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[bookmark: _Toc74754574][bookmark: _Toc153265687]Equality Screening and Impact Assessment
[bookmark: _Toc74754575][bookmark: _Toc153265688]Introductory Guidance 
[bookmark: _Toc71644268][bookmark: _Toc74754576][bookmark: _Toc153265689]What is it? 
Equality screening and impact assessment (ESIA) helps us consider the effect of our policies and practices[footnoteRef:2] on different people.  It helps us minimise negative impact and potential discrimination and promote opportunities to advance equality, inclusion and good relations between different groups of people.    [2:  Consistent with its broad definition in Section 75 of the Northern Ireland Act and other equality legislation, this guidance uses the term ‘policy’ as a shorthand for policies, practices, activities and significant decisions about how we work and carry out our functions. The British Council’s ESIA process is equivalent to the Equality Commissions screening exercise and equality impact assessment (EIA) and should not be confused with EQIA which is a more detailed equality impact assessment (EQIA) carried out in accordance with Equality Commission guidance, ‘Practical Guidance on equality impact assessment (February 2005)’.] 

It is deliberately a time and resource intensive process because it encourages us to slow down and build in perspectives from a range of different people.  
There are two main parts to equality screening and impact assessment.  
Part 1 (Equality Screening):  The first part of the form presents a set of equality screening questions.  These questions help determine whether the policy is relevant to equality and whether it needs to go through an equality impact assessment.  
Part 2 (Equality Impact Assessment):  The second part of the form, is the equality impact assessment.  This is where a panel of people review the proposed policy, particularly thinking about its impact on different groups of people, trying to identify and counter any potential negative impact and promote any opportunities to enhance equality.  The panel suggests actions for the policy owner to adopt.  
[bookmark: _Toc71644269][bookmark: _Toc74754577][bookmark: _Toc153265690]Why do we do it? 
The process helps us improve our policies and build equality into our work.  Equality screening and impact assessment (ESIA) helps us consider the potential impact of what we do on different groups who are susceptible to unjustified discrimination, some of whom are legally protected against this, whether by UK or other law.  It helps us demonstrate that we have proactively considered equality when developing our policies.
[bookmark: _Toc74754578][bookmark: _Toc153265691]When should we do it? 
Assessing the impact on equality should start early in the development of a new policy or review of an existing policy.  Assessing the impact on equality should be ongoing rather than a one-off exercise because circumstances change over time, so equality considerations should be taken into account both as the policy is developed and also as it is implemented.  The guidance here is to help assess the impact on equality before the policy is implemented.  
It takes some time to properly set up an equality impact assessment meeting if one is needed, so the equality screening questions should be considered as early as possible once the policy is drafted.  If an equality impact assessment is required it will take a little time to identify a chair, a note-taker, a diverse panel and to set up the meeting arrangements.  
In addition, once the meeting has taken place there are likely to be actions to be implemented before the policy is launched.  All this needs to be considered when determining the best time to address equality screening and impact assessment.
When we are implementing a policy that has been developed elsewhere, for example by a government department, or by a partner organisation we also need to assess the impact on equality.  Although responsibility for the policy itself rests with the organisation that developed it, we may have choices in how it is implemented that can help eliminate potential discrimination and promote equality, inclusion and good relations.
For existing policies, please note that an ESIA must be carried out every five years or when any substantial change/review is taking place, whichever is soonest. In this context ‘Substantial change/review’ means it would affect people in a different way than identified when the original ESIA was carried out.
[bookmark: _Toc71644271][bookmark: _Toc74754579][bookmark: _Toc153265692]How do we do it? 
Consider the purpose of the policy, the context in which it will operate, who it should benefit and what results are intended from it.  Reflect on its potential impact on people with different equality categories and think about which aspects of the policy, if any, are most relevant to equality.  Answer the equality screening questions to determine whether an equality impact assessment meeting is necessary.
If an equality impact assessment panel meeting is necessary, identify someone to chair the meeting, and someone to take the notes.  The chair and note-taker play a crucial role and specific guidance has been developed to support them: 
ESIA Guide for Chairs;  
ESIA Guide for Note-takers 
A diverse panel should be approached, including a range of colleagues from different teams / departments / countries / regions as appropriate, some of whom should be directly involved in or impacted by the policy.  
Panel members should be sent the part-completed ESIA form (i.e.  Part 1 and Section 1 of Part 2) and the policy documents, giving them at least a full week to read them and prepare for the meeting.

The panel will review the proposed policy, particularly thinking about its impact on people in different equality areas as listed in Part 2, Section 2 (point 3), trying to identify and counter any potential negative impact and promote any opportunities to enhance equality. The panel will suggest actions for the policy owner to implement. 
The impact assessment panel meeting must be held, and Part 2 of this tool used, when you still have time to make changes, otherwise it does not have real value.  As such the panel meeting should be held at least one month in advance of the planned implementation date for the policy.
[bookmark: _Toc71644272]After the meeting, the action points identified by the panel are reviewed by the policy owner and implemented as appropriate.  The policy owner confirms implementation of the action points or provides a planned date for implementation (and outlines a justification for any action points that will not be taken forward) and then signs off and sends the completed form to the ESIA@britishcouncil.org inbox for audit by the Diversity Unit.
[bookmark: _Toc74754580][bookmark: _Toc153265693]Northern Ireland
There is specific legislation in Northern Ireland which requires a more detailed process of equality screening and impact assessment for policies that are likely to have an impact on equality of opportunity and/or good relations. This includes external consultation with relevant contacts and organisations, which is done through publication on an external website available to the public. Given this, there is a need to confirm whether the proposed policy affects anyone in Northern Ireland. If it does, all parts of the form need to be completed and the guidance at Annex A must be read and followed.
[bookmark: _Toc71644273][bookmark: _Toc74754581][bookmark: _Toc153265694]Wales
As a public body operating in Wales there is a legal requirement for us to produce any information intended for the general public in Wales in the Welsh language.  Therefore, there is a section in the form seeking confirmation of whether the Welsh public will be affected by the proposed policy.
[bookmark: _Toc74754582][bookmark: _Toc153265695][bookmark: _Hlk74754415]Procedural notes
Please note, the document will be considered invalid for audit if not correctly completed. More information about the audit process can be found in the Guide to the audit of EDI planning tools. 
Complete Part 1 (Equality Screening) ensuring the Record of Decision is signed and dated by the policy owner (a digital signature including typed name is acceptable)
If Part 2 (Equality Impact Assessment) is required progress to Part 2
If Part 2 (Equality Impact Assessment) is not required, send the Part 1 (Equality Screening) form to ESIA@britishcouncil.org for audit by the Diversity Unit.  

Submitted tools which pass the audit are uploaded to SharePoint and form part of a database of examples accessible by colleagues.  
ESIAs that pass audit will inform and may be used as evidence of completed actions in the EDI planning tools section of the country/business area EDI action plans. Please note that this only applies where an Impact Assessment has taken place and both Parts 1 and 2 of the ESIA form have been completed. 

[bookmark: _Toc71644275][bookmark: _Toc74754583][bookmark: _Toc153265696]Part 1:  Equality Screening
[bookmark: _Toc71644276][bookmark: _Toc74754584][bookmark: _Toc153265697]Policy Details[footnoteRef:3]  [3:  Consistent with its broad definition in Section 75 of the Northern Ireland Act and other equality legislation, this guidance uses the term ‘policy’ as a shorthand for policies, practices, activities and significant decisions about how we work and carry out our functions.] 

	Title of policy 
	Introduction of an AI-enabled assistant for transcription and summarised note-taking in internal and external interviews (Metaview)

	Name of policy owner
	Angela Richmond

	Planned implementation date (dd/mm/yy)
	June 2025

	Policy type 
(for example global, regional, cluster, country, business area, department, sector policy)
	Global (exclusions for China / Europe)

	Country/Business Area
	Global / All Business Units 


[bookmark: _Toc71644277][bookmark: _Toc74754585][bookmark: _Toc153265698]Background 
Provide brief background information about the policy or change to it.  Include rationale, intended beneficiaries and expected outcomes.  Use as much space as you wish, the table below will expand as you enter information.   
	
What part of the hiring process does this involve: Interview 
This process change involves the introduction of an interview intelligence tool (Metaview) that will automatically record and transcribe interviews and create a set of highlights/summarised notes which can be revisited and shared between the Hiring Manager and interview panellists. 

It will allow for deeper visibility into the interview process for Hiring Managers, Talent Acquisition Consultants and People Business Partners, and gives insight and analysis around the rigor and consistency of interviews, to aid Talent Acquisition and hiring managers to improve the quality of interviews. 

Metaview helps us transcribe the interview and summarise the key discussion points, so panelists can focus fully on our conversation and ensure fairness and consistency across interviews.
Candidates can opt out in a single click at any time without it impacting their interview or selection process. 



[bookmark: _Toc71644278][bookmark: _Toc74754586][bookmark: _Toc153265699]Equality Screening Questions 
To determine if an EIA is necessary, please answer the following by ticking yes, no or not sure: 
	Question
	Yes
	No
	Not sure

	Is the policy potentially significant in terms of its anticipated impact on employees, or customers/clients/audiences, or the wider community? 
	X
	
	

	Is it a major policy, significantly affecting how programmes/services/ functions are delivered?
	
	X
	

	Might the policy affect people in particular equality categories in a different way?
	
	
	X

	Are the potential equality impacts unknown?
	
	
	X

	Does the policy have the possibility to support or detract from our efforts to promote the inclusion of people from under-represented groups?
	
	X
	

	Total responses Yes / No / Not sure
	1
	2
	2



[bookmark: _Toc71644279][bookmark: _Toc74754587][bookmark: _Toc153265700]Deciding if an Equality Impact Assessment is necessary
If you answered ‘yes’ to any of the questions, then an equality impact assessment is necessary. Please answer these additional questions, by ticking yes, no or not sure:
	Question
	Yes
	No
	Not sure

	Will the policy have an impact on anyone in Northern Ireland? (*)
	X
	
	

	Will the policy need to be communicated externally in Wales and therefore translated into Welsh?
	
	X
	



When you have answered these questions, please move to the ‘Record of decision’ section below and record confirmation of this by indicating “is required”; then progress to Part 2. 
(*) If the proposed policy affects anyone in Northern Ireland, all parts of the form need to be completed and the guidance at Annex A must be read and followed.  



If you answered ‘no’ to all the Equality Screening Questions above, then an equality impact assessment is not needed.  Please move to the ‘Record of decision’ section below and record confirmation of this by indicating “is not required”.
If there are any ‘not sure’ responses to the Equality Screening Questions above, then please discuss next steps further with the Dedicated EDI Lead in your region/sector or with the Diversity Unit, who will help you decide if an equality impact assessment is necessary.   
[bookmark: _Toc74754588][bookmark: _Toc153265701]Record of Decision
	I confirm an equality impact assessment is required / is not required (delete as relevant).  

	Policy Owner (Name): Angela Richmond / Ann-Marie McLoughlin

	Policy Owner (Role): Director of Talent Acquisition & Screening / Head of Talent Acquisition Operations

	Policy Owner (Signature): Ann-Marie McLoughlin
(A typed signature is sufficient)

	Country/Business Area and Region: United Kingdom

	Date (dd/mm/yy): 03/06/2025



[bookmark: _Toc74754589][bookmark: _Toc153265702]Procedural notes
Note 1: If an equality impact assessment is required, please complete Part 2, Section 1 and send this part-completed form to the panel along with any relevant background documentation about the policy at least one full week prior to the EIA meeting.  This should include the draft policy and any supporting data or relevant papers.
Note 2:  If an equality impact assessment is not required, this Equality Screening section (i.e. Part 1) of the form must be sent to ESIA@britishcouncil.org for audit by the Diversity Unit.


[bookmark: _Toc71644280][bookmark: _Toc74754590][bookmark: _Toc153265703]
Part 2:  Equality Impact Assessment (EIA)
[bookmark: _Toc74754591][bookmark: _Toc153265704]Section 1
This section is to be completed before the EIA panel meeting and sent at least 
one week in advance to the panel along with the policy and other relevant documents.

	Title of Policy 
	Introduction of an AI-enabled assistant for transcription and summarised note-taking in internal and external interviews (Metaview)



1.  	Please summarise the purpose of the policy, the context in which it will operate, who it should benefit and what results are intended from it.
	  Automatic interview recording and transcription (writes, summarises and structured 
interview notes). The AI assistant joins online interviews and will provide a high-quality summary, in the preferred format, minutes after the call ends.
This frees up interview panellists to focus 100% on the candidate and saves time 
writing up the notes each day. It ensures that no key information is lost when making
a hiring decision and helps maintain a consistent and high-quality hiring process.
The AI note-taker can join any virtual interview and will benefit candidates, hiring managers and interview panelists, and Talent Acquisition team (recruiters)
Metaview will be available to hiring managers in most of our global locations, bringing the benefit of interview transcription, summarised notes, and insights to support more consistent, bias-reduced hiring decisions.
However, there are a few exceptions. In some countries—such as China—local data protection laws mean we’re unable to roll out Metaview at this stage. In other regions, particularly within the EU, we’re working with the appropriate bodies (such as the European Works Council) to ensure we have the right approvals in place before launch.
In countries where Metaview is not available, hiring managers will continue to follow the existing manual note-taking process. We will ensure that a clear and consistent process is outlined for those locations to support interview documentation and fairness.




2.  	Please explain any aspects of the policy you’ve been able to identify that are relevant to equality.  This will contribute to the equality-focused discussion the panel will have.
	Key Equality Risks and Considerations:
Informed consent and transparency – candidates may feel uncomfortable or unaware that an AI tool is recording, transcribing, and analysing their responses. This may particularly affect candidates from regions or cultures where surveillance or data use is viewed with greater concern
Bias in AI Models
AI tools may reflect biases embedded in their training data—e.g. misinterpreting dialects, accents, or cultural communication styles
Accessibility and Neurodiversity - Candidates with disabilities (e.g. speech impediments, neurodivergence) may be unfairly impacted if the AI cannot accurately transcribe or interpret their communication
Data protection and confidentiality - Recording and storing interviews raises GDPR and data privacy concerns, especially around sensitive personal data.
Over reliance on auto-generated summaries - Hiring managers may rely too heavily on the summary and miss nuance in candidate responses, disadvantaging those with less traditional styles or who communicate differently



3.	Please outline any equality-related supporting data that has been considered.  This could include consultation with Trades Union Side or staff associations, equality monitoring data, responses from staff surveys or client feedback exercises, external demographic and benchmarking data or other relevant internal or external material.

	[bookmark: _Hlk74056912]
Mock interviews have been conducted as part of a Unit Test during May – we have tested the platform capabilities with different scenarios including – non-native-English speakers, global and regional dialects, speech differences e.g. stutter, translating non-English interview, interruptions, background noise






[bookmark: _Toc74754592][bookmark: _Toc153265705]
Section 2
This section captures the notes of the Equality Impact Assessment panel meeting.

	Title of Policy[footnoteRef:4]:  [4:  Consistent with its broad definition in Section 75 of the Northern Ireland Act and other equality legislation, this guidance uses the term ‘policy’ as a shorthand for policies, practices, activities and significant decisions about how we work and carry out our functions.] 

	Introduction of an AI-enabled assistant for transcription and summarised note-taking in internal and external interviews (Metaview)

	Date of EIA Panel Meeting: (dd/mm/yy)
	11/06/2025

	Name of Panel Chair:
	Jane Franklin

	Name of Note-taker:
	Shad Ali (Talent Acquisition) / (Metaview AI Note-taker) 



1. Please list the names, roles/business areas and geographical location of the panel members.  If contributions have been received in writing by people who could not attend please list their details too and note ‘input in writing’ by their name.

	[bookmark: _Hlk74056965]Talent Acquisition - / Ann-Marie McLoughlin – UK, Shad Ali – UK,
Diversity Unit – Jane Franklin – UK / Chika Idoko – Nigeria 
Wider Europe - Miroslava Marjanovic 
Cultural Engagement – Stephanie Twigg – UK,
People Function – Gaia Lambert (Spain) Avinash Sablani (India), Emma McDonald (UK)
E&E – Joseph Field (UK), Robin Tonge (China)
 



2. Summarise the main points made in the discussion, noting which documents were reviewed.  Note any points relating to clarity / quality assurance as well as points relating to equality issues.

	Introduction of Metaview Tool
 - Ann-Marie is leading the implementation of Metaview within Talent Acquisition, focusing on improving interview note-taking processes.
- The Metaview note taker joins interview calls to transcribe and capture the conversation and recording.
- Metaview is a recruitment-specific AI tool designed to improve consistency and quality of interview notes.
- The tool will be integrated into the interview process to support hiring managers and recruiters by automating note-taking during interviews.
 Purpose of AI Note-taking
 - The AI note-taking tool aims to introduce consistency in interview note-taking to improve the candidate and hiring manager experience.
- It is designed specifically for recruitment to capture accurate and relevant interview content. The tool does not make hiring decisions.
- The tool allows interviewers to focus on the conversation while ensuring comprehensive and clear notes are taken.
- Beyond interviews, Metaview can also be used to summarise job briefs and other recruitment-related conversations.
Technical Features and Capabilities
 - Metaview transcribes entire interview conversations and generates summarised notes that can be customised by template, such as by question or topic.
- The tool filters out irrelevant content like small talk to focus on key candidate responses and conversation points.
- It supports multiple languages, allowing conversations in one language to be transcribed and summarised in another.
- The system removes pronouns by default, using neutral terms like 'they', but this setting can be adjusted
Accessibility  
- The tool is currently designed for online interviews only, requiring a Teams or Zoom call, and is not used for in-person interviews.
- Metaview is working on improving accessibility features, including screen reader optimisation and compliance with WCAG 2.2 AA standards.
- Testing has included candidates with speech differences and non-native English speakers, with positive results on accuracy and completeness.
- Considerations remain for candidates requiring sign language interpreters, especially in virtual settings, and for managing internet connectivity issues.
 Language and Cultural Support
 - Metaview supports multiple languages and can transcribe conversations in one language while producing notes in another.
- Testing has been conducted with non-native English speakers to assess the tool's effectiveness across languages. This will be further tested during the Pilot phase and then through the phased rollout of the technology
- There are questions about whether the AI can be trained to understand cultural nuances or sensitivities, with the current focus on capturing factual content.
- The tool aims to remove subjective interpretation, focusing on objective facts rather than cultural or personal biases.  
Data Security and Confidentiality
 - The British Council retains full ownership of all interview data, and Metaview is contractually prohibited from using this data to train its AI models.
- Candidate notes and recordings are stored securely on UK-based servers with strict cyber security measures and restricted access.
- Access to interview data is limited by role-based permissions, ensuring only interview participants and designated administrators can view notes.
- Data confidentiality and protection are key considerations in the tool's deployment and contractual agreements.
Candidate Privacy and Opt-out Options
 - Candidates can opt out of having the AI note taker present during their interview, and the note taker can be removed upon request at any point.
- There is concern about whether opting out might disadvantage candidates, especially given the difference in note quality compared to AI-generated notes.
- Hiring managers must be prepared to manually take notes if a candidate opts out, and training will emphasise balancing AI support with human responsibility.
- The organisation aims to ensure that candidates who opt out are not unfairly disadvantaged, acknowledging the challenges of unconscious bias.
Bias and Fairness in AI
 - Participants raised concerns about AI tools potentially having inherent biases based on their training data.
- The Metaview AI is designed only to transcribe and summarise interview content without making hiring decisions or comparisons between candidates.
- The AI provides an objective record of what was said, helping to reduce subjective human memory bias.
- The goal is to minimise bias by focusing on factual content rather than subjective interpretations.
Impact on Candidate Experience
 - There is concern about how the presence of the AI note taker might affect candidates' comfort and performance during interviews.
- Participants questioned whether opting out of the AI note taker could disadvantage candidates or affect fairness across the recruitment exercise.
- Some noted that candidates might feel pressured or anxious knowing they are being recorded and transcribed.
- The perception of disadvantage or discomfort may vary based on individual and cultural factors, impacting candidate experience.
- Noted that the biggest factor of concern from ESIA panel members was candidates who chose not to have the AI note-taker, and how they are more likely to be disadvantaged compared to those with clear AI-supported notes, both in terms of the quality of provided notes, and the biases that might prevail from HMs who are then required to manually provide notes. 
  
Training and Guidance for Managers
 - Training for hiring managers will emphasise how to introduce the AI note taker to candidates and provide clear assurances about its use.
- Managers must be prepared to manually take notes if a candidate opts out, maintaining note-taking standards.
- Guidance will include balancing AI support with human responsibility to ensure accurate and fair interview records.
- Ongoing training will address managing candidate comfort and understanding the implications of opting out.
 
 Monitoring and Usage Reporting
 - The system will provide reporting capabilities to track the number of interviews captured by the AI note taker.
- Monitoring (outside of Metaview) will include recording the number of candidates who opt out /do not consent to having note-taker present
- Performance data across different candidate groups will continue to be tracked through the recruitment funnel.
- Request to monitor whether opting out of having AI notes would have a relationship impact on a candidates’ success at selection
- These monitoring activities will be incorporated into the pilot phase to assess impact and inform future rollout.


Legal and Ethical Considerations
 - The Equality Screening and Impact Assessment is legally required for colleagues operating in Northern Ireland and is considered good practice globally.
- The Metaview contract and pilot have undergone thorough review by legal, D&T, and governance teams to address AI and ethical concerns.
- The organisation is preparing to sign a two-year contract with Metaview, including a break clause allowing exit with three months' notice.
- The pilot phase is planned to test the tool's implementation and associated policies before a full global rollout.
  Organizational Values and Inclusivity
 - The introduction of Metaview is seen as a responsible and ethical step towards improving recruitment fairness and consistency.
- The tool is expected to make the interview process fairer and reduce unconscious bias.
- It provides an opportunity to revisit and standardise interview practices and guidance.
- Consistency in policy and process application is emphasised to support inclusivity and fairness.
 Operational Implementation and Pilot Testing
 - The organisation has conducted unit test and mock interviews using the free version of Metaview to evaluate its capabilities.
- Testing included diverse participants, those with speech disorder, language differences inc non native English speakers, and scenarios such as background noise and complex terminology.
- The contract with Metaview is in the final stages of signing, with a pilot phase planned before a phased global rollout.
- The pilot will involve a small segment of the organisation across different regions and business units to refine the implementation.
- Recommendation / discussion from the panel on whether Metaview could be used in every instance as a standard part of our process (because of the concern of those who don’t accept the AI note-taker being at a disadvantage)
  Follow-up
 - Participants are expected to review the AI-generated notes and provide feedback to ensure accuracy and completeness.
- Shahdin will compare the AI notes with manual notes to assess quality and consistency.
- The feedback and questions raised during the discussion will inform next steps, including guidance development and further testing.
- Appreciation was expressed for the participants' time and contributions to the evaluation process

	




3. [bookmark: _Toc153265706]Capturing information about the protected groups / characteristics  
Based on the notes of the discussion (section above), record here any potential for negative impact identified and any opportunity to promote equality, inclusion and good relations.  (The header row in the table will repeat if the table continues on to a new page.)

	Equality categories 
(with prompts to guide full consideration)
	Potential for negative impact
	Opportunity to promote equality, inclusion and/or good relations between different groups

	Different ages (older, middle-aged, young adult, teenage, children; authority generation[footnoteRef:5]; vulnerable adults) [5:  The term ‘authority generation’ refers to cultural or national norms and customs in relation to particular age generations.  For example, in some countries older people are held in high esteem and are considered to have a form of social authority by virtue of age.  In addition, different generations (Generation X, Y, Millennials, Baby Boomers) are also thought to have varying common attitudes towards authority, with for example Baby Boomers commonly questioning authority.] 

	Some concern if older candidates might be more apprehensive of the AI, less confident about AI and more likely to reject the note-taker
In addition older HMs may be apprehensive about being recorded if they are less familiar with using AI
	

	Different dependant responsibilities (childcare, eldercare, care for disabled and/or extended family)
	n/a
	

	Disabled people (physical, sensory, learning, hidden, mental health, HIV/AIDS, other) and neurodiversity
	Capabilities of note-taker for individuals who have a speech disorder or stammer
- How capable the platform is for HMs/candidates using a screen reader
	Panellists reflected that some candidates / HMs with certain conditions may find the note-taker extremely helpful, capturing notes quickly and accurately, removing anxiety about note-taking

Reflection from Joseph how the mock interview conducted did not pick up on the stammer and was able to present clear notes back

	Different ethnic/racial and cultural groups (majority and minority, including Roma people, people from different tribes/castes/clans)
	Capability of note-taker to capture notes from non-native english speakers & whether the notes are accurately transcribed / translated
	

	Different sexes and genders (men, women, non-binary, transgender or intersex people, other issues)
	N/A
	Positive to see that it automatically sets pronoun to ‘they’ / ‘the candidate said’ 

	Different languages (Welsh and/or other UK languages, local languages, sign language/s)
	Query about whether there are biases in speech recognition
	Discussion that metaview has capability to translate notes from multiple languages into english (Tested during unit test and again planned for pilot)

	Different marital status (single, married, civil partnership, other)
	n/a
	

	Different political opinions or community backgrounds (particularly relevant to Northern Ireland)
	Concern from individuals in certain countries with heightened surveillance , will they reject the note-taker and be at a disadvantage
	

	Pregnancy, maternity, paternity and adoption (before/during/after)
	n/a
	

	Different or no religious or philosophical beliefs (majority/ minority/ none)
	Some religious backgrounds may not wish to be captured on video Amendment- now recording audio only
	

	Different sexual orientations (gay, lesbian, bisexual, heterosexual)
	n/a
	

	Additional equality grounds (such as socio-economic background, full-time/part-time working, geographical location, other[footnoteRef:6]) [6:  Any other categories people share that might impact on how the policy affects them.] 

	Will note-taker be impacted by internet issues / what provisions in place if call disconnects (will test during Pilot)
	

	British Council values (open and committed; expert and inclusive; optimistic and bold)
	
	Showing BC as an org leading the way and being bold with the use of AI, 
Rigorous testing demonstrating our commitment to using AI ethically and responsibly
Expert and Inclusive - Consistency and fairness from having standardised notes

	Alignment with our commitments to decolonise our work (positioning of UK and other countries, power, status and privilege)
	As AI language models are trained primarily on english-language data is there a risk that non-UK accents/speech patterns might be misinterpreted or will fluent English speakers be unconsciously amplified if the AI fails to capture quieter voices or those with less confident English 
	




4. [bookmark: _Toc153265707]Agreed actions
Insert additional rows for more action points and number each individual action point.  (The header row in the table will repeat if the table continues on to a new page.) 

If item is highlighted below – the action is to be completed ahead of pilot go-live

	Action identified by Panel
	Agreed by Policy Owner (Yes / No)

	If not agreed, please provide justification
	Has action been completed?
(Yes / No)
	Completion date
	If not, indicate planned date to complete

	TA to seek clarification from Metaview regarding the implications of candidates opting out of using the note taker and how it may affect their interview experience. Is there any data from Metaview available on interview success rates of candidates who opt-out (2%)
	Yes
	
	Yes
	Ahead of pilot go-live (w/c 14 July)
	

	Build in monitoring for candidates who opt out of the note-taking process to assess any impact on their likelihood of being hired.
	Yes
	Will need to investigate how possible this is with support from Metaview
	No - Ongoing
	During pilot phase (July/Aug)
	

	Clear guidance to be created for hiring managers on how to introduce the note-taking tool to candidates, including addressing privacy concerns.
	Yes
	
	Yes
	Ahead of pilot go-live (w/c 14 July)

	

	Explore the possibility of allowing hiring managers to disable video recording for candidates who prefer not to be recorded (may be for religious beliefs)
	Yes
	
	Yes (we record audio only)
	Ahead of pilot go-live (w/c 14 July)

	

	Ensure during the pilot that the note-taking tool is tested for accessibility, particularly for users of screen reader technology.
	Yes
	*Agreement that we will use mock-interviews to test screen readers if live-interviews not available during pilot
	No – in contact with Hafiz 
	During pilot phase (July/Aug)
	

	Comms and consent messages in advance of the interview so candidates know there is a note-taker and reassure about privacy (link to section on how their data is used on BC careers site)
	Yes
	
	Yes
	Ahead of pilot go-live (w/c 14 July)

	

	Gather feedback from hiring managers and candidates during the pilot to assess the effectiveness and acceptance of the tool.
	Yes
	
	Yes 
	During pilot phase (July/Aug)
	

	FAQ for Hiring Managers on how to address requests from candidates in an interview for a copy of the interview notes 
	Yes
	
	Yes
	Ahead of pilot go-live (w/c 14 July)

	

	Alongside Metaview, TA to provide guidance on standardising interview practices and providing training to hiring managers to ensure consistency in the interview process.
	Yes
	
	Yes
	During pilot phase (July/Aug)
	

	Build a step in the process for Interview Panel Chair to take responsibility for accuracy and completeness of the interview notes – 
	Yes
	
	Yes
	Ahead of pilot go-live (w/c 14 July)

	


[bookmark: _Toc74754593][bookmark: _Toc153265708][bookmark: _Hlk74826956][bookmark: _Toc74754594]Sign-off by Policy owner
	I confirm that the policy has been amended as identified in the agreed actions table above. Any actions planned but not yet completed will be implemented before the policy is introduced. If the policy has an impact on people or functions in Northern Ireland, I confirm Annex A (below) has also been completed.  
Please ensure the majority of agreed identified actions have been taken before the policy owner signs and the tool is submitted for audit.

	Actual policy implementation date (dd/mm/yy): 22nd July 2025 pilot go live – running until 22nd September
(if different from planned implementation date) . Global Launch planned for 5 November 2025

	Policy Owner (Name): Angela Richmond

	Policy Owner (Role): Director of Talent Acquisition & Screening

	Policy Owner (Signature): A Richmond 
(A typed signature is sufficient)

	Country / Business Area and Region: Talent Acquisition & Screening

	Sign-off date (dd/mm/yy): 09.10.2025

	


[bookmark: _Toc153265709]Procedural Note  
[bookmark: _Toc71644281]The majority of actions identified at the panel meeting must be completed before the policy start date. Once the actions table has been updated to show that the majority of actions have been completed, or commented on to explain why actions will not be implemented, the Policy Owner (or someone acting on their behalf) must send the completed ESIA form for audit to: ESIA@britishcouncil.org (this can be before or after the policy start date).   



ESIA Actions – updated in the Pilot Review paper – signed off by Ant Nichols from D&T ahead of go-live. 

	Issue
	Status
	Comments

	Build in monitoring for candidates who opt out of the note-taking process to assess any impact on their likelihood of being hired.
	Ongoing
	Will need to review how we can best monitor this on an ongoing basis.

	Clear guidance to be created for hiring managers on how to introduce the note-taking tool to candidates, including addressing privacy concerns.
	Resolved
	4 min training video and accompanying guidance materials – positively received by pilot members

	Explore the possibility of allowing hiring managers to disable video recording for candidates who prefer not to be recorded (may be for religious beliefs)
	Resolved
	Decision made during pilot to switch off video recording. We now capture audio only. 

	Ensure during the pilot that the note-taking tool is tested for accessibility, particularly for users of screen reader technology.
	Ongoing
	Outstanding – and to be tested. 
AM has been in contact with Hafiz Furqan Bashir to demo pilot 

	Comms and consent messages in advance of the interview so candidates know there is a note-taker and reassure about privacy (link to section on how their data is used on BC careers site)
	Resolved
	Use of AI in recruitment statement on the British Council careers site / comms to candidates in advance via interview invitation and start of email

	Gather feedback from hiring managers during the pilot to assess the effectiveness and acceptance of the tool.
	Resolved
	Survey and follow-up sessions to gather feedback 

	FAQ for Hiring Managers on how to address requests from candidates in an interview for a copy of the interview notes
	Resolved
	FAQ developed as part of training and guidance materials for TA and Hiring Managers

	Alongside Metaview, TA to provide guidance on standardising interview practices and providing training to hiring managers to ensure consistency in the interview process.
	Ongoing
	Updated interview templates (for setting questions) with interview guidance and best practise. Reports generated from Metaview will help us to see and respond to variations in standard practise 

	Build a step in the process for Interview Panel Chair to take responsibility for accuracy and completeness of the interview notes.
	Resolved
	Requirement in notes for panel chair to approve and verify notes
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[bookmark: _Toc74754595][bookmark: _Toc153265710]Annex A: Policies with an impact in Northern Ireland
In accordance with the Guide for Public Authorities, policies which have a major impact on equality will share some of the following factors:  
they are deemed to be significant in terms of strategic importance; 
the potential equality impacts are unknown; 
the potential equality and/or good relations impacts are likely to be adverse or experienced disproportionately by groups who are marginalised or disadvantaged;
the policy is likely to be challenged by a judicial review;
the policy is significant in terms of expenditure.

Policies which have a minor impact on equality will share some of the following factors:
they are not unlawfully discriminatory, and any residual potential differential impact is judged to be negligible;
aspects of the policy are potentially unlawfully discriminatory, but this possibility can readily and easily be eliminated by making the changes identified in the action points at Section 4;
any differential equality impact is intentional because the policy has been designed specifically to promote equality for particular groups of disadvantaged people;
by amending the policy there are opportunities to better promote equality, inclusion and/or good relations.

Policies which have no impact on equality will share some of the following factors:
they have no relevance to equality, inclusion or good relations;
they are purely technical in nature and have no bearing in terms of the impact on equality, inclusion or good relations for people in different equality groups.

For policies impacting on people or functions in Northern Ireland, you must identify whether any of the issues identified by the EIA panel in the table at Section 2, Point 3 above are likely to have a major, minor or no impact on equality.
This consideration must be given to all the items listed in the table at section 2, Point 3 whether they have potential for negative impact or the opportunity to promote equality, inclusion and good relations.


The following questions are applied to all our policies as part of the ESIA process:
· Are a large number of people affected by the proposed policy?
· Are a small number of people who are particularly under-represented, or disadvantaged, or excluded, affected by the proposed policy?
· Are the proposed changes (if this is a new policy, or a change to an existing policy) profound?
· Might the proposal benefit people within any of the groups identified above?
· Might the proposal disadvantage people within any of the groups identified above?
   
	Equality categories
	Negative / Positive impact on equality, inclusion or good relations



	
	No
	Minor
	Major

	Age
	
	X
	

	Dependants
	X
	
	

	Disability
	
	X
	

	Ethnicity
	
	X
	

	Marital status
	X
	
	

	Political opinion
	
	X
	

	Religious belief
	
	X
	

	Sex and gender
	
	X
	

	Sexual orientation
	X
	
	



If the answer to the above questions is NO, no further action is needed.   
If minor impact is identified and the actions listed at Section 4 will address this, no further action is needed.  Where the actions listed at point 4 will not sufficiently address the impact, additional measures that might mitigate the policy impact as well as alternative policies that might better achieve the promotion of equality of opportunity and/or good relations should be considered.   
If mitigating measures and/or an alternative approach cannot be taken then the policy should be subject to full Equality Impact Assessment (EQIA) aligned to Northern Ireland’s equality legislation.   
If a major impact is identified in any of the answers above, then the policy must be subject to full Equality Impact Assessment (EQIA) aligned to Northern Ireland’s equality legislation.   
For guidance on completing full EQIA aligned to Northern Ireland’s equality legislation, see http://www.equalityni.org/archive/pdf/S75GuideforPublicAuthoritiesApril2010.pdf.   
A member of the Diversity Unit should be involved in any EQIAs that take place.

[bookmark: _Toc71644282][bookmark: _Toc74754596][bookmark: _Toc153265711]Record of Decision and Sign-off by Policy Owner
Please delete two of the following statements (those that do not apply).
Statement 2
I confirm that a full EQIA is not needed, providing all the Agreed actions at Section 4 (‘Agreed Actions’) and/or other noted mitigating actions are carried out.
Note other mitigating actions that are not listed at Section 4 here:
	




Signed by
	Name:
	Ann-Marie McLoughlin

	Role:
	Head of Talent Acquisition Operations

	Date: (dd/mm/yy)
	27/10/2025



Procedural Note  
[bookmark: _Hlk159849297]The majority of actions identified at the panel meeting must be completed before the policy start date. Once the actions table has been updated to show that the majority of actions have been completed, or commented on to explain why actions will not be implemented, the Policy Owner (or someone acting on their behalf) must send the completed ESIA form for audit to: ESIA@britishcouncil.org (this can be before or after the policy start date).   
   

Prepared by the Diversity Unit
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