
	EQUAL OPPORTUNITIES POLICY


	We are fully committed to providing equal opportunities throughout employment.  This includes during the recruitment, training and promotion of employees.  
We are also committed to preventing unlawful discrimination in the work-place whether on the grounds of sex, sexual orientation, race, colour, creed, national or ethnic origin, nationality, religion or similar belief, marital status, age, disability or part-time status.

Although this policy is not contractual, it should be taken very seriously and implemented at all levels within the business.


	RECRUITMENT



	Recruitment Objective
	
	Our aim is to recruit the best candidate for the role, regardless of their sex, sexual orientation, race, colour, creed, national or ethnic origin, nationality, religion or similar belief, marital status, age, disability or part-time status.



	Advertising
	
	We advertise our vacancies in publications and in places where they will be seen by a broad cross-section of the community in order to encourage applications from a wide variety of people.  



	Monitoring
	
	We monitor the responses we receive from advertisements in various different publications and by various different methods to review whether or not we receive responses from a broad cross-section of the community and, in the event that we consider that a certain group or groups of people are under-represented in terms of the applications we receive, we will reconsider how and where we advertise our vacancies.



	Application Forms
	
	All of those applying for a role will be asked to complete an identical application form as well as a separate questionnaire for monitoring purposes.



	Selection for Interview 
	
	Candidates for interview will be selected on the basis of the information they have put on their application form concerning their qualifications and experience.  This will be assessed against the criteria for the role and those candidates who appear most suitable for the role based on these criteria will be invited to interview.



	Disabled Applicants
	
	We will not fail to select an applicant for interview on the grounds of his or her disability. Wherever possible, special arrangements/adjustments will be made to ensure that a disabled candidate can attend and participate fully in the interview process. 



	Part-time Applicants
	
	We will not fail to select an applicant for interview on the grounds that he or she wishes to apply for the role on a part-time basis.

 

	Interviews 
	
	Interviews are conducted in a professional manner and only information relevant to the candidate’s ability to perform the role will be requested and/or discussed.

All candidates will be asked the same or similar questions, and notes will be taken during each interview.



	Disabled Candidates
	
	It may be necessary to discuss with a disabled candidate what adjustments, if any, might be required to enable the candidate to perform the role.



	Part-time Candidates
	
	Where the advertised role is a full-time one, it may be necessary to discuss with a candidate who would prefer to work part-time how the role could be adapted to suit the candidate’s preferred hours.



	Selection
	
	We will only conduct the selection process once all candidates have been interviewed.  Selection will be based solely on the candidates’ suitability for the role based on criteria for the role.

However, in the case of a disabled candidate, consideration will also be given to what adjustments would be required to enable the candidate to perform the role and what reasonable adjustments could be made to accommodate the candidate

In the case of a part-time candidate for a full-time position, consideration will also be given to whether the role could be adapted to suit the candidate’s preferred hours.



	Second interviews
	
	In some cases we may invite the most promising candidate(s) back for a second interview.



	TERMS OF EMPLOYMENT



	Job Offers
	
	Where an offer of employment is made, this will be to the candidate we consider to be the most suitable for the role based on the criteria for the role unless:

· a disabled candidate is the most suitable for the role and we do not consider that adjustments can be made to accommodate the candidate; or
· a part-time candidate is the most suitable for the role and we do not consider that the role can be adapted to suit the candidate’s preferred hours.


	Terms 
	
	The terms and conditions relevant to the role will be the same irrespective of the successful candidate’s sex, sexual orientation, race, colour, creed, national or ethnic origin, nationality, religion or similar belief, marital status, age or disability.  The only exception to this is where a particular group of employees have statutory rights that may not be afforded to those who are not part of that group (e.g. maternity rights that only apply to women).

The terms and conditions that apply to part-time roles are equivalent to those that apply to full-time roles on a pro rata basis.



	TRAINING OPPORTUNITIES



	Training Needs 
	
	We provide training opportunities to employees on the basis of their individual training requirements and do not refuse or fail to offer training on the basis of an employee’s sex, sexual orientation, race, colour, creed, national or ethnic origin, nationality, religion or similar belief, marital status, age, disability or part-time status.



	OPPORTUNITIES FOR PROMOTION



	Merit 
	
	We provide promotion opportunities to employees on the basis of their individual merit and performance and do not refuse or fail to offer training on the basis of an employee’s sex, sexual orientation, race, colour, creed, national or ethnic origin, nationality, religion or similar belief, marital status, age, disability or part-time status.



	DECISIONS AND JUDGEMENTS



	General Approach
	
	Employees, including senior managers, are not permitted to make any decisions or judgments based on or influenced by an employee’s sex, sexual orientation, race, colour, creed, national or ethnic origin, nationality, religion or similar belief, marital status, age, disability or part-time status.



	Exception
	
	An exception to this is where it would be discriminatory to take into account something relating to that particular employee or a group of employees (e.g. when assessing attendance we would disregard absences due to maternity leave).



	Disability
	
	It may be necessary to take decisions or make judgments based on an employee’s disability or health but no decisions will be taken without fully consulting the employee concerned and obtaining medical advice if appropriate.  



	INAPPROPRIATE BEHAVIOUR



	Less Favourable Treatment
	
	We will not tolerate employees, clients, customers or visitors being treated less favorably than others on the grounds of sex, sexual orientation, race, colour, creed, national or ethnic origin, nationality, religion or similar belief, marital status, age, disability or part-time status.



	Harassment, Victimisation and Bullying
	
	We will not tolerate harassment, victimization and/or bullying in the work-place under any circumstances.



	Complaints
	
	Our Grievance Procedure should be used for addressing complaints of harassment, victimization, bullying and other behavior related to an employee’s sex, sexual orientation, race, colour, creed, national or ethnic origin, nationality, religion or similar belief, marital status, age, disability or part-time status.



	Gross misconduct
	
	Breach of our Equal Opportunities Policy is regarded as gross misconduct and may lead to dismissal.



	DISMISSAL



	General Approach
	
	We will not dismiss any employee or penalize an employee in any other way for any reason connected with their sex, sexual orientation, race, colour, creed, national or ethnic origin, nationality, religion or similar belief, marital status, age or part-time status.



	Disability
	
	It may be necessary to dismiss an employee for reasons connected with his or her disability or health but no decisions will be taken without fully consulting the employee concerned and obtaining medical advice if appropriate.  



	OUR COMMITMENT



	Information 
	
	In order to prevent employees from being harassed, unlawfully discriminated against, bullied and/or victimized at work, we will:
· Bring our Equal Opportunities Policy to the attention of all new employees;
· Ensure that all employees have been informed that they must behave at all times with due respect and consideration to their fellow employees, managers and the other people they will meet during the course of their employment;

· Ensure that employees know that they are entitled to bring complaints of harassment, unlawful discrimination, bullying and/or victimization to the attention of their manager or a more senior manager and that they have the right to have those complaints treated seriously and thoroughly investigated;

· Ensure that managers are aware that harassment, unlawful discrimination, bullying and/or victimization are regarded by the Company as gross misconduct and that they are dealt with accordingly through our Disciplinary Procedure.


	
	
	

	Our Responsibility
	
	We take our responsibilities in relation to equal opportunities seriously and have nominated Ms Heidi Faraday as the person with overall responsibility within the business for ensuring that we are an equal opportunities employer.



	Your input
	
	You are invited to make comments and suggestions to improve equal opportunities within the workplace and these should be addressed to Ms Heidi Faraday in the first instance.


	GUIDANCE NOTES



	EQUAL OPPORTUNITIES POLICY



	1
	
	Scope:  We have drafted the policy to include age discrimination as this will become unlawful in 2006.  Employees will not be able to bring claims of age discrimination until then.



	2
	
	Monitoring:  It is good practice to monitor recruitment response to ensure your advertising is not accidentally discriminatory in not reaching certain classes of potential recruits.  However, this paragraph could be removed if you would prefer not to commit to this at the present time.



	3
	
	Application Forms:  Completion of standard application forms ensures that you get the same information from all candidates in the same format. We understand that you recruit significant numbers of employees whose first language is not English and in that case it is reasonable to give them some assistance in completion of the forms.  We would suggest that you use a separate straightforward questionnaire, which is not part of the application form, for monitoring purposes.



	4
	
	Disabled Applicants:  In the case of disabled applicants you should consider their applications in the same way as all of the other applications you receive and interview them if they have the appropriate skills and experience for the job.  The law requires you to consider “reasonable adjustments” to enable a disabled candidate to do the job and the best way to start considering what might be a “reasonable adjustment” is to ask the disabled person at interview stage what adjustments they think might be necessary.  You may also have to adapt the interview process itself to accommodate a disabled applicant.  In some cases a particular disability could make it impossible to do a job, but you should judge this at interview and not make assumptions prior to seeing the candidate and, if appropriate, obtaining medical or other expert advice. 



	5
	
	Part-time Applicants:  You should not reject an application solely because the applicant wishes to work part-time even where you have identified that you have a full time vacancy.  In the case of part-time applicants you should consider their applications in the same way as all of the other applications you receive and interview them if they have the appropriate skills and experience for the job.  At the interview stage you should discuss with the applicant how the requirements of the role can be met within the working hours/arrangements they are seeking.  You should ensure you have good business reasons for rejecting part time working in any particular role and we would be happy to advise in relation to individual cases. 

	6
	
	Exceptions:  There are a few circumstances where you are required to take discriminatory factors into account. The most common of these is the need to disregard absences for maternity leave, or possibly allow more frequent absences for someone with a disability, when looking at levels of absence. We are happy to provide further guidance if required.



	7
	
	Complaints:   Although complaints can be dealt with through your Grievance Procedure, our advice would be to have a separate Bullying and Harassment Procedure to deal with discrimination complaints.  This is because these type of complaints are generally much more sensitive and need to be handled very carefully, not least because of the potential costs to the business if discrimination has occurred and the need to be able to demonstrate to a tribunal that, as a business, you take these matters very seriously.  We would suggest that this is one of the next documents you consider putting in place for your protection. 



	8
	
	Information:  It is important that you comply with all of the steps set out in this section and that you have proof that you have done so.  We would suggest that new employees are asked to read your Equal Opportunities Policy as part of their induction process and sign to say that they have done so.  The induction process can cover the first 3 action points but we would advise that managers are required to attend at least an overview of discrimination course to enable you to satisfy a tribunal that you have provided them with Equal Opportunities training.  We would recommend that anyone with responsibility for recruitment, training and development, handling complaints or any other managerial role attend a 1-day introductory training course (or two half-day courses) within the next 6 months.



	9
	
	Responsibility:  You should nominate a specific person or role as the person with overall responsibility for Equal Opportunities. For the moment we have named Heidi but please feel free to name someone else if appropriate.




	DIGNITY AT WORK POLICY



	We believe that every employee has the right to be treated with dignity and respect at work and are fully committed to ensuring that all employees behave in a way that it consistent with this right.  

We have taken steps to prevent behaviour that we consider infringes or might infringe an employee’s dignity and respect and have put in place procedures to deal fairly and consistently with any cases that occur.

Although this policy is not contractual, it should be taken very seriously and implemented at all levels within the business.



	Respect and Consideration
	
	We expect you to behave at all times with due respect and consideration to your fellow employees, your managers, customers, clients and the other people you meet during the course of your employment. 

 

	Bullying
	
	We believe that bullying infringes an employee’s dignity.  Bullying may be characterised as offensive, intimidating, malicious or insulting behaviour.  It also includes any abuse or misuse of power through means intended to undermine, humiliate, denigrate or injure the recipient.



	Harassment
	
	We believe that harassment infringes an employee’s dignity.  Harassment, in general terms, is unwanted conduct affecting the dignity of people in the workplace. It may be related to age, sex, race, disability, religion, nationality or any personal characteristic of the individual, and it may be an isolated incident or more persistent behaviour. The key is that the action(s) or comment(s) are viewed as demeaning and unacceptable to the recipient.



	Examples of Unacceptable behaviour
	
	Examples of behaviour that we consider unacceptable include:

· spreading malicious rumours about someone

· insulting someone (particularly on the grounds of race, sex, disability, sexual orientation and religion or belief)

· ridiculing or demeaning someone

· picking on someone or setting them up to fail

· victimisation

· unfair treatment

· overbearing supervision

· misuse of power or position

· unwelcome sexual advances (including touching or standing too close)

· display of offensive materials

· making threats or comments about job security without foundation

· deliberately undermining someone by overloading and constant criticism

· unjustified criticism



	Further Examples of Unacceptable behaviour
	
	Further examples of behaviour that we consider unacceptable include:

· changes in the duties or responsibilities of the employee to his or her detriment without reasonable justification

· any verbal or physical conduct of a sexual nature, which you knew or should have known might be offensive to the person to whom it was directed

· any act, comment, joke, threat or pestering a person on the grounds of race, religion, colour, creed, nationality or ethnic origin which is or could be construed as offensive

· punishment imposed without reasonable justification

· behaviour which is offensive, abusive, malicious, insulting or intimidating 

· any act, comment, joke, threat or pestering a person with a disability which is or could be viewed as offensive;

· any unjust or inappropriate act which you knew or should have known might cause another to feel intimidated or which could undermine that person’s confidence and/or self-esteem.



	Alarm or Distress
	
	We believe that any unjust or inappropriate act, omission or conduct that causes an employee to be alarmed or distressed infringes an employee’s dignity. Such conduct is not necessarily face-to-face and may be by written communications, electronic mail, telephone, or text messages.



	Victimisation
	
	We consider victimisation to be a form of bullying and will not victimise anyone who makes a complaint about breaches of this policy or anyone who investigates any such compliant or anyone called on to give information as a witness.



	Unlawful Discrimination
	
	Any act of unlawful discrimination automatically infringes an employee’s dignity.  We do not tolerate unlawful discrimination in any form and you are referred to our Equal Opportunities Policy for further information.



	Management Conduct
	
	Managers may have to address matters with employees that may be sensitive and/or potentially embarrassing.  For example, managers may need to discuss issues concerning an employee’s health, performance or conduct and may also have to conduct searches, disciplinary hearings, appeals and consider employees’ grievances.

Managers are under a duty and have a responsibility when taking such actions to do so in such a way so as not to infringe an employee’s dignity at work.  This means respecting an employee’s confidentiality, exercising discretion and not exercising their authority in an intimidating or aggressive manner.

Employees also have a duty to behave courteously towards and co-operate with managers exercising their authority and must not themselves behave in an intimidating or aggressive manner.



	Complaints
	
	If you consider that your dignity at work has been infringed, or is likely to be infringed, by any person, in any way, you should report this to your manager in the first instance.  

Your complaint or concern will be regarded as a grievance and dealt with in accordance with our Grievance Procedure. 

If you are the person complained of, you will be informed of this and the matter will be investigated to see whether action under the Disciplinary Procedure is appropriate. 



	Disciplinary Action
	
	Breach of this Policy is regarded as gross misconduct and if you are found to have done something that has, or could well have, infringed another employee’s dignity at work, you may be dismissed without notice. 



	Monitoring 
	
	We monitor the effectiveness of this Policy, along with our Equal Opportunities Policy on an annual basis and will take what steps we reasonably can to ensure that the Policy is implemented and effective at all levels within the business. 


	GUIDANCE NOTES



	DIGNITY AT WORK POLICY



	1
	
	Bullying and Harassment:  It is important to define what you mean by these terms so that employees and managers understand them.



	2
	
	Examples:  The examples listed should if possible relate to situations likely to arise in your business. You may therefore wish to amend the draft list.  



	3
	
	Management Conduct:  It is important that both managers and other employees understand their particular responsibilities especially in potentially sensitive situations, for example where a search is to be conducted.  



	4
	
	Complaints:  We would recommend that complaints about this policy be dealt with either via your Grievance Procedure or preferably via a separate Bullying and Harassment Procedure. If you would like us to draft a Bullying and Harassment Procedure for you please let us know.



	5
	
	Monitoring:  To have a good defence to any legal claims against you regarding dignity at work, you will need to be able to demonstrate not only that you have a policy but that you monitor its effectiveness and ensure managers implement it. We can provide training for managers and please contact us if you would like to discuss this possibility.
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