that your authority’s race
equality scheme is working. You should also keep managers, trade unions, and any staff
associations (including ethnic minority associations or networks) fully informed, and
consult them throughout the process. You should make sure that you give detailed
information and appropriate training to anyone who might have to answer questions in
their capacity as a line manager, personnel officer, or staff representative.

What data do you need?

To carry out the necessary monitoring under the Race Relations Act, you will need
ethnic data on both your current employees and job applicants. Once you get this
information — and you have linked it to each individual by their unique identifying
number (see p 16) — you can use the data to assess how your employment policies and
procedures affect different ethnic groups.

DATA ON CURRENT EMPLOYEES

The first step is to ask your employees to provide the information, usually with a
questionnaire. You should include a detailed explanation of why you are monitoring
ethnicity, and how you will protect someone’s confidentiality. You should make it clear
that you fully support this monitoring, and that it is also your duty under the Race
Relations Act.

You can use a printed or computer-based questionnaire, or a mixture of the two. You
can use it as an exercise on its own, or combine it with other data collection (for
example, to get information about age, sex, or disability, or just to update your staff
records).

What if employees don’t respond?

You should first check which staff have not filled in their questionnaires and then ask
them again for the information. This might be by letter, email, phone, or in person. You
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should make sure that you try again to reassure people about the reasons for collecting
the data, and its importance in helping you to achieve equal opportunities.

When you have done your best to gather the data from your staff, including any steps
you have taken to follow up staff who have not filled in their questionnaires, you will
need to decide whether you have enough data to allow you to carry out your analyses
knowing that the results will be accurate and representative. If not, you may need to
consider using other-classification (see p 14) to fill in any gaps. This will involve a
personnel officer or line manager again explaining to a member of staff who has not
responded how important it is to have full information about the workforce. The
manager should also discuss the employee’s reasons for not responding and try to deal
with any concerns. The manager should then again ask the employee to provide the
information. If this does not succeed, the manager should tell the employee that she or
he will be classified under the most appropriate ethnic group, and what this is (in the
manager’s opinion). The employee should have the chance to correct the manager’s
choice. The record should show that another person made the classification.

You should handle this exercise sensitively and make sure that people who may have to
make judgements about employees” ethnic backgrounds have received suitable training.

DATA ON JOB APPLICANTS

If you use application forms

The best way to get information about an applicant’s ethnic background is to use a
tear-off slip that is part of the application form. The form and the slip should both have
the applicant’s unique identifying number printed on them (or handwritten if this is
not possible). The slips should be torn off before anyone directly involved in the
selection process sees the forms. The information should then be entered in the
relevant register or database before the slips are destroyed.

The civil service selection board uses this method for its ‘fast-stream’ recruitment
and its monitoring figures consistently show less than 1% for ‘no response’, making
follow-up procedures unnecessary.

You could also consider including all personal information that is not relevant to the
actual application on the tear-off slip. This reduces the possibility that other personal
information, such as a name, could be used by selectors to discriminate, or that
applicants might fear this.

If you use a tear-off slip, you should make sure that applicants understand that you will
store the data in a way that makes it possible for you to link this information with
other information about them.
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If you do not use application forms

The fairest way of getting consistent and relevant information about job applicants is
through an application form. We strongly recommend that you base your ethnic
monitoring on application forms.

You might use CVs as part of your recruitment process because you believe that:
® it is quicker and cheaper than using application forms; or

® the particular labour market you are targeting expects this.

However, you may be making wrong assumptions, so you should review the benefits
and disadvantages of using CVs. Using CVs makes it much harder for you to get ethnic
monitoring data about applicants, but as part of your employment monitoring duty you
need to get this information. Here are some ways that you can do this.

® Write to any applicants who have already sent you their CVs. With your letter, send
them an ethnic monitoring questionnaire, and ask them to fill it in and return it to
you.

® Make it clear in your job advertisement that applicants need to send you an ethnic
monitoring questionnaire with their CVs, and give them the phone number or
website address where they can get a copy.

® Phone applicants to ask them for the ethnic monitoring information you need.

Another practice that might mean that you do not use application forms is using
telephone interviews to sift applicants at the first selection stage. It is important to
monitor how this affects different applicants, so you should include a question about
ethnic background in the interview itself. Telephone interviewing is becoming more
common, but there is still not enough experience either to assess its effect on race
equality or to lay down detailed best practice for fairness in using it. For example, an
applicant may respond differently to the ethnic origin question depending on whether
it is asked at the beginning of the interview or at the end, after a decision has been
made and passed on to the applicant. You should explain in detail the reasons for
asking the question, and assure applicants that you will not use the information in
making the selection decision. You need to be sure that people are aware of all the
ethnic categories before they make their choice. One way to do this is to ask people first
to choose from among the main headings, and then to choose from the sub-headings
available for the category they select. However, if people ask to hear the full list of all
the main categories and sub-categories, you should read these out. If you decide to read
the full list to all applicants, you may have to do this more than once.

If you recruit through the internet

This may involve asking applicants to {ill in electronic (computerised) forms, or to
email their CVs to you. You should include a question about ethnic background on
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computerised application forms. When asking people for CVs, you should ask them to
supply information about their ethnic background, either on a separate (computerised)
form or by asking them to include their choice of category with their CV (your website
should show what the choice of categories is). Not all ethnic groups will have equal
access to the internet, so you should not use this as your only way of advertising
vacancies or inviting applications. Ideally, you should monitor how people from
different ethnic groups become aware of, and apply for, your vacancies, so that you

do not rely too heavily on methods that might put some groups at a disadvantage.

If you use recruitment agencies

You will need to tell the agencies what ethnic monitoring data you need, and which
categories they should use. You should also explain to them how you want the
information (for example, as raw data or detailed analysis). As part of your own
monitoring, you should check whether the agency is putting forward candidates from a
range of ethnic backgrounds.

How can you get a good response?

We have already seen that it is possible to get an initial response rate of close to 100%
from job applicants (see p 25). You should try hard to achieve this, because:

® it is more difficult to follow up applicants who do not answer the question about
their ethnic background than employees; and

® you will not easily be able to use classification by another person to top up
the data.

Your recruitment and selection process plays a vital role in deciding the ethnic make-up
of your workforce, and you need to know what is happening at this stage. If you have
a low (less than 90%) response rate from applicants, you should carry on trying to get
the missing information by phoning or writing to them.

If your response rate is still too low, you will have to be very careful about how you
interpret the data you do have. In some cases, you may be able to work out people’s
ethnic background from other information they supply. You may then be able to use
this information to make a judgement about the likely ethnic origins of people who
have not answered the question, and whether the information you do have is likely to
be reasonably representative. Of course, you should not use the other information
applicants supply to record an ethnic classification for them.

You will also need to look at why your response rate is low, and, if necessary, do more
to convince people of the reasons for the exercise, and the confidentiality of the

information.

If you do not have ethnic information about an applicant at the application stage, you
could ask for it again at the interview stage. You can then monitor the selection process
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from the interview onwards. Ideally, someone not involved in the selection process
should ask the question.

If an applicant still does not give you the information at the interview stage, you should
ask for it again if you offer them the job. You should include the ethnic information
about successful applicants who join the organisation in their personnel records, so that
it forms part of your workforce database.

How do you analyse the data?

As well as analysing the ethnic make-up of your workforce, you may need to analyse
the way your policies and processes affect different groups. Appendix 2 gives a list of
employment processes you could monitor. They are grouped under three main headings:

® looking for work with the authority;

® working for the authority; and

® leaving the authority.

In the following subsections, we discuss the monitoring analyses you must carry out to

meet the specific duty for employers (see p 5), and those you will find essential to meet
the general duty (see p 4).

Workforce data

Your monitoring analysis should show the overall numbers (and proportions) of
different ethnic groups in your workforce as a whole. Ideally, it should also show the
type of work they do, their grades or levels, the departments where they work, and
their sex (see the workforce analysis shown in table 1.1 on p 36). Other analyses
might include:

® length of service;

® time in current grade;

® age;

® carnings and other benefits; and

® terms of employment (for example, permanent or fixed-term contract; and full time
or part time).

Recruitment data: applicants for jobs and promotion

Your monitoring analysis should show the overall numbers (and proportions) of
applicants for jobs and promotion, according to their ethnic group. Because of the
importance of your recruitment and selection decisions in determining the ethnic
make-up of your workforce, it is vital that your recruitment procedures and selection
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decisions are fair. To assess the effects these have on different groups, we would
strongly advise you to:

® compare the proportion of applicants from ethnic minority backgrounds with the
relevant benchmark data; and

® analyse the relative success rates for different groups of applicants, and the
significance of any differences you might find.

You may then need to consider:
@ differences in success rates at different stages in the selection process; and

® the reasons for rejection at each stage.

Example 2 (p 36) shows how ethnic monitoring data is used to assess the way different
stages in the selection process affect different ethnic groups. Example 3

(p 38) shows how data on the pre-selection stages of a graduate selection process are
analysed, to examine why applicants are rejected at these stages.

You can carry out similar analyses of applications for promotion. However, since there
may be fewer of these, you may sometimes have to combine some data (for example,
data on all applications for promotion to a particular grade).

In some cases, job applications will include applications for promotion. Your analysis
should separate out internal and external applicants (see Example 4 on p 42).

You could also analyse your workforce data, to assess:

® how many applications members of each ethnic group made before they got
promoted; and

® how long it took different groups to move from a particular grade to the next one.

Training

To meet the specific duties for employers under the Act, your monitoring analysis
should show the overall numbers (and proportions) of applicants for training, according
to their ethnic group. If you have more than 150 employees, your monitoring must
also include the numbers from each group who receive training.

However, before monitoring applications for training, and their results, you will need
to consider what you mean by ‘training” and by ‘an application’. For example, if an
employee spends some time on attachment to a different section, for development,
would you call this training? If an employee asked you whether they could go on a
one-day, in-house, first-aid training course, would you call this an application for
training? You may need to set up formal procedures for considering all training
requests, so that you can monitor them effectively.
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As a first step, we suggest that you consider, together with your staff representatives,
what kind of training you agree is central to career development (including management
development programmes). The main purpose of the review should be to see whether
there is equal access to the most important career development opportunities.

You will then need to think about classifying different types of training, so that you can
compare like with like across ethnic groups. The questions you might consider include
the following.

® How long did the training last?

® How much did the training cost?

® Was the training provided internally or externally?

® Was the training related to the current job or work at the next grade?

® Was the training directly job-related or for broader personal development?
® Did you or the individual pay for the training? How much?

® Was the training carried out during or outside working hours?

If you do not include some or all of these factors in your analysis, you might end up
believing all groups had fair access to training, when one group received job-related
internal training lasting on average one day, and another received externally provided
development training lasting two years.

Not all training is the result of an application. Training may be compulsory, or an
opportunity that staff are chosen for (whether formally or informally). In your
monitoring, you may need to take account of possible variations in the way different
groups choose — or are chosen for — different training opportunities.

Not all career development opportunities will take the form of formal training, and
some of the most significant opportunities may not arise as a result of an application at
all. For example, you might ask how people are chosen to take part in project groups or
task forces, or how opportunities for ‘acting up’ are shared out. Effective monitoring of
training in its broadest sense means monitoring access to the full range of training and
development opportunities.

Appraisals

Appraisal marks can affect not only an employee’s short-term career (in terms of pay
and benefits), but also his or her long-term career in an organisation. To meet the
specific duties for employers under the Act, if you have more than 150 employees, your
monitoring analysis must show the number of employees from each ethnic group who
have benefited or suffered disadvantage from your performance assessment systems.
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Your first step should be to analyse the spread of appraisal marks for different groups.
Since appraisal marks may be linked to other factors, such as grade (see p 19), we
suggest that you compare appraisal marks on a grade-by-grade basis as well as overall.

If your analysis shows differences between ethnic groups, to meet the general duty
you will need to consider why. One of the main problems is that there is usually no
independent, objective measure of actual job performance that will tell you whether
differences in appraisal marks are due to:

® genuine differences in performance;

® Dbiased assessments resulting from, for example, stereotyped perceptions, or
differences in social contact and ‘liking” between different groups; or

® a mixture of the two (with each possibly leading to the other).
After further analysis, you may be able to investigate:

@ links between ethnic background and other variables (such as geographic location,
department, time in grade, sex, or disability) that may also be linked to appraisal
marks;

@ patterns in competency scores (marks given for particular skills and attributes, such
as staff management, communication skills, or problem-solving) awarded to
different ethnic groups;

® rates of appeals (against appraisal marks) and their results; and

® whether members of different groups receive different or similar promotability
ratings (for example ‘well-fitted’, "fitted’, or not fitted” for promotion) for
equivalent performance marks.

You could also examine the language used in appraisals, to see whether there is
evidence of stereotyping by managers, or whether they have different attitudes or
ways of relating to their staff. The comments made by the jobholder and by the
countersigning officer (usually the appraiser’s line manager) may also give you some
idea of what is happening within the appraisal process.

In large data sets, you may be able to carry out an analysis that also includes the
appraiser’s ethnic background. This is so that you can check to see whether there is a
tendency for people from all ethnic groups to give higher marks to peop