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Silvermouse (for Production Paperwork) 
Diversity Perceived Form 

The Diversity Perceived form is used for Diamond, the industry wide diversity monitoring in television 

productions, both on and off screen. Its purpose is to provide reporting of the diversity of on-screen 

characters and roles in a programme, as would be perceived by the audience  
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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: 

 Does the workforce on UK productions, both on and off-screen, reflect the diversity of the UK? 

 Are audiences of all kinds seeing themselves reflected on screen? 

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

 Contributors form 

 Diversity Actual form 

 Diversity Perceived form 

 Diversity Self-declaration Form (DSF) 

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

 The Diamond website 

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

 The Diamond guidance notes – provides support as you complete the Diamond paperwork 

How does it work? 

Beginning of production 

 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. 

 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 

 The Silvermouse system will send an email to each contributor (or to the contributor’s agent if 
they provided the agent’s email address for this purpose) 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 

  

http://creativediversitynetwork.com/diamond/
http://creativediversitynetwork.com/diamond/
https://www.diamonddiversity.uk/code/default.aspx
https://creativediversitynetwork.com/wp-content/uploads/2016/11/Diamond_Guidelines-August-update.pdf
http://downloads.bbc.co.uk/academy/collegeoftechnology/docs/j000m977x/bs_silvermouse_bbc_contributors.pdf
mailto:diamonddiversity@silvermouse.com
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 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 

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 

 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 re-sent their DSF 

 It is 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 

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

Towards the end of production 

 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 

After the final edit 

 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 
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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Two weeks after TX 

 Diversity Perceived form 
Once all the characters and role types have been assigned diversity characteristics from the 
audience’s perspective, the form should be Submitted 

All production reporting should be Submitted two weeks after TX, 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: 

 Ensure the Contributors form lists all the final contributors to the programme 

 Watch the final programme (as it will be transmitted) and identify the diversity characteristics for each of 
the characters and on-screen roles as the audience would perceive them. 

IMPORTANT: The Diversity Perceived form must be based on what is seen and heard for the character in 
the one programme, not what is known about the character from previous programmes or what is known 
about the contributor. 

Please refer to the Diamond training for details about how to enter data in the Diversity Perceived form. 

Who should the perceived diversity be recorded for? 

The perceived diversity data should be recorded for as many characters on screen as possible, only when 

an individual has been formally informed about Diamond. There may some instances where it is impractical 

to record perceived diversity for the majority of characters in shows that have large numbers of people in 

the background. 

You must capture perceived diversity data for: 

 Anyone with a speaking role 

 Anyone who affects what happens in a show, even if they don’t say anything 

 Off-screen Voiceovers and Narrators  

 Audience members who participate in the programme in some way, for example the camera focuses on 
them in close up shots, or interact with key contributors in the programme 

 

You don’t need to capture perceived diversity data for: 

 People in crowds 

 People in the background who do not speak or whose actions do not significantly affect the show 

 Audience members who do not speak, or act or appear in close up shots 

  

https://www.diamonddiversity.uk/code/default.aspx
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Important information before you start entering data 

 The Diversity Perceived form should not be completed until the final edit of the programme 

 The Diversity Perceived form cannot be submitted until the All Contributors Added option has been 
selected in the Contributors form, and all the diversity questions have been completed 

 The Diversity Perceived form is linked to the Contributors form. Any name entered into the Contributors 
form with an on-screen role will be shown in the Diversity Perceived form but as a role or character only 

 Please refer to the Diamond Guidance Notes before starting (specifically pages 25 -27) for advice on 
‘Recording Perceived data for each diversity characteristic’ 

 The Perceived data should be completed for each programme 

 Record the diversity characteristics of the people on-screen, as you think the audience will perceive 
them, based purely on what you are watching in that one episode 

 Avoid using any prior knowledge about the people appearing in the programme 

Correlation between the Diamond forms 
Often there is no obvious correlation between the forms; the exception is actors as their character name in 

the Contributor form appears in the Diversity Perceived form. As you can see from the following diagram, all 

Interviewees in the Contributor form are referred to as Contributor/Interviewee in the Diversity Perceived 

form. If the Contributor or Diversity Actual form is edited after the Diversity Perceived information has been 

completed, the incorrect entry might be removed in the Diversity Perceived form. 

http://creativediversitynetwork.co.uk.testing.sites.default.peterpavement.uk0.bigv.io/wp-content/uploads/2016/10/Diamond-Guidance-Notes-FINAL.pdf
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This is why the recommendation is to wait until the final edit, and then update the Contributors and Diversity 

Actual forms before updating the Diversity Perceived form.  

If the forms have been copied from another programme and it is not a straight repeat, it might be easier to 
follow these steps: 

1. Copy the forms; when asked if you want to copy Roles Only or Roles & Diversity Data, select Roles 
Only 

2. Update the Contributor and Diversity Actual forms 

3. Complete the Diversity Perceived data from scratch 

This will be easier than trying to unpick the various roles across the forms. 
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The Interviewer role on line 7 of the Contributors form in the screenshots on the previous page is shown as 

a Presenter/Reporter in the Diversity Perceived form. This is because the BBC’s Contributor form’s role 

types map onto the agreed Industry-wide Diversity Perceived form role types. 

If you are unsure which Diversity Perceived form role matches the Contributors form role, view the PDF of 

the Contributors form. The person’s role in the Contributor form follows the person’s name, whereas the 

diversity role is displayed beneath the SM ID: 

 

Please refer to the Role mappings between Contributors and Diversity Perceived forms section of this 
helpcard for more details. 

Locating your programme’s Diversity Perceived form 

 Search for your programme either in the Inbox or Library 

 

Role in the Diversity Perceived form 

Role on the Contributors form 
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 Click on Diversity Perceived to display the form 

 

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

 From the Forms area, select Diversity Perceived 

 

Adding the Diversity Perceived data for a character or role 

To add the diversity perceived data: 

 Decide which Character or Role in the Contributors form you are going to complete the perceived 
diversity data for; for example, the first Interviewee listed in the PDF of the Contributors form 

The Diversity Perceived form will only display the character name if the role is Lead Actor, or Actor 
(Supporting Role). 

 Watch the programme, noting how you feel the audience would perceive that particular interviewee 
based on what was said and done 

 In the Diversity Perceived form, click on Edit for the relevant role or character to ensure you are 
completing the correct diversity data; in this example, it will be the first Interviewee listed 
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If you are unable to determine a characteristic based on what the person is doing or saying, complete that 
diversity characteristic as Don’t Know. 

If you are unable to complete any of the characteristics, or the contributor has been edited out of the final 
programme, select Don’t Know on the right to update all the characteristics, and then click on Confirm: 

 

 From the Age drop down list, select the age you think the audience would think the person is 

 

 For age groups 13-15 and above, you will be prompted to also complete the perceived Sexual 
Orientation, and whether the audience might think they are a Transgendered person 

 

 From the Gender drop down menu, select the perceived gender of the person 

Other in the Gender drop down menu should be used for people who are Intersex or have non-binary 
gender and is likely to only be used when the person on screen explicitly describes themselves this way. 

 

Use Don’t Know when it is not possible to determine the person’s gender, for example their face is 

obscured and they don’t say anything. 
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 From the Ethnic Origin drop down menu, select the perceived ethnic origin of the person 

 

 In the Disability group, select the check boxes that appear to be relevant to the on-screen character 

 

 Once all the characteristics are completed, click on Confirm 

 

Alternatively, click on Clear to clear all the entries for the role and to start again, Cancel to exit the role’s 
characteristics, or Don’t Know if you are unable to complete any of the characteristics based on what was 
said and done in the programme. 

 Once the diversity data has been completed, only the role (and character name, if appropriate) will be 
displayed. The role will also confirm the perceived diversity data has been submitted  

 

Adding roles to the Diversity Perceived form manually 
If a person is playing several roles within a programme, such as an actor playing multiple roles in a sketch 

show, you will need to create additional lines to the Diversity Perceived form so each character can be 

recorded separately. 

 From the Diversity Role Type drop down menu, select the relevant role 
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 Click on Add 

Manually added roles can be deleted if they are no longer required: 

 

Roles which are not manually created in the Diversity Perceived form can only be edited or deleted in the 
Contributors form. 

Multiple entries 
Although the diversity characteristics must be completed individually for each role, it is possible to work with 

multiple entries when you need to delete or confirm the selected data, or to clear the questions. 

 Select the entries you wish to update 

 From the Process drop down menu, select what action you wish to take 

 

 Click on Process 

Only manually created roles can be deleted in the Diversity Perceived form. 

If you need to change all the entries in the Diversity Perceived form, click on Select All: 
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Editing data 
If you need to amend the characteristics which have been recorded for a role 

 Click on Resupply 

 
 
All the previous entries will be cleared and you can then resubmit the data: 

 

Character names can only be edited for roles which were manually created in the Diversity Perceived form; 
otherwise they need to be edited in the Contributors form where the role was created. 

Submitting the Diversity Perceived form 

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

 Each of the roles in the Perceived Diversity form has been completed, even if some of the 
characteristics are recorded as Don’t Know; otherwise, the following error will appear: 
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 The All Contributors and their Contributions Entered box has been selected in the Contributors form 
to indicate no further contributors will be added 

 

To submit the form: 

 Click on Submit 

 

 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. 

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: 
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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 Perceived form 

 Search for your programme in the Library 

 Click on Diversity Perceived to display the form 

 

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. 

FAQs & troubleshooting 

I can’t submit the Diversity Perceived form 
To submit the Diversity Perceived form, the following needs to be done: 

 Every entry needs to have diversity data completed, even if it is unknown 

 The All Contributors and their Contributions Entered option is selected in the Contributors form 
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Can I just complete one Diversity Perceived 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 submitted and approved for each 

individual episode. 

How do I record data for puppets or animated characters which don’t have an 
obvious gender? 
It is likely that the audience would consider the character has a particular gender, but not necessarily an 

age, so focus on what the audience would think, based on what the character says and does. If there are 

no clear visual or verbal cues in the programme, record a diversity characteristic as ‘Don’t Know’. 

Can I copy the Diversity Perceived form from one programme UID to another? 
No, but if you copy the Contributors form from a programme to another, the diversity data (Diversity Actual, 

and Diversity Perceived forms) will also copy. You can decide whether to include the diversity data or not 

for each of the roles.  

Should the Diversity Perceived form include roles where the contributor 
decided to opt out of providing their diversity data? 
Yes. These roles should either populate in the Diversity Perceived form automatically from the Contributors 

form, or be created manually.  

How is it possible to ignore known information about characters from 
previous episodes when completing the Diversity Perceived form? 
Watching an episode as a stand-alone programme requires discipline, but each diversity characteristic 

within that episode needs to be accurately reported. This is why the recommendation is to watch the 

programme when completing the Diversity Perceived form, so the judgements are made on what is said 

and done by the character or role in that one episode only.  
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Role mappings between Contributors and Diversity Perceived forms 

Contributors Form Job Title Diversity Perceived Form Job Title 

Where there are multiple options, you will need to choose one from 
the Select Diversity Role drop down menu 

Commentator/Co-commentator Presenter / Reporter 

Expert/Consultant Main Contributor / Expert 

Pundit/Studio Guest Main Contributor / Expert 

Journalist/Reporter Presenter / Reporter 

Judge/Adjudicator Main Contributor / Expert 

Presenter Presenter/Reporter 

Interviewees/Contestant Contributor/Interviewee or Main Contributor/ Expert 

Panellist Contributor/Interviewee 

Interviewer Presenter/Reporter 

Walk On Background/Walk-On Artist 

Actor (Lead Role)  Lead Actor 

Actor Actor (Supporting Role) 

Child Actor Lead Actor or Actor (Supporting Role) 

Crowd ADR Background/Walk-On Artist/Supporting Artist 

Music Arranger Other On Screen Scripted or  

Other on Screen Non Scripted or  

Other Sound and Audio 

Musician Other On Screen Scripted or  

Other on Screen Non Scripted or  

Other Sound and Audio 

Musicians: Group/Orchestra/Choir Other On Screen Scripted or  

Other on Screen Non Scripted or  

Other Sound and Audio 

Music Fixer Other On Screen Scripted or  

Other on Screen Non Scripted or  

Other Sound and Audio 
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Contributors Form Job Title Diversity Perceived Form Job Title 

Where there are multiple options, you will need to choose one from 
the Select Diversity Role drop down menu 

Musical Director Other On Screen Scripted or  

Other on Screen Non Scripted or  

Other Sound and Audio 

Conductor Other On Screen Scripted or  

Other on Screen Non Scripted or  

Other Sound and Audio 

Singer Other On Screen Scripted or  

Other on Screen Non Scripted or  

Other Sound and Audio 

Choreographer Choreographer 

Performer Other On Screen Scripted or  

Other on Screen Non Scripted 

Puppeteer Other On Screen Scripted or  

Other on Screen Non Scripted 

Stunt Performer Stunt Performer 

Stunt Arranger/Co-ordinator Stunt Co-ordinator 

Writer Writer 

Abridger Writer 

Adapter Writer 

Composer Composer 

Producer Producer 

Director Director 

Dancer/Dance Company Other On Screen Scripted or  

Other on Screen Non Scripted 

Voiceover/Narrator Voiceover/Narrator 

Other On Screen Scripted Other On Screen Scripted 

Other On Screen Non-Scripted Other On Screen Non Scripted 

 


