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1. PURPOSE

To promote equal treatment in employment and services irrespective of race, colour, nationality, ethnic origin, gender, sexual orientation, marital status, disability, age, religion or political belief; and to manage this in such a way as to comply with Equal Opportunities legislation and Codes of Practice.

2. SCOPE

This policy involves all Company employees, job applicants, trainees and agency workers.  Its implementation has particular relevance to the work of staff concerned with recruitment, training and promotion.

Whilst the emphasis in this policy is on fair and equal treatment in employment, the principle of creating an environment which eliminates discrimination applies similarly to the treatment of customers, suppliers and other people who have contact with the Company or are affected by its services.

3. POLICY STATEMENT

The Company is committed to providing equality of opportunity in employment and services, and is working towards being an equal opportunities employer.  All employees have a part to play in achieving this and the Company will ensure that individuals are aware of their personal responsibility to follow and support the Equal Opportunities policy.

The Company will strive to ensure that individuals are treated equally and fairly, and that only job-related criteria are used to assess matters affecting recruitment, selection, training and career development.  The Company will seek to identify and prevent any unfair or unlawful discrimination which restricts individual opportunity through any of the personal aspects mentioned in paragraph 1 above.

No individual or group shall be disadvantaged by any conditions or requirements of their relationship with the Company which cannot be justified on grounds of health and safety, or genuine occupational qualifications.  Examples of situations that might result in direct or indirect discrimination, victimisation or harassment are summarised in the attached guidance notes, and anyone requiring further information on these should contact the Human Resources Officer.

The Company will:

· encourage job applications from the full range of work-seekers available for its services

· make the best possible use of the skills, talents and abilities of all employees

· provide training as appropriate, in awareness of diversity and good practice

· ensure as far as possible that its services reflect the diverse needs of its customers

· measure achievements in equal opportunities against planned performance targets

· review and adjust the policy and related action plans regularly to fulfil the agreed aims

The Senior Management Team fully support the aims of this policy and will promote active steps to ensure that the policy is implemented to achieve progress towards fulfilment.

Trade unions associated with the Company fully support this policy.

Employees, applicants, trainees and agency workers have the right to complain about unfair discrimination through the appropriate procedures described below.

4. PROCEDURE FOR ADHERENCE TO POLICY

The Company will monitor the diversity profile of its workforce and services, and will review the success of the policy in achieving its aims. 

It is the responsibility of each manager or supervisor to:

· ensure that the standards established through this policy are followed and that no unfair discrimination by action or omission takes place within their sphere of responsibility.

· contribute to the development and achievement of an Equal Opportunities Action Plan.

· review the effectiveness of the policy and all related action plans and communicate their views to senior management.

All employees, trainees and agency workers must:

· not harass, abuse, intimidate or disadvantage others on account of their race, colour, nationality, ethnic origin, gender, sexual orientation, marital status, disability, age, religion or political belief.

· co-operate with any measures in place or introduced to ensure equal opportunity.

· report to their manager or supervisor any suspected discriminatory acts or practices.

· not persuade or attempt to persuade others to practise unlawful discrimination,  or condone such action.

· not victimise anyone as a result of their having reported or provided evidence of discrimination.

· not try to influence job applicants in an attempt to discourage them from applying for or taking up a post.

Any breach of the Equal Opportunities Policy by staff will be dealt with through the disciplinary procedure. Serious offences such as harassment will be treated as gross misconduct and may result in dismissal.
5. PROCEDURE FOR COMPLAINTS
5.1 Discrimination against other people

Staff and trainees who have reason to believe that discrimination may have taken place against others should inform their Manager or Supervisor so that the allegation may be investigated.

5.2 Discrimination against yourself

Staff who have a concern regarding the application of this policy to them personally should normally make use of the Company’s Grievance Procedure. 

5.3 Internal recruitment and selection

Employees wishing to raise a grievance alleging unlawful discrimination during an internal selection procedure should discuss this with the recruiting line manager and Managing Director in the first instance.  An appeal, where necessary, should be made to the Chair of the Company’s Board.  An investigation will then be conducted by a representative of the Company who has not been previously involved in the selection procedure.  The ruling of the Chair of the Board will be final, and the employee will receive written notification of the outcome. 

5.4 External recruitment and selection

Any prospective employee, trainee or client wishing to raise a complaint under this policy should do so in writing to the Chair of the Company’s Board within 15 working days, at the latest, of the alleged incident.  An investigation will then be conducted by a representative of the Company who has not been previously involved in the selection procedure.  The ruling of the Chair of the Board will be final, and the individual will receive written notification of the outcome.

6. CONTACT

For further information on the fulfilment of this policy and related action plans, please contact the Personnel Officer at Pydar House on 08172 322855.

If you require this policy in any other format please contact the Human Resources Officer on 01872 322855.
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