EQUAL OPPORTUNITIES

XYZ Company is committed to Equal Opportunities in all its aspects because:

· XYZ Company should recognise the skills and talents offered by all members of staff;

· discrimination, as well as being illegal and immoral, is a waste of human resources and denies individuals the opportunity for self-fulfilment.

XYZ Company’s Policy Statement on Equal Opportunities is based on the letter and spirit of relevant legislation concerning discrimination including the Sex Discrimination Act, the Race Relations Act, the Equal Pay Act and the Disability Discrimination Act.

Policy Statement on Equal Opportunities

Principles

XYZ Company’s commitment in the conduct of its affairs to equal opportunities in all its aspects is defined in the following terms:

· XYZ Company will not apply any religious, racial or political test in considering any person for employment by XYZ Company 

· XYZ Company declares that all employment opportunities will be open equally to men and women without discrimination.

· XYZ Company policy is that persons with disabilities who are otherwise suitably qualified shall not be treated in an unjustifiable manner on account of their disability in respect of their appointment as members of staff and, recognising the special needs of persons with disabilities, and accordingly that: 

· all practicable steps will be taken to ensure safe access and working conditions on the premises of XYZ Company , within any constraints imposed by the landlords;

· no application from a person with a disability who seems otherwise suitable will be rejected before he/she has been given an opportunity of discussing how he/she would overcome his/her difficulties.

Commitment

In line with these general affirmations of principle, XYZ Company recognises the need for a continuing commitment to ensure genuine equal opportunities for its staff. This commitment is made in the following terms: 

· XYZ Company is committed to the active promotion of equal opportunities. To this end it will endeavour to ensure that no job applicant or member of staff, whether full-time or part-time is disadvantaged or either directly or indirectly discriminated against on the grounds of sex, age (subject to normal conventions on retirement), marital or parental status, sexual orientation, race, colour, creed or ethnic or national origin, or as a result of any conditions or requirements which cannot be shown to be justifiable. It also resolves to prevent the suffering of any undue disadvantage or discrimination on the basis of disability. 

· XYZ Company will operate procedures of selection for staff and the promotion of staff which are designed in accordance with good practice to ensure that individuals are selected and where applicable trained, appraised, promoted, examined and treated wholly on the basis of their aptitudes, skills and abilities in relation to the job. 

Implementation

The XYZ Company Equal Opportunities policy will be made known to all members of staff and to job applicants.  Its implementation is the responsibility of all members of staff, but it is recognised that it must be particularly attended to by those in managerial positions or with specific responsibilities in recruitment, selection, training, appraisal and promotion. 

The policy and practices of XYZ Company on equal opportunities will be kept under review by the Board of Directors of XYZ Company to ensure that they are being fully effective. Where monitoring reveals possible inequality of treatment, appropriate remedial action will be taken. 

It is the responsibility of all members of staff to ensure that the Equal Opportunities policy is put into practice.  In particular, members of staff:

· should seek actively to promote equality of opportunity for others;

· must not discriminate unfairly in the way services are provided on behalf of XYZ Company ;

· must not discriminate unfairly if they are involved in the recruitment, promotion and management of staff;

· must not encourage other members of staff to practice unfair discrimination or harassment;

· must not victimise any person who has complained of harassment or unfair discrimination, or who has given information in connection with such a complaint.

Discrimination
Discrimination can take a variety of forms:

· direct discrimination - such as people being refused jobs or promotion because they are black, female, disabled or because of their sexual orientation;

· indirect discrimination - for example setting age qualifications which discriminate against women who have had periods away from work because of family responsibilities.

XYZ Company regards discrimination in all its forms as unacceptable.  Acts of discrimination or harassment may be dealt with under XYZ Company’s  disciplinary procedures, and may be classified as gross misconduct if the case is sufficiently serious.

Possible Discrimination
Members of staff who believe that they are being unfairly discriminated against should make this 

clear to the person responsible.  In some cases this may be sufficient to resolve the situation.

If the matter is not resolved or if the member of staff wishes to discuss the situation with someone else, the member of staff may seek confidential help and advice from any of the following:

· the Chief Executive Officer;

· a member of the Board of Directors of XYZ Company .

Making a complaint

When reported, complaints of discrimination will be dealt with as quickly as possible.  Embarrassment or fear of intimidation or publicity should not stop a member of staff from making a complaint: XYZ Company will treat this as a very sensitive issue and will ensure the matter is investigated in a highly confidential way.

A member of staff may ask for a confidential meeting with any of the people mentioned above.  The member of staff may choose to be accompanied by another member of staff of XYZ Company or a trade union representative.  The meeting will try to define the problem clearly and will then talk about how it might be resolved.  Advice will be provided on possible courses of action and the matter will, if the member of staff so wishes, be taken further.

In all cases action will not be taken and the name of the complainant will not be revealed without the specific permission of the complainant.

Making a false complaint
Members of staff should not be put off if they have a genuine complaint but they should recognise that anyone making a purely mischievous or malicious false complaint will be liable to disciplinary procedures and will run the risk of being sued by the subject of the complaint in law.  Even if it proves to be impossible to uphold a genuine complaint this will not lead to disciplinary measures being taken.
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