Equal Opportunities Policy

Equal Opportunities is something employers need to take account of in order to comply with legislation.

It is against the law for an employer to discriminate against anyone on the grounds of race, colour, nationality, ethnic origin, gender, marital status, disability, religion, age, or sexual orientation. Similarly if employees discriminate against a colleague the employer could be held liable for their acts, and be responsible for paying the compensation or damages to the victim of the discrimination.

Having an equal opportunities policy and informing all staff of its contents is one of the things that a reasonable employer should do. If the employer can prove that they have done all that was reasonable to prevent the discriminatory acts from occurring then their liability can be reduced or entirely eliminated.
Equal opportunities legislation imposes rights and responsibilities for every member of staff. Everyone has a right to be treated fairly and with dignity. This means that no-one will be discriminated against nor harassed. Every member of staff has an obligation to ensure fair and dignified treatment. The contribution of everyone will be valued and everyone will be treated purely on their merits. Everyone must act fairly. Failure to do so may lead to a tribunal on discrimination grounds. 


A formal policy shows that as an employer you are committed to providing genuine equality of opportunity for all employees, regardless of gender, marital status, race, ethnic origin, nationality, national origin, disability, sexual orientation, religion or age. Its remit goes beyond strict compliance with the law and acts as a reference point in the event of any subsequent disputes.

In certain limited circumstances it is lawful to discriminate in recruitment for which the sex (male/female) of the worker is a Genuine Occupational Qualification/Requirement (GOQ/R). This may occur where the job is likely to involve working, and/or living in an employers own private residence or where it is necessary to preserve privacy and decency. Please seek further advice if you are unsure as to whether you can limit the post to a specific section of society?
Some Employers Liability Insurance providers (all employers are required to have employers liability insurance) have stipulated that in order to have any defence at tribunal in the cases of discrimination, it is necessary for the employers to implement equal opportunities policies and that there is evidence that the policy is actively applied. 
Having an Equal Opportunities Policy will assist employers to: 
· Provide an environment that will help to promote fair and equal opportunities for all staff 

· Ensure fair treatment for all job applicants and existing members of staff 

· Make the best possible use of the existing and potential workforce 

· Improve employment practices and staff morale 

· Attract, develop and retain the good quality staff who assist the employer to lead an independent life 
· Avoid unlawful or unfair discrimination

The policy should clearly state the employer’s intention is to offer equal opportunities to all workers regardless of status, sex, disability, age, sexual orientation, religion/belief or race.
The policy should also state the employer’s commitment to treating all workers fairly and respectfully and to setting systems in place designed to provide the greatest possible access to equal opportunities. Additionally, it should extend protection against bullying and harassment to all. 

The equal opportunities policy should be broad and include part-time, fixed-term, and relief workers. 

An equal opportunities policy should also: 

· Give overall responsibility for the policy to a named person i.e. the employer  

· Be in writing 

· Be monitored regularly 
The policy may also cover specific actions, such as: 

· Setting an action plan, with measurable targets 

· A strategy for making the policy known to all workers 

· Training and guidance for all staff 

· Dealing with harassment and bullying 

· Reviewing all personnel procedures 

· Reviewing and updating the policy 

Sample equality policy from Acas’s: A summary guide. Delivering equality and diversity 
Equal Opportunities Policy 

(Company name) is committed to eliminating discrimination and encouraging diversity amongst our workforce. Our aim is that our workforce will be truly representative of all sections of society and each employee feels respected and able to give of their best.

To that end the purpose of this policy is to provide equality and fairness for all in our employment and not to discriminate on grounds of gender, marital status, race, ethnic origin, colour, nationality, national origin, disability, sexual orientation, religion or age. We oppose all forms of unlawful and unfair discrimination.

All employees, whether part-time, full-time or temporary, will be treated fairly and with respect. Selection for employment, promotion, training or any other benefit will be on the basis of aptitude and ability. All employees will be helped and encouraged to develop their full potential and the talents and resources of the workforce will be fully utilised to maximise the efficiency of the organisation.
Our commitment:

• To create an environment in which individual differences and the contributions of all our staff are recognised and valued.

• Every employee is entitled to a working environment that promotes dignity and respect to all. No form of intimidation, bullying or harassment will be tolerated.

• Training, development and progression opportunities are available to all staff.

• Equality in the workplace is good management practice and makes sound business sense.

• We will review all our employment practices and procedures to ensure fairness.

• Breaches of our equality policy will be regarded as misconduct and could lead to disciplinary proceedings.

• This policy is fully supported by senior management and has been agreed with trade unions and/or employee representatives. (Insert details if appropriate).

• The policy will be monitored and reviewed annually.
Next steps

Action Plan
Once you have a policy in place the next step is to devise an action plan to implement the policy. Your action plan takes the goals of your Equality Policy and specifies:

· What will be done to achieve these goals 

· Who is responsible for each action 

· Deadlines and targets for achieving the goals 

· How breaches of the policy will be tackled and rectified 

· How success or failure will be measured 

· How, and how often, progress will be reviewed.

A good action plan makes sure that your Equality Policy’s goals are translated into real changes and improvements in your working practice.
Monitor progress and encourage continuous improvement
As an employer it is crucial that you:

· Monitor progress against your action plan and take further action if necessary

· Take your action plan seriously, see that progress is reviewed regularly 
· Recognise and reward good practice in equality and diversity. 
Part of the monitoring will require you to gather personal information on your staff and applicants and to compare and analyse this information. Most employers include an equal opportunities monitoring form in their recruitment pack; collecting information on gender, race, disability and age. This monitoring sheet should be kept separate from the application form and the information only used for equality monitoring. 
The information gathered will assist the employer in identifying any differences in their workforce; it is important to ask existing staff to fill in the monitoring form as well as new applicants. Once the information has been collated the employer should ask themselves why there are differences or why there are no differences, and what can they do to address these, if necessary. For example, if the workforce is mainly made up of 18 – 25 year olds, is this due to where the advert is being placed do you need to consider other places to advertise to attract older applicants? 

Any personal information collected should be stored in a secure place. Once you have collated and analysed the information from the equal opportunities monitoring sheet the forms should be securely disposed of.  
Deal properly with complaints and grievances
Making sure that complaints and grievances about discrimination are properly handled is central to good practice in equality.
Dealing with complaints quickly and carefully saves time and money in the long run. Many complaints end up in court because of avoidable mistakes earlier in the process, such as a badly handled interview or insensitive treatment of the original grievance.

Your complaints procedure
Don’t wait for a complaint to be made before developing a complaints procedure. You should make sure that all your staff are familiar with the procedure – through training or induction – and it should include details of:

· What a person should do if they experience discrimination 

· How complaints will be investigated 

· How long investigations are expected to take.

Your procedure for investigating complaints needs to be linked to disciplinary codes and procedures, so that justified complaints can be acted on.

If the outcome of your complaints procedure does not satisfy the complainant, they can raise a case with an employment tribunal. If this happens, you will have to:

· Explain your policy and how it is implemented 

· Show all the relevant documentation 

· Explain how the individual complaint has been investigated.
Seek guidance from ACAS, LCiL or an employment law advisor (available through some employer’s liability insurance providers), on developing disciplinary and grievance procedures. It is advisable that if any disciplinary or grievance issue arises that the employer should contact ACAS or LCiL who can contact ACAS on your behalf, for advice on how to proceed. If you have employment law advice as part of your insurance cover you should contact them straight away for advice on how to proceed.
Conciliation and statutory dispute resolution
You should always try to resolve a complaint or grievance by talking it over with the person/people involved. Employment tribunals should always be a last resort, as disputes can very often be resolved through conciliation or mediation, either internally or by using an external service such as Acas. 
Further sources of support 
Acas has produced an information booklet Delivering equality and diversity (40 page booklet) where you can find out further information on developing an equal opportunities policy and monitoring how the policy is working, 
You can download this booklet straight from their website www.acas.org.uk for free. 

If you do not have access to the internet and would like LCiL to send you a copy of the summary guide (12 pages) then please email carol.kelly@lothiancil.org.uk or phone 0131 475 2350 and request a copy of the Acas Summary Guide Delivering equality and diversity. 
LCiL’s Training Department runs a course Fair Enough? which aims to support employers of Personal Assistants to explore:

· What is fair and equal treatment of employees

· How to demonstrate this in practice

· Your responsibilities in relation to current equalities legislation

As well as developing an understanding of anti-discriminatory practice, the training will give employers a chance to begin to develop their own equal opportunities policy. 

To find out further information about the LCiL’s training courses please email training@lothiancil.org.uk or telephone 0131 475 2350 and ask to speak to the Training Officer. 
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