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Silvermouse (for Production Paperwork)

Diversity Actual form

The Diversity Actual form is used for Diamond, the industry wide diversity monitoring in UK television
productions, both on and off screen.
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Diversity Monitoring (Diamond)

Diamond is an initiative developed by the Creative Diversity Network (CDN) and its members include the

BBC, ITV, Channel 4, Sky, Channel 5/Viacom, the producers’ trade body Pact and industry skills body
Creative Skillset.

Diamond will help to establish detailed and accurate answers to two essential questions:
B Does the workforce on UK productions, both on and off-screen, reflect the diversity of the UK?
B Are audiences of all kinds seeing themselves reflected on screen?

The information required for Diamond is collated via Silvermouse and comprises four forms:

B Contributors form

B Diversity Actual form

B Diversity Perceived form

B Diversity Self-declaration Form

Diamond training
Please refer to the CDN'’s training resources for further support:

B The Diamond website

B The Diamond online module — provides an overview of Diamond and it’s processes

B The Diamond guidance notes — provides support as you complete the Diamond paperwork

How does it work?

Beginning of production

B Contributors form
Search for and add all on-screen contributors, and any off-screen contributors that require-some
form of rights clearance or may accrue residual payments. Any contributors added to the
Contributors form will automatically be pulled into the Diversity Actual form

If a contributor has not received a standard contract which includes the clauses about the Diamond

diversity monitoring, you must make them aware of it before entering their email address in Silvermouse or

completing their data in the Diversity Perceived form.

For more details on entering contributors and assigning rights on the Contributors form, please refer to the

Contributors Form helpcard.

B Diversity Actual form
Add any remaining off-screen contributors who do not require rights clearance into the Diversity
Actual form; this will usually be the crew and production team

B The Silvermouse system will send an email to each contributor so they can verify their email
address. The email will be sent by diamonddiversity@silvermouse.com, and the name of the
broadcaster and the production will be in the email’s subject

B Diversity Self-declaration Form (DSF)
Once the contributor confirms their email address, they are sent an encrypted, secure link to
their personal Diversity Self-declaration form so they can complete their personal diversity data
(gender, gender identity, age, ethnicity, sexual orientation and disability) anonymously directly
within Silvermouse
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No-one in a production team, a production company or within a broadcasting company will be able to
access a contributor’s individual data. Any reports created by the industry will only contain aggregated data
to protect an individual’s privacy.

The Diversity information will be held securely and in an encrypted format within the Silvermouse system.

During production

B Diversity Actual form
It is good practice to check the completion of the DSF forms; this can be done in the Diversity
Actual form. This will show whether contributors have received the email containing the link to
their personal DSF, and whether they have completed their diversity data in Silvermouse. If a link
has expired, it can be reactivated from within the Diversity Actual form and contributors will then
be resent their DSF

B Itis the shared responsibility of production teams to ensure contributors are engaged with the
Diamond reporting, and to reassure them that the data is completely anonymous. If they do not
wish to disclose their details, they can either opt out using the link in the email or they can
complete their DSF form selecting ‘Prefer Not To Disclose’ for each section, rather than ignoring
the invitation to take part

B Contributors & Diversity Actual form
Continue adding contributors to the Contributors and Diversity Actual forms throughout the =
production so new contributors are emailed a DSF form.

Production crew no longer working on the production can be removed from the Diversity Actual form; their
details will automatically be deleted.

Any contributors that have been edited out of the programme should not be deleted, as the contracts need
to reconcile in the final Sign Off; instead, edit the contributor to show they have been edited out. In the
Diversity Perceived form, in the corresponding line, select Do Not Know.

Towards the end of production

B Diversity Actual form
Use the Diversity Actual form to see who has completed the DSF form and to reactivate any

expired links to restart the email validation process, if appropriate

After the final edit

B Diversity Perceived form
Any on-screen character name or role-type will be pulled into the Diversity Perceived form from
the Contributors form; where role-types appear, the name of the real person will not display for é
privacy reasons. A nominated person from the production views the final programme and enters
the perceived diversity characteristics of the on-screen individuals who contribute a significant role from
the audiences perspective, based on the information in that one programme

Individual productions can decide whether this is a member of the editorial team or production
management, but it should only be completed by someone that has completed the Diamond training

It is important the Diversity Perceived form is only completed AFTER the Contributors and Diversity Actual
forms have been updated to reflect the final edit. Otherwise, you will spend time updating the Diversity
Perceived for characters on screen, but they then might be removed in the Contributors and Diversity
Actual forms.
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B Diversity Actual form
Review how contributors have responded to the DSF. If required, reminders can be sent to —
people from within the Diversity Actual form by clicking on Reactivate Link.

If you wish to send reminders to people from within the Diversity Actual form, please ensure this is done in
a timely manner so the form can be Submitted at the appropriate time.

Two weeks after TX
B All production reporting should be Submitted, so the programme can be approved by the BBC.

This includes all the Diversity forms

Your role with diversity monitoring

If you are the person responsible for entering names and email addresses of contributors and crew or
completing the perceived data in the Diamond/diversity forms in Silvermouse, you should:

B Ensure each contributor receives the Diversity Self-declaration form (DSF)

B Reassure contributors the Diversity information will be encrypted and held securely within the
Silvermouse system and reported in an aggregated format. More information about how the data is
stored and used is contained in the links they will receive with the DSF form

B If contributors do not wish to take part in diversity monitoring, do not enter their email address into the
system

B Ensure the production team receives the Diversity Self-declaration Form (DSF)

Contributors consent to use of diversity data for two years

When a contributor who is taking part in Diamond enters their diversity data in the DSF for a production,
they can consent for the data to be used for a period of two years for any production companies who have a
commission for a UK broadcaster, as long as the name and email addresses match when their data is
entered into Silvermouse.

If they have chosen to do this, they will not be asked to complete their diversity data again until the end of
that two year duration, although they can update their information at any time.

If they have chosen not to give this consent, they would need to resubmit their diversity data for each
production, or they can choose to opt out.

For productions which may take longer than two years, the Contributors and Diversity Actual forms should
not be completed at the beginning of the production, but at an optimum time to allow individuals time to
complete their DSF forms whilst they are actually working on the production. When considering when to do
this, the two year data storage and the programme delivery date should impact your decision.

Obtaining the diversity data of contributors and crew

There are three ways to ensure contributors and crew are provided the opportunity to complete their
diversity data:

B When adding a contributor to the Contributors form or a crew member to the Diversity Actual form, add
their email address so the DSF form can be sent by the system

B When adding a contributor to the Contributors form, add the email address of a contributor’s agent so
the DSF form can be sent via the agent.
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When searching for contributors and crew in Silvermouse, always use their email address. Using the same
email address as other productions means the Silvermouse system does not send the DSF form again if
they have already completed it for other UK TV productions.

It is important to consider data protection when entering information into Silvermouse, especially when
using free text fields. No personal or financial information should be included, and where you are

entering a person’s name or contact details you must inform them beforehand, unless they are already
aware.

B Provide a contributor or crew member with the printed Self-Service PDF which provides the unique
Production Key for the production. The contributor can then use the link in the Self-Service PDF to
complete their diversity information, and enter their email address, directly in Silvermouse themselves

For more details on how to use this, please refer to the How to use the Self-service PDF section of this
helpcard.

If the contributor is unwilling to share their email with the production company or if the email address has
not been obtained from the contributor, you can provide them with a printed copy of the Self-Service PDF.

Full guidance about diversity monitoring can be found in the Diamond Guidance Notes.

How contributors or crew members can opt out of providing their diversity
data
Contributors or crew members can opt out of providing their diversity data in two ways:

B When they receive the email with the DSF form, they can opt out by clicking on the link at the end of the
emalil

ﬂ J | H ) - ~ DISCOVERING ISLANDS **UUSED FOR TRAINING PURPOSES OMLY** - Diarnond Diversity Validation R...
Fil Message = e
From: diamondtest4@soundmouse. com Sent: Thu 03/08/2017 11:13
To: #| Sam Peacock
Cc
Subject: DISCOVERIMNG ISLANDS **USED FOR TRAIMNING PURPOSES OMLY** - Diamond Diversity Validation Request - Reminder
ULl UCLIAIL UL VI CIIviIL. el
ix)
Fs
Click here to validate your email address, after which you will be sent a further email that will
enable you to access the online questionnaire (please ensure you are using the most up-to-date
version of your browser to complete it).
Please note the validation process needs to be completed within 14 days, after which time the !
fink will expire. I
If you prefer to opt out of supplying your diversity information in Diamond, please click on the

link at the bottom of this email. |

Please contact us if you believe you have received this email in error.

Thank you

You have received this email because you have taken part in a production commissioned by one of the broadeasters participating in Diamond. This
email was sent to you by Silvermouse, which is a web-based system used by broadcasters and production companies for production paperwork. The
diversity information you provide will be encrypted and held securely by Silvermouse.

If vou wish to opt out of supplying your diversity information in Diamond, please click here. You will not be sent any finther requests for diversity
information for one vear provided vou use the same name and email address on future productions.

4 I} »

B They can complete the DSF form in the system, selecting Prefer Not To Disclose in each section
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If a contributor just ignores the email, they will continue to receive reminders from the system and will
continue to be prompted to complete their diversity information for each TV production they take part in in
the UK.

Who should be added to the Diversity Actual form?

The Diversity Actual form should be used in conjunction with the Contributors form. Please refer to the
Diamond training for details about who should be entered into which form.

Contributors form

All on-screen talent, and anyone that is usually entered into the Contributors form, for example people who
has some form of rights clearance or may accrue residual payments (such as writers) should be added.

Contributors who are insubstantial to the programme should not be included, for example:

B Supporting artists who do not affect the action
B Passers-by

B Public in the back of shot

|

Orchestra members, except featured soloists. (The name of an orchestra or band should still be added
to the Contributors form for reporting purposes)

Diversity Actual form

Any remaining off-screen contributors who do not require rights clearance should be added into the
Diversity Actual form; this will usually be the crew and production team. There is a mandatory list which
comprises senior editorial, production and craft roles.

People whose contracts are not governed by UK law should not be added to the Diversity Actual form.

Mandatory roles

There are 16 mandatory roles which can be completed in the Diversity Actual form; these roles are
automatically listed.

The Diversity Actual form provides a wider range of roles which can be used for other members of the crew
and production team if required, such as Archive Researcher, Assistant Director, Camera Operator,
Production Co-ordinator, Sound Recordist, or Wardrobe Assistant.

Please refer to the Entering mandatory roles section of this helpcard for more details.

In addition to the mandatory roles, it is possible to include other roles in the Diversity Actual form for other
people involved in the production; this will improve the quality of the industry diversity reporting.

Please refer to the List of roles within the Diversity Actual form section of this helpcard for a full list of roles
available.

Who should be added to which form, as a rule of thumb:
Contributors form: On-screen talent and some off-screen roles that accrue residual payments

Diversity Actual form: Most off-screen roles, such as crew and production staff
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Locating your programme’s Diversity Actual form

= Search for your programme either in the Inbox or Library

Home | Inbox | Outbox |

silvermouse

Search Search Type Last Edited
I-l:liscm'ering islands | Al Search Criteria ¥ | | All ltems v search

Advanced Search

®» Click on Diversity Actual to display the form

ELSbCﬂﬂl‘-[ﬁring Islands Bilings In Progress 08-Jun-2017 BBC
Contributors In Progress 08-Jun-2017 BBC
Acive (05) Cue Sheet In Progress -May-2017 {EE;:
m'rkj his o Progress 31 tday- 09T
Diiversity Actual |ssued 15-May-2017
Diversity Perceied Issued 15-May-2017
Front Page In Progress 15-May-2017
Sign Off lssued 15-May-2017
Transmission In Progress 15-May-2017

Alternatively, if you are already viewing a form within your programme:

®» From the Forms area, select Diversity Actual

FAC Status: Active Prog Motes | Programme History | Full PDF “ersion | BBC

(052} PasC PDF
Billings In Progress 08-Jun-2017
Contributors In Progress O8-Jun-2017
Cue Sheet In Progress 31-May-2017
Copyrights In Progress 3 -May-2017
Driversity Actual |ssued 15-May-2017
Drversiy Percened Issued 15-May-2017
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Adding people to the Diversity Actual form

By default, anyone who has been added to the Contributors form will already be listed in the Diversity

Actual form:
Costume Designer [First Name | [middle Name | [Last Name | [Emsi | [smiD |  Seamn ) [se
Make Up Designer [First Name | [middle Hame | [Last Name | [Emsi | [smiD |  seamn ) [se
Lighting Designer [First Name | [middle Mame | [Last Name | [Emsi | [smiD |  seamn ) [s@
Actual Contribution(s} @ Contribution(s)  DSF Status Firzt Mame Middle Mame Last Mame Email SM 1D Self Service
Director Name Of Director [p— = 4808915
Production co-ordinator Name of Production Co-Ord. . 4908920
Writer Name of Second Anonymous EMAIL HIDDEN 4908922
(Presenter{Repor‘ter Name of Presenter . o el 4908904
Main Contributor/Expert Name Of First Expert [R— | 4908903
Contributor/interviewee Name Of Interviewse No Email provided 4908913
Presenter/Reporter Name of Interviewsr ' emmen BEIEE 4008912
Main Contributor/Expert Name of Second Expert g g | 4008910
Contributor/interviewee Nams of Second Interviewss No Email provided 4908914
\_ J

¥ DIAMOND

Where possible, you should search for someone using their email address. This will extend the limits of
your local Silvermouse database and return results for all broadcasters, as the data is linked for diversity
purposes. This is recommended to prevent the contributor receiving multiple requests to complete the DSF
form, and to prevent duplicated entries.

If you do not use the email address when searching a contributor, Silvermouse will only search the local
database for your production company.

Contributors should always be searched before being created as new entries to prevent duplications in the
database. If the contributor is not returned in the initial search, always vary the search criteria and search
again.

For more details about adding Contributors, please refer to the Contributors Form helpcard for more
details.

B|B|C| Academy
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Entering mandatory roles

The Diversity Actual form displays a search area where roles and people can be searched and added to the
form. However, there are also some mandatory roles beneath the search area which should be completed,
if you have these roles in your production:

Diversity Actual Form

Authors & Contributors

Rz

Saact T

Firs1 Nama M2 Name

Commissioning Editor
Director

Producer Director
Writer

Producer

The mandatory roles are:

Commissioning Editor
Director

Producer Director
Writer

Producer

Executive Director

Last Name

Emall Address Individual ID

Line Producer
Production Manager
Director of Photography
Camera Operator
Editor

Sound Recordist

o . aad
S Y )
Select v ( Add )
Seact - .: Add |
Sadacl ¥ [ Add b
et ARG
Production Designer
Costume Designer
Make Up Designer
Lighting Designer

To complete these, perform the search specific to the mandatory role. For example;

®» Enter the email address of the person who fulfils a particular mandatory role; if you don’t have the email
address, you can search on the person’s name

®» Click on Search

Diversity Actual Form

Authors & Contributors

Self Service PDF | Add to work il

Role First Name Middle Name Last Name Email Address [I] Self Service (2)
[Select ~] | | [ | ( seamh ) [sekect
Commissioning Editor [First Name | [micdie Name | [Lastname | [Emsil | [smD | ( Sesch ) [Selert
Producer Director [ [Mame | [of x| [Director | [iofdirector@emaileom|  [SM 1D | (seach ) [Sfeut

Business Systems Training

B|B|C| Academy



The search window will open. If a match for the search criteria is located, they will be listed:

Edit Contributors = Search Individual silvermouse’

Search Individual

First Mame Middle Name Last Mame Email Address

| MName | | of | | Director | | nameofclirector@&rrl

Individual 1D ent Name

|:| ( sesch ) AddAshew )
Individuals
Source Name (&gency) Productions (Series Names) Individual ID

Silvermouse (BBC) Mame Of Director More... 4508915 Edit and Use
(Mo Agent)

If multiple results are returned for a person’s name, it might be helpful to search by Agent Name too.

First Mame Middle Name Last Mame Email Address
[Mame | [Of | |Director | |nameofdirector@en|

Individual 1D ent Mame
I E— o O (Comer )

Please refer to the Searching Names section of this helpcard for more tips.

®» Click on More to view the productions the person has been involved in

Excluding a mandatory role

You must enter details for each of the mandatory roles in the list that you have working on your programme.
However, as there are different role types in each production, you may not be able to complete all the
mandatory roles listed; in these cases, superfluous mandatory roles must be excluded. For example, a
factual programme may not have a writer, so this role will need to be excluded so the Diversity forms can

be approved.
To exclude a mandatory role;

®» Click on Exclude next to the relevant role:

Commissioning Editor [Firstame ]| [MiddieMame | [LestMame | [Email | [smD | ( Searcn ) [Select v (e Exciude
Director [Firstame ]| [MiddieMame | [LestMame | [Email | [smD | ( Searcn ) [Select v (Caad_ ) S
Producer Director [Fistieme | [MiddieNeme | [LestMame | [Emai | [smiD | ( searen ) [Sele ¥ (A )  Ecude

The form cannot be Submitted until all the mandatory roles are either completed or excluded.

Adding non-mandatory roles
To search for a contributor:

®» Role: This is a mandatory field. The search will not perform until a role has been selected. Although this
does not form part of the search criteria, the data is used if the entry needs to be created

Please refer to the List of roles within the Diversity Actual form section of this helpcard for a full list of the
roles that can be selected in the form.
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First Name: In the First Name box, type the person’s first name
Middle Name: In the Middle name box, type the person’s middle name, if required

Last Name: In the Last Name box, type the person’s last name

¥ 3 33

Email Address: In the Email Address field, enter the person’s email address. Email addresses are not
case sensitive in Silvermouse

A 4

Individual ID: In the Individual ID box, type the Silvermouse ID for the person, if they are a regular
contributor to the programme

®» Click on Search

Authors & Contributors

Role First Name Middle Name Last Name Email Address ividual ID Seff Service (2)
|F'r0ducﬁcn co-ordinator b | |Name | |of | |Pr0ducﬁan Co-Ordirl ‘oductioncoordinm ><|| ( Search ) | Select v| ( Add )

Apart from Role, at least one other field must be completed for the search to operate.

Searching names
B The Search is not case-sensitive

B When a name is included in the Middle Name box, the Silvermouse search results will only return a
person where they have a space between their first and second name, and will exclude anyone that has
a hyphen between the first and second name.

For example, if Emma was entered as a First Name, and Louise as a Middle Name in the search, the
results would return Emma Louise Sharpe, but would not return Emma-Louise Sharpe. To search for
Emma-Louise Sharpe, you would need enter Emma-Louise as the First Name, and Sharpe as the Last
Name, leaving the Middle Name blank

B Double-barrelled names must be entered with a hyphen between words, for example Ridsdale-Smith. If
a space or number is used within a Name field, the search will not run:
Search Individual

First Name Middle Name Last Name Email Address
|do Anin | | | |Curti5 | |
Individual [T Agent Name

( Search ) ( Acle] Az Mew )

[ Jo Ann contains invalid characters ]

B Apostrophes should be used where appropriate, e.g. O’Reilly

The search will not run if any characters other those listed above, or letters, are included in the criteria
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4 P /e N A o®
» 7
2
e
°
= If no results are returned for the person, click on Add As New
Ofcom Super Genre: Factual Transmission Channel
Ofcom Genre: Documentaries - Other Live Transmission:
Notes:Edit Form Notes Edit Header Expand
Information in the BBC Forms (Excluding Diamond Diversity forms) may be provided to 3rd parties as required for licensing and/or royalty
payments and/or research reasons. As such NO sensitive data (e g personal data or commercially sensitive) should be included in these forms.
[ @ search Indiidual - Internet Explorer [E=T =]

Diversity Actual Form

| @ https://testd.silvermousetest.com/SMPAC/PACUniversalContributorSearch aspx?programmeid=16082571&contrib i ‘

Edit Contributors > Search Individusl silvermouse’
Authors & Contributors .
Search Individual
Role First Name Middle Name Last Name.
[Production Manager v]  [Name | fof | [Production tanager] First Name Middie Name Last Name Email Address.
[name | [of | [Production Managei]  [nameofproductionm|
. Individual ID Agent Name
Commissicning Editor [First Mame | [Middle Name | [Lest Neme | [ | | (Seach | )((_ AddAshew )
Producer Director [First Name | [Micdis Name | [Lasthams ]
. No results found
Writer Erro—" LI [y rm—s LI rpryv— 1

® In the prompt window which appears, click on OK

’
Message from webpage g
3 There is a risk of duplication when adding as new

In the Edit Contributor window, most of the details will be pulled in from the Search
= If the person has not opted out of Diamond, and they provided their email address, in the Repeat Email
box, type in the person’s email address again to confirm it:
Edit Contributor

Fields marked with an * are mandatory

Select Diversity Role:® |Production Manager v| Silvermouse 1D

Important: Please enter just one name in the first name fiekd and do not include spaces. Spaces may be included in the middle and last
names. Hyphens should be used for double-bamrelled names. Do not include fitles, roles or the names of multiple or groups of people

First Mame:* |Name |

Middle Mame: [Of |

Last Mame:*® |Producticn Manager |

Email:* |nameofprcducﬁnnmanager@emaiI.ccrn |

Repeat Email:* | |

(@) DSF via individual

O Contributor email address not supplied

(") Contributor does not wish fo provide an email address

( Cancel

) (_Cofm_ )
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= |If the email address was not supplied, or the contributor does not wish to provide an email address,
select the relevant radio option

Repeat Email-*

(@ DSF via individusl

{C) Contributor email address not supplied

() Contributor does not wish to provide an emsil address

®» Click on Confirm

Sending the Diversity Self-declaration Form
There are three options for people in the Diversity Actual form.

B DSF viaindividual
The person provides their email address so they receive the DSF form and submit their data online

B Contributor email address not supplied
The production does not currently have the person’s email address, but may receive it later. If they wish,
they can complete their diversity data using the URL and production key supplied in the Self Service
PDF

B Contributor does not wish to provide an email address
The person does not wish to provide an email address; however, they can complete their diversity data
using the URL and production key supplied in the Self Service PDF

If a person has supplied their data via the Self Service PDF, they can be added to the Diversity Actual
form; please see the How to use the Self Service form section of this helpcard for more detalils.

Email address is provided so the DSF form can be sent
To send the DSF form via email;

®» Select DSF via individual and retype the email address in the Repeat Email box

Edit Contributor

Fields marked with an * are mandatory

Select Diversity Role:* | Production Manager v| Silvermouse ID:

Important: Please enter just one name in the first name field and do not incluede spaces. Spaces may be included in the middle and last
names. Hyphens should be used for double-bamelled names. Do not include titles, roles or the names of multiple or groups of people

First Name:™* |Name |

Middle Name: | Of |

Last Name:* | Production Manager |

Email* |nameDrprcductiunmﬂnaga@&mail.ccm |

Repest Email-* |nameDrprcductiunmanagel@&mil.ccm |

(@) DSF via individual

(T Contributor email address not supplied

() Contributor does not wish to provide an email address

( Cancel ) ( Confirm )

®» Click on Confirm
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Email address is not provided, but you want to invite them to complete their DSF
using the Self Service PDF

This option should be selected if the production does not have the email address for the person, but it might
be provided later on.

®» Search for and add the person
= |In the Edit Contributor window, select Contributor email address not supplied
®» Click on Confirm

If the email address is provided at a later stage, this should be added to the entry in the Diversity Actual
form:

®» Click on Edit

Jeniyiel ||‘I rst Name | |M|ddle MName | |LB.S‘I MName | |I:ma|| | |b'l'u| [N} | ‘. Search ) | oElEtT bl
Jesigner [First Name | [widclewame | [LastName | [Emai | [smiD | C seach ) [Selest v|
tribution(s) 8 Contribution(s) ~ DSF Status First Mame  Middle Name  Last Name Emiail SMID Self Service Cptions

searcher Mo Email Address Jon VIIEN Raine Mo Email provided 5617335 Edit ||De|ete
Reporter No Email Address Siman Mi& Resve No Email provided 4410105

®» Select DSF via individual and retype the email address in the Repeat Email box

®» Click on Confirm

Email address is not provided as person does not wish to provide their email
address

If the person does not wish to provide their email address, they can still take part in the diversity monitoring
for the production;

®» Search for and add the person

®» In the Edit Contributor window, select Contributor does not wish to provide an email address

®» Click on Confirm

The Self Service form can be printed and handed to the contributors and production team members so they

can complete their personal diversity data in Silvermouse.

How to use the Self Service form

The Self Service form can be used for anyone who needs to complete their diversity data, and does not
wish to provide their email address.

®» To print the Self Service form, open the Contributors or Diversity Actual forms
=® Click on Self Service PDF

Diversity Actual Form Self Service PDF || Add to work in progress

Authors & Contributors

Role First Name Iiddle Name Last Name Email Address

Select A

Business Systems Training B E Academy



To view an example of the Self Service PDF, please refer to Self Service PDF example section of this
helpcard.

=% Print the PDF so it can be given to the contributor

®» The contributor should open the link as directed in the Self Service PDF, add the Production Key, and
complete the remaining fields:

% DIAMOND silvermouse’

Diversity Online Service

Please enter the Production Key provided

Production Key

YBEVVMKAERS

First Name

Name

Middle Name

of

Last Name

Second Anonymous

Email

anonymous@email.com

Confirm Email

anonymous@email.com

V/ I'm not a robot

The production key is specific to the Diversity Actual form for the specific programme or episode. Once
completed, the contributor will not receive further requests to complete their diversity data for a specific
period.

If the contributor does not wish to share their email with the production, the Self Service PDF process
allows them to enter their email address directly into Silvermouse.
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= A confirmation window will appear confirming the contributor has registered and that a link to the
guestionnaire has been sent to their email

AN

b /4

DIAMOND

Diversity Online Service

Thanks for registering

An email will be sent to you shortly with a link to the questionnaire.

© 2017 - Soundmouse Ltd

silvermouse’

Version_1.27.6

®» Once the contributor has completed the questionnaire for the specific Production Key in the Self Service
PDF, their name will be listed in the Diversity Actual form in the Self Service drop down list

Authors & Contributors

Role First Name Middle Name Last Name Email Address Individual ID Self Service (2)

[seest v ] ] [ ] o ) [soen v Ca )
Commissioning Editor [First Name | [Middle Name | [Last Hame | [Emai | [sMD | (seamn_ ) [Selext ~] (hos ) Eelude
Producer Director [First Name | [migdle name | [Lest name | [Emai | [smiD | ( Sesth ) [Select ¥ (s ) Exclude

a N
Writer ; i i :) Exclude
|F|rst Mame | |M|ddle Mame | |Last Mame | |Ema|| | |SM D | ( Search Name Of First Anonymous ( Add
Name Of Second Anonymous ]

Producer [First Name | [middle Name | [Last Name | [Emai | [sMD | ( seamn T =( foc ) Bwiude
Executive Producer [First Name I IMiddle Name I [Last Name | [Emai I [smiD | 7 seamn ) [Select vl aad ) Bclude

Only the people that have completed their diversity data will be listed in

Diversity Actual form.

It is important that the contributor enters the Production Key accurately;

the Self Service drop down in the

otherwise they will not be listed.

®» Click on Add

Authors & Contributors

Role First Name: Middle Name Last Name Email Address Individual ID Self Service (2)

[Seert v] [ [ | \ | (Csearn ) [selest v] Cae )
Commissioning Editor [First Name | [Middle Name | [LestName | [Email | [smiD | (sesren ) [Select ¥] (Add_) Exlude
Producer Director [First Name | [middle Name | [Last Name | [Emai | [smiD | ( Sesch ) [Setect v (C add ) Eeclude
Writer [First Name | [Micdle Name | [Cost Name | [Emai | [smMD | ( Sean ) ] Bl "’e
Producer [First Name | [Middie Name | [Last Name | [Emai | [smiD | € Seach ) [Select vl ( Add ) Bxiude

®» The person and role will then display at the bottom of the screen, identifying the current status of their

DSF

Actual Contribution(s) @ Contribution(s) DSF Status First Name Middle Mame Last Name Email SMID Self Service Options

Director Name of Director sam.pescock@bb... 4808915 Edit | Delete
Production co-ordinator MName of Production Co-Ord...sam.peacock@bb... 4808920 Edit | Delete
Writer MName of Second Anonymous EMAIL HIDDEN 4808922 Edit | Delete
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Once a person has been assigned to a role, they will no longer be listed in the Self Service drop down list
Authors & Contributors
Role First Name Middle Name Last Name Email Address il > Self Service (1)
[Sefert v | | | | | | (Cseerh ) [Selet v (e )
Commissioning Editor [First Name | [migdle Name | [LostName | [Emai | [smD | (C sesmcn ) [Select v (_Ada ) Beolwe
Producer Director [First Name | [Miadie Mame | [Lostname | [Emai NER | e D =l I Exclude
Producer [First hiame | [Micdle Name | [Lest Hame | [Emai | [smiD | (seacn ) [Select VY] Aca ) Beolue

Multiple roles

If there are multiple people performing the same role, for example there are two directors, create the role in
the mandatory roles for the first person. Subsequent people performing the same role can then be added

using the dropdown menu
Authors & Contributors

Role First Name Middle Name Last Name Email Address

| Director b | |Name | | of | |AnotherDir&ctnr | | irector2@emailcom |

Commissioning Editor |First Name | [Middle Name | |Last Name | [Email

Producer Director [First Name | [middie Hame | [Last Name | [Emai

Writer [First Name | [middle Mame | [Last Name | [Email
Actual Contribution{s) & Contribution(z) OSF Status First Name Middle Name Last Mame En
Director DSF Complete MName of Director 88
Production co-ordinator . nEsEcomplete BRAGLLE of Production Co-Ord...sa

Edit an entry in the Diversity Actual form

When a person is edited in the Diversity Actual form, only the role can be altered:

Edit Contributor

Select Diversity Role | Director v

Important: Please enter just one name in the first name field and do not include spaces. Spaces may be included in the middle and last
names. Hyphens should be used for double-barrelled names. Do not include titles, roles or the names of multiple or groups of people

First Name: [Name

Middle Name: |Of

Last Name: |Director

Email: |5-ﬁm_pea[:ock@:lhl:.co_uk

Repeat Email: |sam peacock@bbe.co.uk

(@) DSF via individual
O Contributor email address not supplied

O Contributor does not wish to provide an email address

Fields marked with an * are mandatory

Silvermouse ID: 4508515

C

Cancel

) D)
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To edit a person in the Diversity Actual form:

®» Click on Edit

Actual Contribution(s) 2 Contribution(z)  DSF Status First Name Middle Mame Last Mame Email SMID Self Service  Options Email Mol
Writer DSF Complete Mame Of Second Anonymous EMAIL HIDDEN 4908922 Edit | Diete
Drecenter/Rennrtar ATV AT ame of Prasenter sam neacnckimbh  ABNAA04

®» From the Select Diversity Role drop down menu, select the correct role for the entry
®» Click on Confirm

Entries which are pulled in from the Contributors form cannot be edited or deleted within the Diversity
Actual form; changes to these contributors must be done in the Contributors form.

Actual Contribution(s) 9 Contribution(s) DSF Status First Name Middle Name Last Mame Email SMID Self Service Options Email Mot
Director MName of Directer sam.pescocki@bb... 4908315 Edit | Delete

Production co-ordinator MName of Production Co-Ord...sam.peacocki@bb... 4808320 Edit | Delete

Writer Mame of Second Anonymous EMAIL HIDDEM 4808922 Edit | Delete
Presenter/Reporter Mame of Presenter sam.peacock@bb... 4908304

Main Contributor/Expert MName of First Expert sam.pescock@bb. . 4003903

Contributor/Interviewee Mame of Interviewee Mo Email provided 4908913

Delete an entry
To delete an entry in the Diversity Actual form:

®» Click on Delete

Actual Contribution(s) 9 Contribution{s) ~ DSF Status First Name Middle Mame  Last Mame Email SM ID Self Service  Options Emiil Mot
Writer DSF Complete MName Cf Second Anonymous EMAIL HIDDEM 4903922 E4 | Delete
Dracantar/Rannrtar AT . [ame oF Prasentar =sam neacnckimbh  AGNAGN4

You will only be able to delete the data that was entered in the Diversity Actual form. Any entries that are
automatically pulled in from the Contributors form will need to be deleted within the Contributors form.
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Copy the Diversity Actual form

Although you cannot copy the Diversity Actual form from one programme to another, all the data in the
Diversity Actual and Diversity Perceived forms are automatically copied across when the Contributors form
is copied from one programme to another:

Copy Form (Confirm Details)

$ 3

»
»

Copy From (Scurce Programme) Copy To (Destination Programme)

Discovering Islands =*USED FOR TRAINING PURPOSES ONLY** Cuba (1) Discovering Islands **USED FOR TRAINING PURPOSES OMLY**: Tartola (2)
Contract Mo: Contract Ma:

Production Mo: TIOAS18PI02 Production Mo: TIOAS13P/D2

EM - UID: 16082571 SM - UID: 16328240

Status: Active (02-Aug-2017) Stetus: Active (0B-Aug-2017)

Production Company: BBC Haolding - Indies Comedy Production Company: BBC Holding - Indies Comedy

Broadeaster: BEC Broadcaster: BBC

Form Elements

Form Status (Date Last Edited) Include Licence? Copy Type Include Tags?
| Contributors In Progress (03-Aug-2017) Yes () No (@) Yes (@ MNo ()
~' Diversity Actual In Progress (09-Aug-2017) Yes Mo IZEZ-

/| Diversity Perceived Issued (15-May-2017) Yes No (@) Roles Only () Roles & Diversity Data  (®)

f Search aoain A Confirm )]
Open the Contributors form of the destination programme (the programme you wish to copy the data to)
Click on Copy

Enter the name or UID for the programme you wish to copy the Contributors, Diversity Actual and
Diversity Perceived data from

Click on Search

Select the programme you wish to copy from and click on Confirm

Click on Preview if you wish to view the Contributors form before you copy the content

»

»

For Contributors, in the Include Licence? column, select Yes to include all the rights information for
each contributor

For Diversity Perceived in the Copy Type column, either select Roles Only to copy the diversity roles
without any completed diversity data, or select Roles & Diversity Data to copy the diversity roles with
the associated perceived data

Remember that the Diversity Perceived data should be completed based on the audience perception of
each role FOR EACH PROGRAMME individually, even though that data can be copied from another
programme.

»

»

For Contributors, in the Include Tags? column, select Yes to copy all the tags from the original
programme to the new Contributors form

Click on Confirm

The Contributors form and associated data cannot be copied unless the programme you are copying the
data into has all three Diamond forms (Contributors, Diversity Actual and Diversity Perceived forms).
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List of DSF statuses
The following is a list of all the DSF statuses possible:

DSF Status

Indicates...

No email address

No email address has been provided

Email validation sent

An email containing a link to validate the supplied email address has been sent

Invalid recipient

Recipient has clicked on the following link in the Validation Request email
If vou prefer to opt out of supplving vour diversitv information in Diamor

Pleas# contact us ilf vou believe vou have received this email in error.

Thank You

You hava raceivad thiz email bacanes vou have taken part in a production commizzsionad by one of the broadcasters ps

Email validation expired

The email validation link has expired

Email validated

The supplied email address has been validated by clicking on the link

Opted out

The user has opted out of delivering diversity data

DSF link sent

A link to the DSF has been sent to a validated email address. The link is active
for 30 days

DSF link expired

The link to the DSF form has expired

DSF complete

The DSF form has been completed

Deleted

The individual has deleted the diversity data supplied for this episode

Anonymised

The contribution no longer has diversity data associated with it as the data
retention period has expired

Submitting the Diversity Actual form

The Diversity Actual form can only be submitted when the following have been done:

B All contributors have been added to the Contributors form with the correct rights assigned accurately
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B The All Contributors and their Contributions Entered box has been selected in the Contributors form
to indicate no further contributors will be added

| Select bl Process
All Contributors and their Contributions Entered [ Selectall []
Remove View Rights D
s Last Edited by Sam Peacock 25-0ct-2016

B All mandatory roles have been completed (or excluded where essential)

LISDiayimg ~orms 1-0 of ¢ MEXT

Message from webpage =
irties as req
rciall i| . i
Cy =S l'\ All mandatory reles must be either provided or excluded.
jork in progress | Apprie | Copy | PDF Version
Last Mame Email Address Individual ID Self Service (1)
1 | || || | (Cseach ) [selt v] (A
:l |L55'. MName | |Err'ai| | |SI\.-'I (] | ( Search ) |5elec’t o | Add Exclude

You don’t need to wait until all the DSF statuses read DSF complete before the Diversity Actual form can
be submitted.

To submit the form:

®» Click on Submit

Edit Header Expand

arties as reguired for licensing
nsitive or otherwise) should be

Manage Tags | Add to work in prugress[l Submit to Broadcaster |]Cop3..f | Email to Other | PDF Version

®» In the confirmation window, click on OK

Ensure pop-up windows are enabled in your browser; otherwise the confirmation message won't display.

The form will close and you will be taken back to your Inbox. Submitted forms are not displayed in the
Inbox, but you'll be able to find it in the Outbox; once approved, you will be able to find it in the Library.
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Rejected forms

If there is a problem with the form and it has been rejected, the BBC Independent Delivery Unit (IDU) will
contact you and you will be able to find the rejected form in your Inbox. Their feedback will be entered in
the Notes field, in the Header:

Under the Bridge : Under the Bridge Form Status History
BBC BBC Test Production Company

Series Number: Status (Last Edited): Rejected (15-Nov-20186)
Episode Number: o:

Billed Episode Title: Yersion Made For: BBC Public Service

Total Mumber of Episodes: 5 Slot Duration: 01:00:00

Production Source: Commissioned TX/Publication Date:

Commissioning - o

Department Factual TX/Publication Time:

Ofcom Super Genre: Factual Transmission Channel:

Cfcom Genre: Documentaries - Other Live Transmission:

Motes: Edit Rejected reasons entered here by James Matthews Edit Header Expand

Information in the BBC Forms (Excluding Diamond Diversity forms) may be provided to 3rd parties as required for
licensing and/or royalty andfor research reasons. As such NO sensitive data (whether commercially sensitive or
otherwise) should be included in these forms

To resubmit the form:

®» Make the required changes
®» Click on Submit to Broadcaster

® In the confirmation window, click on OK to submit the form again
Locating a Submitted Diversity Actual form

= Search for your programme in the Library

=® Click on Diversity Actual to display the form

Advanced Search

To see results from ofher input groups you must enfer a 2earch ferm

Library Gy -
Discovering Islands **USED FOR Billings In Progress 08-Jun-2017
TRAINING PURPOSES OMLY*
Cuba (1) Contributors In Frogress De-Aug-2017
Active (1/0) Cue Sheet In Progress 31-May-2017
Cooypnhts lo Brogress b 5 TS el
Diversity Actual Approved 0E-Aug-2017
mu T5s0ed To-Way-20 17

It is not possible to edit a Submitted or Approved form. You will need to ask your BBC contact to reject a
form so you can make changes to it.
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FAQs & troubleshooting

| can’t submit the Diversity Actual form
To submit the Diversity Actual form, the following needs to be done:
B Completed all the mandatory roles, or excluded them if necessary

B The All Contributors and their Contributions Entered Added option is selected in the Contributors
form

Manage Tags | Self Service PDF | Add to work in progress | Approve | Copy | PDF Version

[ Select | Frocess

Contribution Updated Successfully | All Contributors and their Contributions Entersd ] Selectal []

nove Tags View Rights |:|
Last Edited by Sam Peacock 03-Aug-2017

Can | just complete one Diversity Actual form for a series or block of
programmes, rather than for each episode?
No, for standardised reporting across the industry, a form needs to be approved for each individual episode.

What if someone doesn’t want to provide their diversity data?

Participation in the Diamond diversity monitoring is not mandatory, but is encouraged. There are two ways
people can opt out of providing their diversity data, ensuring they are not continually reminded when they
participate in new productions; they can either click on Opt Out at the bottom of the email which will prevent
further communication for one year; alternatively, they can complete the form but select ‘Prefer not to
disclose’ for each section which will exclude them from being contacted for two years.

When someone has multiple email addresses for different purposes, which
should they use?

Any email address can be used for the diversity forms, but it is important that a person always provides the
same email address; as the system sends forms to each email address provided, they will be asked to
complete their data multiple times, and the system will see those entries as multiple people irrespective if
they work under the same name.

Should people who are contracted via a third party be added to the Diversity
Actual form?

If people are hired through a third party company, their email and diversity details only need to be captured
if special arrangements have been made between the BBC and the third party company. For standardised
wording, please contact Silvermouse Support.

Will reminders be sent to contributors if they ignore the initial email?
Automatic reminders will be sent after two weeks if the individual does not respond.
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What if someone doesn’t want to provide their email address?

If a contributor doesn’t wish to provide their email address, it is possible to send the DSF form to their agent
or representative where appropriate. If a person does not wish to provide an email address, you should
select Contributor does not wish to provide an email address and offer the Self Service PDF.
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List of roles within the Diversity Actual form

1% Assistant Director

2" Assistant Director

3" Assistant Director

AP (Assistant or Associate
Producer)

Actor (Supporting Role)
Archive Producer
Archive Researcher

Art Director

Assistant Art Director
Assistant Floor Manager
Assistant Production
Accountant
Autocue/Prompt Operator
Background/Walk
On/Supporting Artists
Business Affairs
Manager/Executive
Camera Assistant
Camera Operator *M*
Camera Supervisor
Case Studies

Casting Producer
Celebrity AP

Celebrity Producer
Celebrity Booker
Chargehand Carpenter
Chargehand Painter
Chief Costume Designer
Chief Hairdresser
Choreographer
Colourist/Grader
Commissioning Editor *M*
Commissioning Executive
Composer

Compositor
Construction Manager
Continuity Supervisor
Contributor/Interviewee
Costume Designer *M*
Costume Maker/Dress
Maker

Costumes Stylist
Costumer

DV Director

Data Wrangler
Development Producer
Digital Imaging Technician
Director *M*

Director of Photography
*M*

Dubbing Mixer

Business Systems Training

EVS Operator

Edit Assistant

Edit Producer/Director
Editor *M*

Executive Producer *M*
Floor Manager

Focus Puller

Gaffer

Gallery AP

Gallery Director
Graphic Designer

Grip

HOD Plaster

HOD Rigger
Hairdresser
Hairdressing Assistant
Head of Production

Hot Head Operator
Junior Production Manager
Lead Actor

Lighting Cameraman
Lighting Console Operator
Lighting Designer *M*
Lighting Director
Lighting Electrician

Line Producer *M*
Locations Assistant
Locations Manager
Logger

Main Contributor/Expert
Make-Up Artist

Make Up Assistant
Make Up Designer *M*
Make Up Supervisor
Matte Painter

OB Director

Offline Editor

Online Editor

Other Lighting e.g. Best
Boy, Generator Operator,
Moving Light Technician,
Rigging Gaffer

Other On Screen (non-
scripted)

Other On-Screen (scripted)
Other Sound and Audio
Post Production
Supervisor
Presenter/Reporter
Producer *M*

Producer Director *M*
Production Accountant

B|B|C| Academy

Production Assistant
Production Designer *M*
Production Electrician
Production Executive
Production Manager *M*
Production Secretary
Production Co-ordinator
Prop Buyer/Maker

Props Storeman
Researcher

Rigger

Roto/Paint Artist

Runner

Script Editor

Script Producer

Script Supervisor

Senior Dresser

Series Director

Series Editor (Editorial)
Series Editor (Post
Production)

Series Producer

Set Designer

Sound Recordist *M*
Special Effects Make Up
Assistant

Special Effects Supervisor
Special Effects Technician
Stage Manager

Story Producer

Studio Director

Stunt Co-Ordinator

Stunt Performer

Subject Matter Expert (off
screen)

Supervising Rigger
Supporting 2

Technical Manager

Unit Manager

Vision Mixer

Visual Effects Supervisor
Voiceover/Narrator

Vox Pops

Wardrobe Assistant
Wardrobe Master/Mistress
Wardrobe Supervisor
Writer *M*

Where *M* is a mandatory role



Example of the Self Service PDF

silvermouse’

v DIAMOND

Diversity Self Service

Series Name Discovering Islkands

Diamand is a ground-breaking inifiative thal has been st up by the Craative Diversity Mabwork
(COM) on behalf of the BBC, ITV, Channel 4, Sky, Channel 5Miacom, the producers’ trade body
Pact and industry skills body Creative Skillsat.

Diamaond has been designed to help the industry answer twao vital questions — do the people who
work an UK productions, both on-screen and off-screan, reflact the diversity of the UK and are
audiences of all kinds sesing thamsealves reflected on scraan?

Please help us to build a full picture of the diversity of people working in the indusiry by going to
hittps Shansw silvermouse . comddiversity/code to provide your diversity information.

You will ba asked to anter the Production Key below and it should take you no more than 2
minutes to complaie the online form in Silvermousea.

Production Key YEWWMKAERS

In arder o complete your Diversity information, you will be asked fo provide and validate your
email addrass. Your amail address will be hald securaly in the system and will not be visible to tha
production company or broadcasier in quastion.

Soundmouse Lid has been contracted by the COM and individual broadcasters to hold the
infermation for Diamond on its Silvermouse system. Diamond has been developed within the
Silvarmouse platform, which is a wab-based system used by broadcasters and production
companias for production paparwvork. The divarsity information you provide will ba encryplted and
hield securely by Sivermousa. Mo nameas will ba included in any reports producad by Diamand. We
hpe you will suppart this initiative; however, complating the form is woluntary.

Further information can be found hera aboui Diamond
hitp: ereativediversitynabework. comidiamond-contributors!.

Wie hope that you will take the time o complete this fomn.

Thank you
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Example of the Diversity Self Service form

% DIAMOND silvermouse’

Diversity Online Service

Please enter the Production Key provided

Production Key

YBVVMKAERS

First Name

Name

Middle Name

of

Last Name

Second Anonymous

Email

anonymous@email.com

Confirm Email

anonymous@email.com

s/ I'm not a robot
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Example of the Diversity Self-declaration Form (DSF)

The following five screenshots show an example of the DSF form that recipients are asked to complete.

% DIAMOND silvermouse’

Diversity Self-declaration Form

Welcome!

You will be aware of a ground-breaking initiative called Diamond that has been set up by the Creative Diversity
Network (CDN) on behalf of the BBC, ITV, Channel 4, Sky, Channel 5/iacom, producers’ trade body Pact and
industry skills body Creative Skillset.

Diamond has been designed to help the industry answer two vital questions — do the people who work on UK
productions, both on-screen and off-screen, reflect the diversity of the UK; and are audiences of all kinds seeing
themselves reflected on screen?

To help us build a full picture of the diversity of people working in the industry, the broadcasters are gathering
information on six diversity characteristics: gender, gender identity, age, ethnicity, sexual orientation and disability.

We would like you to answer a few questions on these diversity characteristics. It should only take 2
minutes to complete the questionnaire. The diversity information you provide will be encrypted and held
securely by Silvermouse. No names will be included in any reports produced by Diamond. We hope you will
support this initiative; however, completing the form is voluntary.

Before filling in the questionnaire, please read the Privacy Notice below, which explains in more detail how your
information will be used. When you proceed to the questionnaire, you have the option not to disclose information for
each of the questions you are being asked.

Privacy Notice — How will the information be used? A

Soundmouse Ltd has been contracted by the Creative Diversity Network (CDN) and individual broadcasters
{currently the BBC, ITV, Channel 4, Sky and Channel 5/Viacom) to process the information for Diamand on
its Silvermouse system. Diamond has been developed within the Silvermouse platform, which is a web-
based system used by broadcasters and production companies for production paperwork. The diversity
information on the Diversity Self-declaration Form will be encrypted and held securely by Soundmouse.

The CDN and the individual broadcasters can use the information to prepare reports that may be published.
The reports will be used to monitor diversity and assess progress against diversity targets or commitments
broadcasters have made. Individual broadcasters may also share reports with their independent production
company suppliers as part of this assessment.
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The reports will not name individuals, and any published information will always be aggregated (for example
across all commissions or by reference to genre) in order to avoid identification of any individual. In
exceptional circumstances, it may be possible for you to be identified from reports based on your role within a
production. All reports will be carefully reviewed by us to prevent this wherever possible.

When you provide your information, this will be used for all productions across all broadcasters participating
in Diamond. It will be retained in the system for two years.

Please complete and submit the Diversity Self-declaration Form as soon as possible. If you decide to use the
opt out option on the emails, this is only an opt out from submitting your Diversity Actual data and not
Diamond overall. We may therefore still capture Perceived data for any contribution you make on screen
unless you object.

Data Protection

Information collected on this form is personal data governed by the Data Protection Act 1998 and subsequent
legislation. In that context, the CDN and individual broadcasters will be “data controllers”. Soundmouse Ltd

will be a “data processor” and act only on the instructions of the data controllers. We will process data

relating to you in accordance with data protection law. a4

[vl 1 have read and understood the Privacy Notice and agree to personal information relating to me being
processed as set out in the Notice.

It you are the contributor, or a carer assisting the contributor, please complete this form.

If you are a parent or guardian or an authorised representative under the Mental Capacity Act 2005 completing the
form on behalf of the contributor please tick the appropriate box below and provide your name and email address.

11 am the parent or guardian of the contributor.

Name of parent or guardian Email address of parent or guardian (optional)

Name of parent or guardian Email address of parent or guardian (optional)

11 am an authorised representative for this person, who is deemed not to have mental capacity under the
Mental Capacity Act 2005.

Name of authorised representative Email address of authorised representative

. _ {optional)
Name of authorised representative

Email address of authorised representative (optiona
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What is your gender?

O Male

What is your date of birth?
Day

1

) Female

Month

January

[l Prefer not to disclose

) Other (e.g. Intersex, non-
binary)

[ Prefer not to disclose

Year

1970

Is your gender identity the same as the gender you were assigned at birth?

Is your gender identity the same as the gender you were assigned at birth?

O Yes

O No

How would you describe your ethnic origin?

White

Mixed / Multiple ethnic groups

East Asian / East Asian British
(including South East Asian /
South East Asian British)
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(O English / Welsh [ Scottish /
Northern Irish / British

() Central and Eastern
European

(C) White and Black Caribbean
) White and Asian

) Chinese
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[l Prefer not to disclose

[l Prefer not to disclose

O Irish
O Gypsy or Irish Traveller

) Any other White
background

C) White and Black African

) Any other Mixed / Multiple
ethnic background

O Any other East Asian
background
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South Asian/ South Asian ) Indian () Pakistani
British (O Bangladeshi O Any other South Asian
background
Black / African [ Caribbean / () African (O Caribbean
Black British O Any other Black / African /
Caribbean background
Other ethnic group O Arab (O Any other ethnic group
Disabilities L] Prefer not to disclose

Under the Equality Act, a disability is defined as any long-term impairment which has a substantial adverse
effect on your ability to carry out day-to-day activities. Examples include conditions which affect your learning,
mobility, physical coordination, mental health, speech, hearing or eyesight, as well as conditions such as
diabetes and epilepsy which may normally be controlled via medication.

Within the definition of the Equality Act, do you consider yourself to have a disability?
® ves O No

Please select which categories of disability apply to you (you may tick one or more categories):

[] Deaf or hard of hearing

L] elind or visually impaired

[] Musculo-skeletal (including coordination, dexterity, mobility, wheelchair-user)

[] Mental health (including serious depression, bipolarity)

[J Learning and cognitive disabilities (including dyslexia, Down’s Syndrome, autism)
[J] Long-term iliness or debilitating disease

[ other (including but not limited to conditions such as cancer, diabetes, epilepsy, arthritis, asthmas,
speech impairments and facial disfigurement)
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How would you describe your sexual orientation? LI Prefer not to disclose

) Heterosexual / straight

) Bisexual

O Gay man O Lesbian / gay woman
O Other

Thank you for providing this information.

Your information can be used for all productions across all broadcasters participating in Diamond (currently the
BBC, ITV, Channel 4, Sky and Channel 5/\Viacom)

Your information will be retained in the system for two years from the date on which this form is submitted.

If another production company or broadcaster registers you with a different name or email address you will receive a
new request to complete a Diversity Self-declaration Form.

Iﬂa: Privacy Policy
£ Click to open in new tab

© 2017 - Soundmouse Lid.

( Cancel ) ( Submit )

Version 1.30.2

The following questions below only appear when certain options are selected:

If this section is completed:

This additional question is asked:

What is your date of birth?

Is your gender identity the same as the gender you were assigned at
birth?

Disabilities [Yes]

Please select which categories of disability apply to you (you may tick one

or more categories):
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