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[bookmark: _Toc221646658]Equal Opportunities Policy
1. [bookmark: _Toc221646659]Statement 
1.1 [bookmark: _Toc220578824][Insert Organisation's Name] is committed to encouraging equality, diversity and inclusion and seeks to ensure that the environment is welcoming, safe and secure for all. 
1.2 This policy is in accordance with relevant legislation relating to equality, in particular, the Equality Act 2010.
2. [bookmark: _Toc221646660]Purpose 
2.1 [Insert Organisation's Name] aims to create an environment that celebrates the diversity of employees and promotes inclusion and empowerment to enable all employees to reach their full potential. 
2.2 [Insert Organisation's Name] is committed to ensuring this policy is fully effective and implemented consistently to create equality, equity, fairness and respect for all. 
2.3 [bookmark: _Toc220578825][Insert Organisation's Name] is also committed to ensuring that there is no unlawful discrimination against members or members of the public in the provision of our goods, services, and facilities. 
3. [bookmark: _Toc221646661]Scope 
3.1 This Policy applies to all employees, volunteers, trustees, visitors, contractors, and other persons who are associated with [Insert Organisation's Name].
4. [bookmark: _Toc220578826][bookmark: _Toc221646662]Related Documents
4.1 This policy should be read alongside the following [Insert Organisation's Name] policies and relevant legislation:
· ACAS Guidance – Improving equality, diversity and inclusion in your workplace
· The Equality Act 2010
· Code of Conduct
· Bullying and Harassment Policy
· Disciplinary Policy and Procedure
· Grievance Policy and Procedure
· Whistleblowing Policy
5. [bookmark: _Toc220578828][bookmark: _Toc221646663]Key Principles
5.1 [Insert Organisation's Name] has a zero-tolerance approach to discrimination, harassment and bullying of any kind and in particular in relation to the Equality Act 2010 protected characteristics of:
· Age
· Disability
· Gender reassignment
· Marital or civil partner status
· Pregnancy or maternity
· Race (including colour, nationality, ethnic or national origin)
· Religion or belief
· Sex 
· Sexual orientation


5.2 [Insert Organisation's Name] opposes all forms of unlawful discrimination, including, but not limited to:
· Recruitment and selection procedures;
· Terms of employment, including pay, conditions and benefits;
· Training, appraisals, career development and promotion;
· Work practices, conduct issues, allocation of tasks, discipline and grievances;
· Work-related social events;
· Termination of employment and matters after termination, including references

5.3 Unacceptable behaviour, including discrimination, bullying, harassment, or victimisation, will not be tolerated. Any allegations will be taken seriously and dealt with appropriately in line with the relevant procedure(s).
5.4 We will provide employees with training where required to help them understand and implement this policy, and we will promote effective communication and consultation between employees and staff.
6. [bookmark: _Toc220578827][bookmark: _Toc221646664]Definitions
6.1 ‘Equality’ means ensuring everyone has the same opportunities to fulfil their potential free from discrimination. 
6.2 ‘Inclusion’ means ensuring everyone feels comfortable to be themselves at work and feels the worth of their contribution. 
6.3 ‘Diversity’ means the celebration of individual differences amongst the workforce. [Insert Organisation's Name] will actively support diversity and inclusion and ensure that all employees are valued and treated with dignity and respect. [Insert Organisation's Name] wants to encourage everyone to reach their potential.
7. [bookmark: _Toc221646665]Our Commitment
7.1 We will take active steps to fulfil our responsibilities and promote good practice by:
· Complying with legal obligations in a transparent manner;
· Opposing and avoiding all forms of unlawful discrimination. This includes pay and benefits, terms and conditions of employment, dealing with grievances and discipline, dismissal, redundancy, leave for parents, requests for flexible working, and selection for employment, promotion, training, or other developmental opportunities;
· Publishing this policy and communicating it to all employees;
· Promoting awareness and understanding of EDI matters among employees through policies, training and guidance; ensuring that individual differences and the contributions of all staff are recognised and valued;
· Ensuring that employees and applicants are treated in all matters fairly and judged solely on merit on the basis of objective criteria and by reference to their skills and abilities and potential to thrive in the role;
· Working to ensure any externally held events are, as far as reasonably possible, welcoming and accessible;
· Making sure that all employees have equitable access to facilities and opportunities and that reasonable adjustments are made to working environments, schedules and practices, in order to accommodate a diverse workforce;
· Providing a supportive environment for employees that propose, start or complete a transition process to present the gender identity they feel is correct for them by following the employee’s lead and agreeing with them on what steps need to be taken before, during and after their transition, including time off, use of facilities, updating of records and if/how other colleagues will be informed;
· Providing a supportive environment for employees who may have a fluid gender identity, or who join [Insert Organisation's Name] with a different gender identity than the one they were assigned at birth, including the correct use of pronouns and chosen names as identified by the employee themselves, and the requirement of colleagues to correctly refer accordingly. 
· Requiring that policies, employment documents and training material, where possible, include positive, diverse, non-stereotypical content and language;
· Keeping benefits and terms of employment under review to ensure that they are appropriately structured and that no unlawful barriers to qualification or access exist;
· Ensuring the appropriate procedures are in place and communicated so that employees feel confident to discuss EDI issues and raise any concerns;
· Take complaints seriously and deal with potential and actual acts of discrimination, harassment and bullying appropriately.
· Ensuring that any redundancy selection criteria and procedures that are used, or other decisions taken to terminate employment, will be fair and not discriminatory.
8. [bookmark: _Toc221646666]Disability
8.1 Any employee who considers that they may have a disability is strongly encouraged to speak with their line manager, particularly if they experience difficulties at work because of their disability so that any reasonable adjustments to help overcome or minimise difficulties can be discussed.
8.2 For these purposes, disability includes any physical or mental impairment that substantially affects the ability to perform daily activities and has lasted (or is likely to last) more than 12 months.
8.3 Disclosure of this information will be treated in confidence so far as is reasonably practicable. We will do our best to handle matters sensitively and ensure that employees are treated with dignity and respect for privacy.
8.4 We will consult with employees about whether adjustments are required to avoid being disadvantaged and may ask them to see a doctor appointed by us to advise on this.  We will seek to accommodate their needs within reason.  If we consider a particular adjustment unreasonable, we will explain why and try to find an alternative solution.
9.      Recruitment
9.1 Managers involved in recruitment (including trustee and volunteer recruitment) will:
· specify criteria that are relevant to the job, proportionate and reflect genuine business needs;
· ensure that vacancies are advertised to a diverse audience;
· try to avoid informal recruitment methods that exclude fair competition;
· review job advertisements to ensure that stereotyping is avoided and that particular groups are not unjustifiably discouraged from applying;
· ensure that more than one person is involved in shortlisting applicants wherever possible;
· not ask applicants about health or disability before a job offer is made (other than in exceptional circumstances).
· note: You can ask the applicant if they would like to share any disability or support needs that can help you provide reasonable adjustments
· not ask candidates about any Protected Characteristic 
· note: You can collect this information after recruitment for your equality and diversity reporting as needed
10. [bookmark: _Toc221646668]What is discrimination?
10.1 Discrimination occurs in different ways, some more obvious than others.  Discrimination on the grounds of any of the Protected Characteristics is prohibited by law, even if unintentional unless a particular exception applies.  Examples of discrimination are included in Appendix A: Glossary of terms.
10.2 Behaviour is defined as being unacceptable if:
· It is unwanted by the recipient;
· It has the purpose or effect of violating the recipient’s dignity and/or creating an intimidating, hostile, degrading, humiliating or offensive environment;
· Having regard to all the circumstances, including the recipient’s perception, it was reasonable for the behaviour to have that effect.

10.3 Differences in attitude, background and culture can mean that what is perceived by one individual as harassment or bullying may not necessarily be perceived in the same way by another.
10.4 It should be noted therefore, that when deciding whether bullying or harassment has occurred, the impact on the individual and whether the behaviour is unacceptable by objectively reasonable standards will be the focus, rather than motive or intent.
11. [bookmark: _Toc221646669]What to do if you encounter discrimination
11.1 If an employee believes they have suffered any form of unacceptable behaviour or are aware of / have witnessed unacceptable behaviour but are not a direct victim, they should follow the steps outlined in the Bullying & Harassment Policy.
11.2 Any employee found, following an investigation, to have discriminated against, harassed, bullied, or victimised another person will be subject to disciplinary action. Particularly serious complaints could amount to gross misconduct and lead to dismissal without notice. Staff should also note that in some cases, they may be personally liable for their acts of discrimination and that legal action may be taken against them directly by the victim of any discrimination, and it may be a criminal offence to intentionally harass another employee.

12. [bookmark: _Toc221646670]Alternative Procedure
12.1 [Insert Organisation's Name] recognises that the usual grievance procedure may not be suitable for bringing a complaint relating to a breach of the Equal Opportunities Policy in some cases. This may be because, for example-
· Your complaint involves the person identified in the usual grievance procedure as the person to whom you should raise your grievance or
· You feel that you would like some impartial counselling or assistance or
· It is not possible or appropriate for either you or the Organisation to adhere to the time limit set out in the grievance procedure.

12.2 If the grievance procedure is not appropriate, you should approach your [CEO, director, and/or manager], who will help you decide how to proceed.
12.3 If the matter relates to sexual or racial harassment or harassment on the basis of disability, it should be raised in accordance with the Bullying and Harassment Policy, as appropriate.
12.4 Your complaint will be thoroughly investigated in accordance with the principles set out in the relevant procedure. If the investigation reveals that your complaint is valid, the disciplinary procedure will be implemented where appropriate to address the matter and ensure that it does not happen again.
12.5 You will be protected from intimidation, victimisation, or discrimination for bringing a complaint under this Policy or taking part in any investigation unless you have acted in bad faith or made untrue statements. Any retaliation against an employee for bringing a complaint will be treated as a disciplinary offence.
13. [bookmark: _heading=h.6sax0zr7bprz][bookmark: _Toc221646671]Responsibilities
13.1 All employees are responsible for helping us achieve and maintain an inclusive and supportive environment and to promote good working relationships by having respect for others.  This applies regardless of role and includes all staff, consultants, contractors, casual staff, trainees, interns and volunteers.
13.2 Managers are responsible for ensuring that harassment, discrimination, bullying, and victimisation are not permitted, that any incidents that arise are dealt with firmly and fairly, and that any investigations are carried out in accordance with the relevant procedures.
13.3 All staff and those who carry out services for or on behalf of our organisation have a personal responsibility to ensure their own conduct does not offend and must not discriminate against or harass other employees, stakeholders, customers, and suppliers.
14. [bookmark: _Toc221646672]Monitoring, Review and Reporting
14.1 [Insert Organisation's Name] is committed to ensuring that this Equal Opportunities Policy is effective and applied fairly across the organisation.
14.2 To support this commitment, [Insert Organisation's Name] will:
· Monitor the implementation of this policy to ensure compliance with relevant legislation and internal procedures.


· Collect and review workforce data, where lawful and appropriate, relating to protected characteristics to identify trends, potential inequalities or barriers to inclusion.
· Monitor recruitment, selection, promotion, training, pay, grievance, disciplinary and redundancy processes to ensure decisions are fair, objective and non-discriminatory.
· Review complaints, grievances and disciplinary cases relating to equality, bullying, harassment or discrimination to identify themes and areas for improvement.
· Encourage employees to raise concerns, provide feedback and contribute to the continuous improvement of equality, diversity and inclusion practices.
· Ensure that monitoring data is handled sensitively, confidentially and in line with data protection requirements.
· Report key findings, risks and recommended actions to the Board of Trustees as appropriate.
· Use monitoring outcomes to inform training needs, policy reviews, organisational planning and positive action initiatives.

14.3 This policy does not form part of any employee's contract of employment and may be amended at any time. The relevant staff member will notify you of any changes to this policy, and the most up-to-date version will always be on the intranet. 



[bookmark: _heading=h.pyditysycjzp][bookmark: _Toc221646673]Appendix A: Glossary of Terms
Bullying  may be characterised as offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power intended to undermine, humiliate, or injure the recipient.  While bullying and harassment are related, bullying is usually intentional.
Direct discrimination is less favourable treatment because of a Protected Characteristic. It can arise even when the complainant does not possess the Protected Characteristic but is perceived to or associates with other people who do.
Disability discrimination This could be direct or indirect discrimination, and it is any unjustified, less favourable treatment because of a disability's effects and failure to make reasonable adjustments to alleviate disadvantages caused by a disability.
Diversity is recognising, respecting, and embracing the differences between people’s experiences. It is about moving beyond tolerance to valuing and celebrating individual differences.
Equality creates a fair and inclusive society by challenging prejudice and discrimination and ensuring that individuals and groups have fair and equal access to opportunities.
Harassment is unwanted conduct related to a Protected Characteristic and has the purpose or effect of violating a person's dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment.  Also includes unwanted conduct of a sexual nature, which has the purpose or effect of violating a person's dignity or causing less favourable treatment because of the rejection of or the submission to Sexual Harassment.  Harassment can arise even when the complainant does not possess the Protected Characteristic but is perceived to or associates with other people who do.
Other important points to note about harassment: 
· a single incident can amount to harassment; 
· behaviour that has continued for a long period without complaint can amount to harassment; 
· it is not necessary to intend to harass someone for behaviour to amounts to harassment; 
· it is not necessary to communicate that behaviour is unwelcome for it to be harassment; 
· the onus is on an individual to be certain their behaviour and conduct is appropriate and is not unwanted.
Indirect discrimination arises when an employer applies an apparently neutral provision, criterion, or practice that statistically puts individuals with a particular Protected Characteristic at a disadvantage, and this is unjustified.
Protected Characteristics is the term used for equality groups in the Equality Act 2010. These are age, disability, gender reassignment, race, ethnic and national origin, religion or belief (including lack of belief), sex, sexual orientation, marriage and civil partnership status, and pregnancy and maternity.
Victimisation means treating a person less favourably because they have made a complaint, provided information in connection with a complaint, or might do one of these things.     
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