
GUIDANCE ON COMPLETING THE 
EQUALITY AND POVERTY IMPACT ASSESSMENT (EPIA) 

 
1. Getting Started 

 
  

You will be provided with a link to the EPIA software 
system.  You need to complete your registration on 
the system before you can register and complete 
EPIAs.  The details you register allow the system to 
populate some areas of the EPIA for you.  It also 
uses your email address to send alerts at different 
stages of the process.  These emails can let you 
know you need to do something in the system or are 
just for information. 

Complete your details.  As advised above the details 
will appear on the EPIA so choose which telephone 
number you are happy with being shown, i.e. 
extension or work mobile.  If you use your own 
mobile you must remember that we have a statutory 
requirement to publish full EPIAs and your own 
number will be shown. 

Once you are happy with your details click on save.  
This will take you to the system home screen where 
you can start registering your EPIA. 

The system does not require the use of passwords.  
Once you are registered and you use the link / 
shortcut to the system it will take you straight to the 
home screen. 
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2. System home screen 
 
 This is the system home screen where you can access different registers and register a new EPIA. 
 

 
  

Drop down menu: 
 

 

Home button - will always bring you back to this 
screen no matter where you are in the system. 

This button will only appear on those 
with administration rights to the system. 

Useful contacts. 

 

EPIAs you have to action 
 

All your EPIAs including 
those that need no action 
 

Your completed EPIAs 

Start a new EPIA by clicking 
here to register the EPIA. 

This will show only the EPIAs 
you are connected with. 
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3. Registering a new EPIA 

 
4. The EPIA Registers  

The proposal name should accurately reflect the 
proposal and any supporting options associated with 
the proposal. 

This usually only applies to budget proposals and is 
the same as the reference used in the budget book. 

The system will populate the greyed out fields 
automatically when the Lead Officer is added.  This 
comes from the details when Officers registered on 
the system. 

This is a drop down list.  You should select your 
Manager (or the person who has asked you to 
complete an EPIA).  If their name isn’t on the list you 
need to tell them to register on the system. 

This is the person who will have final sign off on the 
EPIA and will be automatically populated as the 
Director of the Service of the Lead Officer.  In their 
absence it can be changed to another Chief Officer. 

This will be automatically populated depending 
on the Service of the Lead Officer. 

Click here to register the basic 
and workflow details of the EPIA. 

Filters to allow you to do a 
quick search. 

The column headings 
summarise the EPIAs basic 
and workflow details.  Last 
column gives information on 
the current status of the 
EPIAs. 

The names or titles that are highlighted indicate where EPIAs are in the workflow and who is required to 
take the next action.  Click anywhere on the rows and it will take you to the EPIA details screen. 
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5. EPIA Details Screen 

 
 
  

The EPIA reference number for the EPIA you 
selected from the register. 

This section will show the list of actions available to 
you as you go through the workflow of an EPIA. 
 
The only option on this example is to create an initial 
EPIA as the current status shows the EPIA has only 
been registered. 

These sections will have a link to view your initial and full EPIAs as you work 
through the system.  There will also be a button to allow you to edit either the 
initial or full EPIA.  In this example there are no documents as they have not 
been created yet.  

This shows the current status of the EPIA.  This 
example shows that an EPIA has been registered. 

This shows the workflow details information for the 
EPIA when you registered it (section 3 above). 

Takes you back to the current EPIAs register. 
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6. Creating the initial EPIA 

 
7. EPIA Details Screen 

  

These details will be pre-populated for you based on 
the information when you registered the EPIA. 

You need to consider if the EPIA proposal will have 
an impact on people, e.g. staff, service users, 
citizens etc. 
 
If it does you need to choose yes and a full EPIA will 
be required.  If you choose no you will need to 
explain why.  The system will not let you proceed if 
you do not write an explanation. 

Once you have completed the impact section click 
here to add your electronic signature.  The date will 
automatically be added. 

Click here to complete the initial EPIA.  If you click 
cancel it will take you back to your details screen 
(section 5 above) and the impact information will not 
be saved. 

The action now available is to submit the initial EPIA 
for checking.  This will be sent along the workflow to 
your Service’s representative on the EPIA Task 
Group. 

Once you have created the initial EPIA the system 
will take you back to the details screen.  You will 
notice that the status has changed.  Your EPIA is 
now in draft. 

You can view your initial EPIA and add comments.  Comments are available for everyone with access to your EPIA 
to see.  These are additional comments and do not appear in the EPIA.  They could be questions throughout the 
workflow or just a comment to your thought process. 

You can edit your EPIA here if needed. 
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8. Viewing your initial EPIA 

 
  

You can view your EPIA as a PDF or print a copy. 

Remember EPIAs are public documents.  They are 
available upon request and full EPIAs are published 
on the website.  You should be comfortable with what 
you have written at all stages of completing an EPIA. 

If you are happy with your draft you can send for 
checking.  If you have any queries you can discuss 
with your Manager before sending.  You could also 
add a comment and your Manager will get an alert. 

This is where comments can be added and 
submitted.  For this example there have been no 
comments added. 

This is how it will look when a comment has been 
added. 
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9. Initial EPIA Complete 

 
10. Full EPIA Required 

 
  

The status shows the full EPIA is required. 

Your register will show the current status of your 
EPIA.  This example shows a full EPIA is required.  
Click anywhere on the row to open your details 
screen. 

Click here to start your full EPIA. 

You can view the completed initial EPIA and see who 
has it signed off.  You also have the option to print 
the EPIA.  This is always accessible in your details 
screen as you progress through the full EPIA. 

Once the initial EPIA has been signed off by a Chief 
Officer your details screen will be updated.  The 
status will have changed to Initial EPIA Complete.  
You will also get an email alert advising it is signed 
off. 

As the initial EPIA is complete there are no actions 
available for you to take. 

You can view the completed initial EPIA and see who 
has it signed off.  You also have the option to print 
the EPIA. 

7 
 



11. Creating a Full EPIA 

 
 
  

The EPIA reference remains the same throughout, 
i.e. the one proposal will have the same reference for 
the initial EPIA and full. 

This part of Section 1 is captured from the initial 
EPIA and you do not need to populate. 

You can choose more than one option here but you 
must choose one.  The system will not allow you to 
proceed until you choose what type of proposal it is. 

This is the first stage of the process for you to 
consider the impact of your proposal.  You can 
choose more than one option here but you must 
choose one.  The system will not allow you to 
proceed until you choose who the proposal will affect. 

Click here to complete the other sections of the 
full EPIA. 
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12. Essential Information 

 
  

This section and up to section 9 has to be completed.  
Section 10 and 11 will be visible to you but you will 
not be able to edit them. 

This shows the version, the date and time the EPIA 
was last updated. 

Replicating what you selected previously but you can 
change here if needed. 

You should also keep adding to this section if there 
are any changes to the proposal.  If there are 
significant changes further consultation and 
engagement may be required. 

Save – you can save each section as you move 
through the EPIA.  You can move through sections 
without having to save each time but if you cancel at 
another section nothing will be saved. 
Save & close – saves all changes and returns you to 
the details page.  You can save and close and come 
back to the EPIA at a future time. 
Cancel – does not save the work you have done at 
the current session.  Anything input previously and 
saved will still be available. 
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13. Register, EPIA Details Screen 

 
  

If you are in view only you can continue completing 
your full EPIA here.  As above, this will appear in 
each section so you can start editing at any time. 

Your register shows the current status of your EPIA.  
This example shows a full EPIA draft.  Click 
anywhere on the row to open your details screen. 

The status shows the full EPIA is in draft. 

As the full EPIA is in draft you cannot send it on for 
checking.  All the sections within the full EPIA that 
are required have not been completed.  You can click 
here to edit. 

Click here to view the draft full EPIA and any 
comments that have been added.  This is read only.  
Once you click here there is a further option on the 
next screen to edit your draft full EPIA. 

You can add comments that apply to the full EPIA 
and say what section your comments refer to.  Then 
submit your comment. 

The status, actions and comments will appear at the 
bottom of every section in the read only document.  
You can add comments as you read through. 

Click here to edit your draft full EPIA. 
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14. Financial Information 

 
15. Evidence 

  

This section needs to be completed for all budget 
changes. 

Benchmarking information should be included when 
the change applies to a charge or a concession and 
where evidence or information can be obtained from 
other local authorities or similar services. 

As explained in section 12 above. 

It is important that your evidence shows how your 
proposal might impact on people with protected 
characteristics and those who experience socio-
economic disadvantage.  If you do not have this 
information you need to think about how it can be 
obtained in order to move on with your proposal.  If 
you do not have evidence you are unlikely to be able 
to determine the level of impact your proposal is 
likely to have. 
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 Evidence cont… 

 
16. Engagement 

 
  

It is important that your evidence shows how your 
proposal might impact on people with protected 
characteristics and those who experience socio-
economic disadvantage.  If you do not have this 
information you need to think about how it can be 
obtained in order to move on with your proposal.  If 
you do not have evidence you are unlikely to be able 
to determine the level of impact your proposal is 
likely to have. 

As part of the Fairer Scotland duty there is clear 
expectation that engagement will take place.  This 
when you are gathering information from your service 
users you should also be asking them for data about 
their protected characteristics and socio-economic 
background.  You will not be asking what they think 
about the change.  You are asking them how the 
change impacts them (if at all) and how we can 
reduce (mitigate) the impact. 
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Engagement cont… 

 
  

If you have decided to change your proposal, or 
mitigate the proposal in some way, you should record 
this in section 1 of the EPIA – Essential Information.  
You should also consider if you need to re-engage if 
the proposal is revised / changed or if you find the 
engagement is insufficient. 
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17. Assessing the Impact 
 

 
  

The proposal can affect more than one protected 
characteristic.  You can select an impact for more 
than one but you do not need to refer to them all. 

You can only choose one impact per characteristic 
and must provide evidence of how you came to this. 
 
To determine the impact is to look at how people with 
protected characteristics are affected as a result of 
the change.  Is the difference neutral (the impact is 
balanced) or is there a positive or a negative impact.  
You will be required to provide evidence of the 
impact. 

If you do not any evidence you cannot choose an 
impact because you do not know.  If this case you 
should write unknown in the evidence column. 

These refer to the Fairer Scotland Duty and how our 
strategic decisions impact on the socio-economic 
status of individuals or groups.  They also refers to 
geographic communities or communities of interest 
that have high levels of disadvantage, e.g. looked 
after children, care leavers, carers or people involved 
with the criminal justice system. 

This refers to other risks and any risk to the Council.  
Does the proposal result in a different risk, e.g. 
reputational, financial etc.  For further advice you can 
contact the Council’s Corporate Risk Co-ordinator on 
ext. 6286. 
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 Assessing the Impact cont… 

18. Partner / Other Stakeholders 

Due regard means you have to demonstrate you 
have given fair consideration and enough attention to 
the evidence in relation to eliminating unlawful 
discrimination, advancing equality of opportunity and 
to fostering good relations. 

Only select the partners / other stakeholders that 
apply. 

The interest / affect must be added if you select a 
partner / other stakeholder.  You will not be able to 
send your EPIA to the next stage without this 
information. 
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19. Action Planning 

 
  

Refer to engagement and assessing the impact 
(sections four and five of the EPIA).  You should list 
the impacts you identified on each of the protected 
characteristic groups and what the recommendations 
that need to be taken to mitigate the risk. 
 
Ones these actions are agreed they need to be 
implemented or the mitigation will not take effect.  
You will also run the risk of being challenged on the 
decision of the proposal if the mitigation does not 
take place. 

If evidence shows there are negative impacts on 
protected characteristic groups and there are no 
mitigating actions listed above you should explain the 
reasons for this. 
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20. Assessment Outcome 

 
21. Lead Officer Sign Off 

 
  

You have to answer yes to one of these and provide 
your reasoning. 

Sections 10 and 11 will be visible to you but you will be 
unable to edit them. 

Click to add your electronic signature.  The date will 
populate automatically. 

This is the final section for the lead officer to complete.  
If you have not completed the “required” sections of the 
EPIA you will be unable to send for checking.  Make 
sure you have completed all the required sections then 
save & close. 
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22. EPIA Details Screen 
 

 
23. Emails 

 

You can now send the full EPIA for checking.  This will 
go to your service representative on the EPIA Task 
Group.  Your representative will either return to you 
with suggested changes / comments or will send to the 
EPIA Co-ordinator for a final check / professional 
advice. 

Your EPIA is still draft and you can edit this at any time 
(see section 13 above) before sending it for checking. 

Email alerts are sent at appropriate stages throughout 
the process to relevant Officers.  It may just advise 
comments have been added to an EPIA, the EPIA has 
been sent for checking, final checking or for sign off.  
The email alert will always advise what proposal it 
refers to. 

All emails have a standard layout advising what action 
has been taken and by who, the current status and a 
summary of the EPIA.  The summary shows who is 
responsible for each of the actions throughout the 
workflow. 

The email will also have a quick link to the EPIA.  This 
will take you directly to the details screen for the EPIA. 
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24. EPIA Details Screen 

 
25. What happens next… 
 
 Once you send the full EPIA for checking it goes to your service representative.  It will be returned to you if more information is required or 

needs clarified.  The EPIA then goes on to the EPIA Co-ordinator for a professional check and then to the Director, or another Chief Officer in 
their absence, for sign off.  Throughout the process email alerts are sent to either you, your line manager, your service representative, the 
EPIA Co-ordinator or your Director to advise if you have an action to take, if comments have been added, to advise where the EPIA is in the 
workflow or if the EPIA has been signed off. 
 
Once the EPIA has been signed off if should be provided to Members to assist in the decision making process.  This could accompany a 
committee report or be provided in advance of them making budget decisions. 
 
Once a decision has been approved the full EPIA should be published – this is a statutory requirement. 

 

The EPIA details screen will open when you click the 
link in the email.   You can edit the EPIA if required / 
requested (see section 13 above). 

If you resend at this point you will not have made any 
changes.  Once you do make the required / 
requested changes and saved them you then resend 
the full EPIA for checking. 

The comment history is always available at the 
bottom of the details screen. 
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