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Employer Evidence Template
Use this template to record your evidence, further actions, or comments for consideration as you go through your self-assessment. The amount of evidence required will vary depending on the size and nature of your business.
This will also help you if you want to become a Disability Confident Leader and have your self-assessment validated. This is for your records, and you do not need to send it to us. 
Table 1:  Employer admin details
	Admin 
	Details

	Employers Details
	Toft Newton Parish Council 

	Disability Confident Reference number (DSCXXXXXX)
	

	Date
	22nd of October 2026

	Completed by and contact details
	Michael Lewis


[bookmark: _Hlk169255930]Table 2: Theme 1 - Getting the right people for your business (You must have provided evidence for all the following actions)
	Number
	Criteria
	Evidence
	Comments or further action required

	1
	Actively attracting and recruiting disabled people to help fill your opportunities (including jobs, apprenticeships, internships, work experience, etc
	Disabled people are welcome to stand to become Councillors and apply for job vacancies or volunteer opportunities with the Council.
Equality and Diversity in Employment: https://toft-newton.parish.lincolnshire.gov.uk/downloads/file/208/equality-and-diversity-in-employment-policy.
All staff, Councillors and volunteers are covered by our recently adopted Training and Development Policy and role specific Training and Skills Needs Analysis for each role.
Policy: https://toft-newton.parish.lincolnshire.gov.uk/downloads/file/282/training-and-development-policy.
Training / Skills Needs Analysis forms: https://toft-newton.parish.lincolnshire.gov.uk/downloads/file/283/training-skills-matrix-training-needs-analysis-of-each-role-.:
Other ad-hoc posts will be covered by the above policy and separate Training and Skills Needs Analysis forms.
	Job adverts need to have a statement added about not discriminating against people in our recruitment and selection processes. It would be better to include all protected characteristics in a generic statement rather than saying that people from group or another are welcome to apply to avoid indirect discrimination.


	2
	Providing a fully inclusive and accessible recruitment process.
	Our recruitment process is fully inclusive and accessible.
We are committed to make all stages of the recruitment and selection process as individual as each candidate needs. See column to the right for further information.
	We have developed a robust Recruitment and Selection Policy https://toft-newton.parish.lincolnshire.gov.uk/downloads/file/329/recruitment-and-selection-policy ensures that our practices are both consistent and individual – this is due for approval by Councillors on the 27th of October 2026.

	3
	Offering an interview to disabled people who meet the minimum criteria for the job.
	This is both a legal and moral duty. 
Toft Newton Parish Council will not discriminate against any candidate who meets the majority of our essential criteria for the employed posts.
Our job descriptions highlight the duties of each role and the essential and desirable criteria.
Parish Council Clerk: https://toft-newton.parish.lincolnshire.gov.uk/downloads/file/288/parish-council-clerk-job-description-and-person-specification. 
Playground Warden: https://toft-newton.parish.lincolnshire.gov.uk/downloads/file/289/playground-warden-job-description-and-person-specification. 
	We are currently writing a new policy statement on Equality, Diversity, and Inclusion that will apply to all services provided by the Council in pursuance of our functions and duties. This will commit to being anti-ableist, anti-racist, anti-sexist, anti-homophobic and anti-oppressive in everything that we, as a Council, does, this includes the recruitment, selection and support of staff.

	4
	Being flexible when assessing people so disabled job applicants have the best opportunity to demonstrate that they can do the job.
	Our Recruitment and Selection Policy allows for a flexible approach to our application process, which at the moment invites candidates to apply for jobs using a CV and covering letter with no page limit, or expectation to comply with a certain format. However, we are developing an online application form, using Zoho Forms, but we will state that applicants can apply in a format that suits them best, we will include examples of ways that applications can be submitted, for example by:
· Completing the online application form.
· Submitting a CV and covering letter.
· Applying in the format of a video or audio file.
· Applying in the form of an audiovisual presentation.
We will accept applications by e-mail, post and by hand delivery. The Zoho Form will automatically be delivered to the Clerk’s e-mail address, applicants will have the opportunity to save, edit and print the application form.
Interviews can be held in the form on informal conversations or  structured interviews, and will be held in person, but at a time that suits the candidate where possible.
If a work test or presentation are required as part of the application process, then we will be as flexible as possible in meeting the needs of the applicants.
	The Recruitment and Selection Policy will need a brief revision once the online application form is completed and ready for use. 

	5
	Must proactively offer and making reasonable adjustments as required.
	As at number 3, this is both a legal and moral obligation. 
Toft Newton Parish Council is committed to making reasonable adjustments for job applicants, prospective Councillors and other volunteers, just as we currently do for our staff and employees.
The Equality and Diversity in Employment Policy covers this https://toft-newton.parish.lincolnshire.gov.uk/downloads/file/208/equality-and-diversity-in-employment-policy. 
As per our Health and Safety staff, Councillors and volunteers are required to self-assess their workspace and complete a Display Screen Assessment, this along with our Menopause Policy, and other policies, especially those around flexibility of leave, etc p., also show our commitment to making reasonable adjustments.
Policies: https://toft-newton.parish.lincolnshire.gov.uk/downloads/download/21/council-policies?downloadID=21. 
	

	6
	Encouraging our suppliers and partner firms to be Disability Confident.
	We don’t currently encourage our suppliers, contractors and partner agencies to be Disability Confident, however, most of the organisations that we work with are already Disability Confident.
If we become a Disability Confident employer, then we would share that news with all of our contacts and we would offer places to these third party organisations on any Equality, Diversity and Inclusion training that we put on for our own staff, Councillors and volunteers.
The Consultant to the Council previously delivered one day Disability Awareness courses, Everyone Can Play Level 2 accredited training, a range of other Equality, Diversity, and Inclusion training could provide similar training that would meet the needs of our team and our contractors, suppliers and partners.
	For example, the New Councillor Training that we are developing for New Councillors includes a commitment that the Council will not discriminate. This training has been offered out to external/local Parish Councils, and the Consultant to the Council recently provided a New Councillor training session for Bishop Norton with Atterby Parish Council.
When we approve a new Equality and Sustainability Policy in January 2027, there will be a commitment to support small businesses, use local contractors as far as is practicable and have a preference to work with businesses that have a commitment to be sustainable. We could easily build in a presence for businesses that are Disability Confident or have other visible commitments to provide services that will support people from all of the protected characteristics and additionally from other minorities. 

	7
	Ensuring employees have sufficient disability equality awareness training.
	As at number 3, our Consultant to the Council is preparing to develop a new suite of training that will benefit our staff, Councillors, volunteers and our suppliers, contractors and volunteers. 
We are looking into becoming a The CPD Group https://thecpd.group/ accredited training provider so that we can deliver a range of high quality, accredited in person and online training courses for organisations across Lincolnshire. 
This training will be based on the skills, knowledge and experience of our team, and the needs of local community.
	We need to submit our The CPD Group accreditation application and submit draft training courses for accreditation.


Table 3: Theme 1 – Getting the right people for your business (You must agree to at least one of the following activities)
	Number
	Activity
	Evidence (only for the activities you have agreed to in your self-assessment)
	Comments or further action required

	1
	Providing work experience.
	As above all of our policies would apply.
	We could potentially provide limited work experience opportunities for people who are aged 18+ and who wish to gain experience in administration, organising and servicing meetings, event planning, or similar – but it could only be for a limited number of hours.

	2
	Providing work trials.
	
	N/A

	3
	Providing paid employment (permanent or fixed term).
	
	We provide paid employment for two part-time posts – at this stage we are unable to employ any further staff.

	4
	Providing apprenticeships.
	
	

	5
	Providing a traineeship.
	As above all of our policies would apply.
	We could certainly look to work with training providers to give a student (aged 18 plus) a placement during their training.

	6
	Providing paid internships or support internships (or both).
	As above all of our policies would apply.
	We could consider providing Internships to local people / Students (over the age of 18) to gain experience.

	7
	Advertising vacancies and other opportunities through organisations and media aimed particularly at disabled people.
	
	This is something that we need to do as for the two vacancies advertised in 2026, we only used our own website and the Lincolnshire Association of Local Councils (LALC) website.

	8
	Engaging with Jobcentre Plus, Work and Health programme providers and local disabled people’s user led organisations (DPULOs) to access support when required.
	
	This is something that we should definitely explore in more detail. 

	9
	Providing an environment that is inclusive and accessible for staff, clients and customer
	Toft Newton Village Hall where we hold out meetings is an accessible building.
	

	10
	Offering other innovative and effective approaches to encourage disabled people to apply for opportunities and supporting them when they do.
	Our vacancies for staff, Councillors and volunteers are all part-time and mostly are home-based, however, when we do meet in person, these meetings are planned well in advance, for example dates for meetings for the 2027-28 Civic Year will be agreed on the 27th of October 2026.
	


Table 4: Theme 2 - Keeping and developing your people (You must have provided evidence for all the following actions.)
	Number
	Criteria
	Evidence
	Comments or further action required

	1
	Promoting a culture of being Disability Confident.
	Over the last nine months we have adopted a robust set of policies that underpin our commitment to be open, transparent and apply the principles of equality and diversity in all that we do, including the recruitment and selection, as well as training, development and mentoring of new staff, Councillors and volunteers.
Our policies can be viewed here: https://toft-newton.parish.lincolnshire.gov.uk/downloads/download/21/council-policies?downloadID=21. 
	

	2
	Supporting employees to manage their disabilities or health conditions.
	We have been extremely flexible to cope with the deteriorating health of the former Parish Clark, moving meetings to allow him time to recover.
Our policies allow flexibility to work, only time that is required at set times are the meetings, otherwise, there is complete flexibility about when and where to work.
	

	3
	Ensuring there are no barriers to the development and progression of disabled staff.
	While we only have two paid roles both of which are part time, in theory it would be possible for the Playground Warden to be promoted to the role of Parish Council Clerk and I theory both post holders could potentially become Councillors depending them meeting the qualification and disqualification criteria.
We do however, ensure that our staff, Councillors and volunteers are provided with the skills and knowledge to be able to apply for promotion with other organisations.
	

	4
	Ensuring managers are aware of how they can support staff who are sick or absent from work.
	A new sick leave policy is due to be adopted on the 27th of October 2027, this policy builds on our legal and contractual obligations: https://toft-newton.parish.lincolnshire.gov.uk/downloads/file/328/sick-leave-policy. 
	

	5
	Valuing and listening to feedback from disabled staff.
	The feedback from all staff, Councillors and volunteers, the best opportunity for everyone to raise feedback is in the bi-monthly Parish Council meetings or in the informal supervision meetings or through the probationary / appraisal meetings.
Equally staff, Councillors and volunteers can e-mail the Clerk with their feedback at any time.
	A policy statement needs producing and ratifying by Councillors in January 2027.

	6
	Reviewing this Disability Confident employer self-assessment regularly. (At least annually)
	This would be built into the annual work plan for an annual review in September by the Personnel Committee and subsequent approval by the full Council each November.
	


Table 5: Theme 2 – Keeping and developing your people. (You must have provided evidence for at least one the following actions.)
	Number
	Criteria
	Evidence
	Comments or further action required

	1
	Providing mentoring, coaching, buddying and or other support networks for staff.
	The appointment of a new Parish Council Clerk this summer has been supported by a mentoring programme provided by the former Parish Council Clerk. He is happy to support the new Clerk for as long as possible.
The current Clerk, former Clerk and Chair to the Council will provide the Induction and Mentoring of the newly appointed Playground Warden.
	

	2
	Including disability awareness equality training in our induction process.
	The Pro-bono Consultant to the Council will provide a new programme of training for all staff, Councillors and volunteers – this training will include Disability Awareness / Equality Training, job specific Training and unlimited mentoring to ensure that Disabled staff, Councillors and volunteers are able to participate as fully as their disability allows. 
	This training will be accredited by The CPD Group.

	3
	Guiding staff to information and advice on mental health conditions.
	HSE guidance for employees on Safety in the Workplace including new resources on Mental Wellbeing are provided to new staff, Councillors and volunteers.
	Shared links to files on the Clerks Zoho WorkDrive need to be added here. 

	4
	Providing occupational health services if required
	We haven’t had to provide Occupational Health Services as of yet, however, our first port of call would be LALC to see if they can recommend someone, if they can’t we would then ask other Lincolnshire Clerks via the LALC Clerks e-mail group.
	

	5
	Identifying and sharing good practice.
	
	

	6
	Providing human resource managers with specific Disability Confident training
	As a small Parish Council we do not have a Personnel Team, do we do not have HR Managers.
However, the Consultant to the Council is looking to source Disability Confident Scheme training for members of the Personnel Committee and the Clerk.
	We would seek to provide any training in-house where possible, however, when specialised knowledge is required we use LALC, try and access training provided by West Lindsey District Council or Lincolnshire County Council.
If further specialist training is required we will look to use Lincolnshire-based training providers, such as Disabled People’s Organisations (DPOs) to provide such training. 
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