Please note: not all sections included in this standard form will be suitable in every case. Some sections may need to deleted or amended and/or further sections may need to be included depending upon individual requirements. Timothy Russell recommends that specialist legal advice is obtained before using or adapting this document. 
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EQUAL OPPORTUNITIES POLICY

___________________________________________________________________

EQUAL OPPORTUNITIES POLICY

OBJECTIVES

[Name of Company] is an equal opportunity employer. Our Equal Opportunities Policy aims to promote equality in the workplace and ensure fairness in the manner in which decisions are carried out irrespective of sex, gender reassignment, race, ethnic or national origin, colour, disability, sexual orientation, marital or civil partnership status, age, religion or belief and membership or non-membership of a trade union. This policy applies to decisions about recruitment, selection, promotion, training and development, pay and conditions of employment, in all parts and at all levels of the Company.  Through the proper implementation of our Equal Opportunities Policy, we aim to provide a working environment, which is free from unlawful discrimination, where decisions about people are based on individuals’ abilities, skills, performance and behaviour and our business requirements. 

The Equal Opportunities Policy applies to all employees and [Name of Company] expects that each and every employee respects the Company policy and acts accordingly. Any acts that breach the policy, will be taken seriously, be properly investigated and may be subject to the Company’s disciplinary procedures. 

 METHODS OF ACHIEVEMENT

MONITORING

· The Company will regularly monitor and review the policy to ensure its continuing effectiveness in the workplace. [Name/Job Title] is responsible for the effective operation of the Company's Equal Opportunities Policy.

· All employees and job applicants will be asked to complete an Equality monitoring form.  The Company guarantees that this information will only be used for the purpose of monitoring the effectiveness of its Equal Opportunities Policy and in order to take such lawful positive measures as appropriate to redress imbalance in our workforce.

· Recruitment, selection, promotion and training procedures will be reviewed regularly to ensure that we are delivering on our policy.

RECRUITMENT

· [Name of Company] encourages job applications from all candidates and will endeavour via its Recruitment Policy to employ a workforce that reflects the diverse community at large. 

· No job applicant or employee will receive less favourable treatment on the grounds of sex, gender reassignment, race, ethnic or national origin, colour, disability, sexual orientation, marital or civil partnership status, age, religion or belief and membership or non-membership of a trade union.

· No job applicant or employee will be disadvantaged by any conditions or requirements that cannot be shown to be justifiable. The Company will provide clear and justifiable job and progression criteria, which are demonstrably objective and job-related.

· Recruitment and selection criteria and all procedures relating to the assessment of employees or potential employees will be regularly reviewed to ensure they are non-discriminatory. We aim to ensure that the most competent job applicants are recruited and that the most able employees progress.

· The Company will be flexible making reasonable adjustments for the provision of environment/interview conditions.

· All employees involved in the recruitment, selection or assessment of employees or job applicants will be given appropriate training in our Equal Opportunity Policy and practice.

· Equality monitoring forms will be completed for all recruitment activities.

BENEFITS AND CONDITIONS OF EMPLOYMENT

· The Company will provide the same opportunities for everyone.  No employee will be treated less favourably on the grounds of sex, gender reassignment, race, ethnic or national origin, colour, disability, sexual orientation, marital or civil partnership status, age, religion or belief and membership or non-membership of a trade union.

· The Company will communicate and make available opportunities for promotion and training to all staff on a fair and equal basis. 

· The Company will ensure that employment conditions and job requirements reflect its commitment to equal opportunities.

FLEXIBILITY/REASONABLE ADJUSTMENTS

· The Company will provide reasonable adjustments to the workplace or environment for disabled people as appropriate. 

· In addition, where appropriate and reasonable, the Company will provide flexibility in terms of working arrangements where cultural, religion, belief or family needs conflict with work requirements. 

· The Company recognises the rights of parents or those responsible for the care of a child through its Family Leave policies and procedures. For more information please refer to your Employee Handbook. 

THIRD PARTIES

· The Company will endeavour to communicate its commitment to equal opportunities to its customers, clients and suppliers and take care to ensure, as far as reasonably practicable, that its employees are not subject to discrimination by third parties.

What to do if problems occur?

All employees have the right to a working environment free from unfair discrimination and/or harassment. Any employee who believes that he or she has received less favourable treatment on the grounds of sex, gender reassignment, race, ethnic or national origin, colour, disability, sexual orientation, marital or civil partnership status, age, religion or belief and membership or non-membership of a trade union should in the first instance try to resolve the problem informally by telling the individual concerned that they find their behaviour offensive and asking them to stop it.  It may be helpful to ask another colleague to be present and to take notes of this conversation. If the offensive behaviour persists, employees should follow the Company’s grievance procedure or dignity at work procedure. For more information see the Disciplinary and Grievance Procedure in your Employee Handbook or ask for a copy of the Dignity at Work Policy. 

The Company will treat any such complaints with the utmost seriousness and discretion and a full investigation will be conducted. Staff who have raised a grievance relating to a case of discrimination, or who have provided information about such discrimination, will not be victimised as a result.

DISCIPLINARY

Any employee who discriminates against any other employee on the grounds of sex, gender reassignment, race, ethnic or national origin, colour, disability, sexual orientation, marital or civil partnership status, age, religion or belief and membership or non-membership of a trade union will be subject to the Company’s disciplinary procedure.  This will be treated seriously and may be subject to disciplinary sanctions up to and including gross misconduct and could result in the termination of employment. For more information see the Disciplinary and Grievance Procedure in your Employee Handbook. 

The material contained in this document is provided for general training purposes only and does not constitute legal or other professional advice. Appropriate legal advice should be sought for specific circumstances and before the action is taken

These are designed for a SME and are meant to be basic examples of minimum requirements.  This would not be suitable for a larger organisation
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