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The following clauses set out how SHARE Community will approach and deal with Equal Opportunity matters, and you should ensure that you are familiar with the Policy.

1.1 Purpose 

SHARE Community recognises that in society certain groups and individuals are discriminated against and disadvantaged.  The purpose of this policy is to ensure that there is no discrimination in recruitment, employment or practice on grounds of race, colour, religion, nationality, ethnic origin, gender, being gay or lesbian, transsexualism, marital status, disability, age or trade union membership.

1.2 Scope

This policy applies to all trainees, permanent and temporary employees working under a contract of employment, volunteers, self-employed people with a contract for services with SHARE or contract/agency workers.

1.3 Responsibility

All managers, employees and trainees referred to within the scope of this policy are required to adhere to its contents. Managers are responsible for ensuring that this policy and procedure is applied in their area. Queries on the application and interpretation of this policy should be discussed in the first instance with your manager.
· All managers and supervisors must be briefed on their responsibilities for training and supported by regular training.

· All managers who are responsible for selecting trainees or employees for training or for allocating work ensure that no discrimination is made, either directly or indirectly.

· Managers must promote equal opportunities to employees and trainees, and encourage all people to work together and eliminate discrimination.

1.4 Policy

There will be no discrimination on account of race, colour, religion, nationality, ethnic origin, gender, being gay or lesbian, transsexualism, marital status, disability, age or trade union membership involving job applicants, employees, trainees, volunteers, self-employed people with a contract for services with SHARE or contract/agency workers.

· SHARE will appoint, train, develop and promote on the basis of merit and ability.

· All employees have personal responsibility for the practical application of SHARE's equal opportunities policy.

· SHARE will always try to avoid redundancy situations.  However when such a situation arises, as a result of changing organisational requirements, selection for any redundancy will be based on purely objective criteria to ensure that there is neither direct nor indirect discrimination in this procedure.

· Special responsibility for the practical application of SHARE's equal opportunities policy falls upon managers and supervisors involved in the recruitment, selection, induction, promotion, training and day-to-day management of staff and trainees. These special responsibilities give rise to training needs for which provision will be made.

· SHARE's grievance policy is available to any employee who believes that he or she may have been unfairly discriminated against.

· Disciplinary action will be taken against any employee, or trainee, who is found to have committed an act of discrimination. Serious breaches of the policy will be treated as gross misconduct, as will harassment on any grounds.

In the case of any doubt or concern about the application of the policy in any particular instance, any employee should consult their manager 

1.5 Disability Equality

SHARE recognises the exclusion and disadvantages that disabled people experience as a result of social, economic, and material barriers, created by the world in which they live. SHARE also recognises that disabled people may be enabled by learning additional skills.

SHARE is working to ensure that disabled people receive the maximum possible benefit that can accrue to them through the Disability Discrimination Act (DDA). SHARE has taken steps to ensure that it meets its obligations under the DDA and, where possible, exceeds them. This includes making reasonable adjustments to meet the needs of disabled trainees, trustees, committee members, job applicants, employees, and volunteers.

SHARE is further committed to positive action, in terms of our employment of people with a disability.  We will also use positive discrimination - where two candidates equally meet selection criteria at interview, if one of the candidates is disabled, then they should be offered the post. The DDA allows charities, which promote the interests of a particular group of disabled people, to treat people from that group more favourably than others where this is connected with their charitable purposes.

1.6 Definitions

Direct Discrimination occurs when a person is treated less favourably than others in similar circumstances on the grounds of race, colour, national or ethnic origins, sex, sexual orientation or perceived sexuality, marital status, disability, membership or non-membership of trade union, “spent convictions” of ex-offenders, class, age, politics, religion or belief.



Indirect Discrimination occurs when a condition or requirement is imposed which adversely affects one particular group considerably more than another and cannot be strictly justified in terms of requirements for performing the job.



Harassment is defined as unwanted, unreciprocated and/or uninvited comments, looks, actions, suggestions or physical contact that is found objectionable and offensive and that might threaten an employee’s job security, or create an intimidating working environment.  Harassment is particularly liable to occur as part of sexual or racial discrimination.


Victimisation is defined as singling out of an individual for harsh treatment, or unfair action/sanction.

1.7 Employment and trainee recruitment

· All jobs and training schemes are made open to all applicants (subject to trainee funding being in place).

· SHARE always makes a positive effort to advertise vacancies in the local press, local free papers, minority press, community radio, job centres and local networks.  Vacancies must not be advertised in such a way as would effectively exclude minority/disadvantaged groups

· No assumptions or pre-judgements are made by managers or recruiters about suitability for a particular job or course, 

· No decision is made, or preference stated, in advance, regarding the type of person preferred forward of the recruitment process, e.g. instructing an agency only to send men except in cases of Genuine Occupational Qualification.

· All applications are given equal consideration.

· No discrimination is made in the terms on which a job is offered, for example, pay or holidays.

· All applicants and existing employees are made aware of SHARE's policy and practice on recruitment.

· Managers are advised and trained on the implementation of SHARE's recruitment policy.

1.8 Attracting Applicants

· Copies of SHARE's written equal opportunities policy are given to all the referral and recruitment agencies with which we deal.

· Job titles and job content are presented without bias.

· Jobs and courses are described in such a way that no qualified person is deterred from applying.

· There is nothing, in either words or illustrations, to indicate any role stereotyping.

· Vacancies are advertised in a wide variety of ways to ensure that all groups are informed.

· Recruitment solely, or in the first instance, by word-of-mouth is not practised.

1.9 Application Forms

· All questions on the application form are relevant and non-discriminatory.

· Application forms include only those questions that are essential at this stage.

· No discrimination is made on the basis of postal code or address.

1.10 Interviewing and Selection

· Interviewers and those making selection decisions have been thoroughly trained.

· Recruiters take an unbiased approach.

· Questions relate purely to the competencies required for the job.

· No questions are asked or assumptions made about a person's personal or domestic circumstances.

· All selection criteria are strictly related to the objective competencies for the job.

· All requirements for educational and professional qualifications are valid and job-related.

· The acceptability of equivalents to formal qualifications is observed.

· Due recognition is given to experience as a substitute for formal qualifications where possible.

· All previous experience is taken into account including voluntary work, work within the home and family responsibilities.

· Each selection decision is monitored to ensure this policy has been observed.

1.11 Training and Development

SHARE will ensure that there is equal opportunity for all employees in respect of access to relevant training for their job and for career development. All employees responsible for carrying out performance appraisals will be trained and advised to ensure that assessment criteria are objective, relevant and not discriminatory to any person or groups of people.

1.12 Training, promotion and development

· All training reflects the equal opportunities policy.

· Selection to attend courses is free from bias.

· Courses, materials and validation processes are free from bias.

· All vacancies are advertised internally emphasising the equal opportunities policy.

· Qualifications for promotion and transfer are justifiable.

· Each promotion and transfer decision is monitored to ensure this policy has been observed.

· Job grades are monitored to assess any imbalances.

· All new employees and trainees will have a period of induction, to be overseen by the responsible line manager.

· All employees will receive regular supervision from the relevant line manager. The purpose of supervision is to ensure that employees are working to their job descriptions, in the best interests of clients and the organisation and to offer support and identify training needs, enabling them to perform to the best of their ability.

· All employees will be subject to an agreed annual appraisal procedure, to be carried out by their line manager. The purpose of this is to focus upon the employee's performance in their job, to identify goals for career development and to identify training needs, to help meet their goals.

1.13 Benefits, facilities and services

· Equality is observed in the application of pay and all other terms and conditions.

· All benefits, facilities and services are made available to all employees.

· Reasonable and practicable adjustments are made to ensure that facilities and services are available to disabled people.

1.14 Service delivery

· All of SHARE's direct services will be provided in line with this policy.

· SHARE will, as far as it is possible, seek to provide a service that gives choice to users, and offer a service that enable users to exercise influence and feel more confident.

· SHARE will seek to ensure that employee attitudes and working practices reflect the needs of users. Employees will be expected to challenge assumptions and practices, which might offend or threaten any users.

1.15 Volunteers and Board of Directors

Managers will

· Review and promote means to develop the diversity of SHARE's volunteering population, including Board of Directors.

· Communicate the equal opportunities policy and its implications to volunteers and BoD.

· SHARE requires all volunteers to comply with this policy and not to harass, bully or victimise other volunteers, employees, trainees, contractors, agency workers or clients.

1.16 Religion

SHARE Community will ensure that its policies and procedures do not discriminate against any person on the grounds of their religious persuasion.  Staff, volunteers and trainees are entitled to time off to observe the major religious festivals.

1.17 Enforcement

Equal opportunities will be achieved by the implementation of this policy and the operational code. As a safeguard, a complaint procedure is available to individuals who feel that they have received unfair treatment in any circumstance, but with particular regards to any of the following:  

· Their right to apply for jobs for which they are qualified or have the experience.

· Selection by interview.

· The interview process itself.

· Training or development opportunities.

· Terms and Conditions of Employment.

· Harassment 

Discrimination of any kind will be treated as a disciplinary offence

1.18 Monitoring and evaluation

This policy will be monitored and evaluated at all levels of organisational activity as to its effectiveness.

Monitoring will include analysis of data in respect of:

a) Employment: recruitment, employee composition, training reports and programmes, grievances, disciplinaries, harassment.

b) Service Provision: referrals, resident composition, harassment incidents, complaints.

Sources

Equal Pay Act 1970 and Equal Pay (Amendment) Regulations 1983

Sex Discrimination Act 1975 and 1986

Race Relations Act 1976 and Race Relations Amendment Regulations 1999

Disability Discrimination Act 1995

Human Rights Act 1998

Sex Discrimination (Gender Reassignment) Regulation 1999

Employment Rights Act 1996

Rehabilitation of Offenders Act 1974

Protection from Harassment Act 1997

Part-time Employees Regulations 1999

Public Interest Disclosure Act 1999

Employment Equality (Religion or Belief) Regulations 2003

Employment Equality (Sexual Orientation) Regulations 2003

Equal Opportunities Grievance Procedure 



1.1 SHARE Community’s principal reason for developing a policy and  procedure on equal opportunities and harassment is to establish a separate procedure for handling complaints, including nominating specific Managers or other employees to offer confidential advice and support.

1.2 If you have a grievance of a serious personal nature or it is against an individual who is part of the Grievance Procedure, you should raise it with the Chief Executive.  If this is not possible the matter should be raised formally, in writing, within one week of the alleged offence occurring with Professional Personnel Consultants, Enterprise House, Great North Road, Little Paxton, Cambs  PE19 6BP.
You have the right to be accompanied by a colleague or a Trade Union Representative at any resultant meeting.



1.3 You must be able to demonstrate that you have reasonable grounds for wishing to bypass stages of the procedure in this way.



1.4 Each stage of the procedure will be implemented as promptly as is reasonably practicable and shall not be subject to undue or wilful delay.

Contacts


As at the time of issuing this Policy and Procedure, the contact names are as detailed below – any changes will be notified via SHARE Community Notice Board.



ANTI-HARASSMENT POLICY



1.1 SHARE Community requires all employees to respect each other and to understand that behaviour that they may find acceptable may not be regarded as such by others.



1.2 Harassment (i.e. foisting one’s unwelcome attentions on another employee (usually) with sexual intent, victimisation for whatever reason – including a person’s age, colour, religion or belief, sexual orientation or perception of, accent or dialect, disability etc) is entirely unacceptable in terms of the above and will be regarded as gross misconduct.  Harassment can take place via words as well as actions, via the telephone and e-mail as well as face to face.



1.3 Managers and Supervisors are required to act and react to all employees (and any other persons with whom they may be in contact) with respect and dignity.



1.4 Managers and Supervisors are also required to ensure those under their control act in a similar way in their relationships with each other.  They should immediately correct and take appropriate action, when faced or notified of any unacceptable behaviour.



1.5 Managers and Supervisors are expected to familiarise themselves with and apply SHARE Community policy to ensure SHARE Community procedure is known to all, in the event of an employee wishing to raise a complaint.  Such complaints must be dealt with immediately, objectively and fairly.


1.6 Managers and Supervisors should:



· Encourage genuine concerns to be raised rather than be hidden.

· Endeavour to eradicate victimisation and/or retaliation.

· Make employees aware that under the Criminal Justice Act 1994, harassment was made a criminal offence punishable by a substantial fine and/or a prison sentence of up to six months and under the Protection from Harassment Act 1997 to unlimited fines and imprisonment of up to five years.



Procedure



1.1 If an incident is reported the following procedure should be followed:


· Make a note of the time, date, place and any other relevant data.

· Make a note of any witnesses, or persons in the immediate neighbourhood who may not have witnessed the event but may at least be able to corroborate that the persons involved were at the location at the time stated.



1.2 If the person generating the alleged harassment is:


· An employee of the same or junior status: the matter should be reported to the superior of the employee suffering the harassment, with an indication of the required action.



· Senior to, but not the immediate superior of the employee suffering the harassment: the matter should be reported to that immediate superior; with an indication of the required action.


· The immediate superior of the employee suffering the harassment: the matter should be reported to [nominated employee/ Manager/ Senior Manager/ Director] with an indication of the required action.


1.3 Whenever possible, the anonymity of the employee complaining of harassment should be maintained.



1.4 The person to whom the complaint is made should record in writing as many details as possible regarding the complaint, including details of any witnesses etc.



1.5 Within no later than five working days and sooner if possible, the person receiving the complaint must report back to the complainant with details of action taken and any resolution achieved.  A resume of the action taken and any resolution must be given to the complainant in writing and a copy held with the notes regarding the complaint.  If the solution is satisfactory to the complainant, the matter should be concluded.  Any notes relating to the case will be held under confidential control.



1.6 If the solution is not satisfactory to the complainant, the matter should be discussed further and an alternative solution attempted to be agreed.  This may require the person receiving the complaint to make further investigations and to take the matter to a higher authority.



1.7 If the matter is referred to a higher authority (i.e. someone not involved in any way with the matter previously), then the investigation by that person and subsequent decision will be made known to the complainant within five working days.  This decision will be binding and conclude the enquiry internally.


1.8  
If in the course of the investigations at whatever level, it is proved, or it is admitted that harassment did take place, the matter must be referred to the superior of the person responsible for the harassment.  Since harassment is regarded as gross misconduct, it is mandatory that the person responsible is given a formal warning; depending upon the seriousness of the act this may also be a final written warning that is that should it be repeated dismissal could follow.  In extreme cases dismissal may be the only solution.



1.9 If victim and harasser normally work in close proximity, consideration should be given to relocating one or the other.
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