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(*Insert your Organisation name here*)

Equal Opportunities Policy

1.0 Statement

1.1 (*Insert your Organisation name here*) is committed to promoting diversity and equal opportunities in the community it serves.  All paid staff, volunteers and members are expected to sign up to this policy.


1.2 (*INSERT YOUR ORGANISATION NAME HERE*) has a fundamental belief in developing equal opportunities in all areas of its work and structures.  Selection criteria and procedure will be reviewed to ensure that individuals are selected, promoted and treated on the basis of their relevant merits and abilities and not on the basis of.

· Race, colour, nationality or ethnic origin

· Religious or political beliefs

· Being an asylum seeker or refugee

· Disability, inc. physical, sensory, learning, mental health  & HIV/AIDS

· Health or medical problems

· Gender and gender reassignment

· Marital status

· Sexual orientation

· Age

· Responsibility for dependants

· Social or economic disadvantage 

This list is not intended to be exhaustive 

1.3 (*INSERT YOUR ORGANISATION NAME HERE*) will work to combat all direct or indirect forms of discrimination and take positive steps to remove barriers to participation and achieve equality of opportunity.  

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.

1.4 We will work to achieve equality in all aspects of the organisation and its work, including its structures, policy formulation, employment practices and delivery of services.   We will ensure that we involve everyone in identifying priorities and needs and that all voices are heard in planning and delivering services.


1.5 We will develop, implement and review strategies to promote equality throughout all (*INSERT YOUR ORGANISATION NAME HERE*) areas of activity and spheres of influence.

2.0 The Scope of the Policy

           This policy applies to:

a. All (*INSERT YOUR ORGANISATION NAME HERE*) projects and contracts

b. All staff and volunteers

c. The Executive Committee

d. All sub-committees

e. All functions of (*INSERT YOUR ORGANISATION NAME HERE*)

f.   Members: (*INSERT YOUR ORGANISATION NAME HERE*) expects members to concur wholeheartedly with and actively promote the principles and objectives of (*INSERT YOUR ORGANISATION NAME HERE*) Equal Opportunities Policy.

3.0 Policy and Objectives


Overall Objectives:

3.1 To follow equal opportunities recruitment practices that ensure candidates from a wide range of backgrounds are encouraged to apply and are assessed equally against objective criteria.

3.2 To promote family friendly and flexible working practices wherever possible, within the constraints of running an accessible service and balancing the needs of all members of staff.

3.3 To provide support and training for all staff and volunteers to encourage the development of skills and give them an opportunity to progress.

3.4 To recruit volunteers from a wide range of backgrounds, including volunteers with additional support needs where there are adequate staff resources to provide effective support.

3.5 To ensure the (*INSERT YOUR ORGANISATION NAME HERE*) membership and Executive Committee is fully inclusive of all groups within the community

3.6 To promote knowledge and understanding of equalities issues throughout the organisation.
3.7 To prioritise the needs of the most disadvantaged and marginalised groups in establishing work programme priorities

4.0 Staff Recruitment and Selection

4.1 All permanent and project posts will be advertised externally in the local media and where possible via the (*INSERT YOUR ORGANISATION NAME HERE*) newsletter, other local networks, and websites.   

4.2 A detailed job description will be drawn up for each post.  A Person Specification will then be written setting out the skills, experience and other requirements that are essential to do the tasks set out in the job description.   Additional desirable factors may also be identified which will be used to judge the suitability of candidates which equally meet the essential criteria.   The Person Specification will only require qualifications or any other requirements that are strictly required in order to do the job.

4.3 An application pack will be issued to all candidates including background information about the organisation and post.   Informal discussions will not be encouraged where these may give candidates an unfair advantage although factual and practical questions will be answered.

4.4 All applicants must apply using the same application form: CVs will not be accepted.  The application form will be separate from the equalities monitoring form that asks for gender, age, ethnic origin, disability.  Applicants will be asked to demonstrate how their experience and skills match the requirements of the Person Specification.

4.5 Staff recruitment will be conducted by a panel of trustees and senior staff who are experienced or have been trained to understand and follow equal opportunities recruitment practices.   

4.6 Interviews will be designed to enable candidates to demonstrate that they have the required skills and experience for the job.  Presentations and practical activities will be included provided these do not discriminate against any of the candidates.

4.7 Information about applicants will remain confidential to the recruitment panel during the selection process to encourage existing staff or volunteers to apply for posts.

4.8 The Asylum and Immigration Act 1996, as amended by s22 of the Immigration Act 1999 requires that (*INSERT YOUR ORGANISATION NAME HERE*) checks the entitlement of prospective employees to work in the UK. (*INSERT YOUR ORGANISATION NAME HERE*) is, therefore, required to see relevant documentation (e.g. written confirmation from the Inland Revenue, Department of Works and Pensions, or previous employer of National Insurance Number, British/ EU passport). 

5.0 Staff Conditions and Procedures

5.1 Employment practice and procedures will adhere to all statutory requirements and the organisation will ensure that relevant staff and trustees continuously update their knowledge of relevant legislation.

5.2 Part-time, job share or flexible working will be supported where this can be achieved without adversely affecting the level of service provided or the health & wellbeing of other staff members.

5.3 Harassment, victimisation and bullying will not be tolerated and procedures for dealing with incidents are incorporated into the organisation’s Disciplinary and Grievance Procedures.

5.4 If employees acquire a long term illness or disability, (*INSERT YOUR ORGANISATION NAME HERE*) will attempt to provide appropriate adaptive equipment or to adapt working arrangements where this can be done within the constraints of funding or other staffing needs.

6.0 Staff Training and Development

6.1 Induction training is carried out with all new employees.    

6.2 Staff training is a high priority for all (*INSERT YOUR ORGANISATION NAME HERE*) staff to promote a culture of continuous reflection and learning.

6.3 On-going training and development needs will be identified in drawing up work plans. Staff will be encouraged to identify relevant training opportunities and all requests will be considered.

6.4 A variety of training will be provided to support staff needs including: individual coaching; access to the (*INSERT YOUR ORGANISATION NAME HERE*) training programme; purchase of up to date publications; external training courses; and attendance at peer support groups, networks or relevant conferences.

6.5 Support for attaining appropriate qualifications will be considered and provided where possible, and may include payment or contributions towards fees and time off to complete coursework or study for exams.

7.0 Volunteer Recruitment and Support

7.1 We recognise volunteering can provide valuable opportunities to gain skills, confidence and experience for people who have experienced disadvantage and discrimination.   

7.2 We will accept volunteers from all ages (18+) and backgrounds and actively seek to find appropriate voluntary work to suit a wide range of abilities.

7.3 No volunteers will be recruited without first assessing that we can offer them appropriate tasks and provide adequate support and training to fully meet their support needs.

7.4 Volunteers will be supported by members of the staff team and will be entitled to access all (*INSERT YOUR ORGANISATION NAME HERE*) training programmes. 

7.5 Volunteers will be entitled to reimbursement of out of pocket expenses, including travel, childcare and subsistence allowance in line with current expenses guidelines.

7.6 Volunteers will be given support and encouragement to develop through information about other voluntary work, career guidance and employment advice. 

7.7 Information will be provided about opportunities for paid work that may arise within the organisation. 

8.0 Membership

8.1 All individuals (or groups) seeking membership of (*INSERT YOUR ORGANISATION NAME HERE*) are required to confirm their acceptance of this policy prior to approval of their application.

8.2 This Equal Opportunity Policy will be made available at all times via the (*INSERT YOUR ORGANISATION NAME HERE*) website.

8.3 The (*INSERT YOUR ORGANISATION NAME HERE*) as wide a range of individuals (or groups) as possible as members. It will undertake an annual membership review to identify those not represented in membership and actively encourage those from disadvantaged groups to join.

9.0 Executive Committee

9.1 We will seek to recruit trustees from all sectors of the voluntary sector and particularly to ensure we include trustees from the most disadvantaged and marginalised groups.

9.2 Trustees will receive a full induction pack and will be entitled to reimbursement of out of pocket expenses, including travel, childcare and subsistence allowance in line with the current expenses guidelines.

9.3 Trustees will be entitled to access all (*INSERT YOUR ORGANISATION NAME HERE*) training programmes and will be offered reasonable opportunities to undertake other appropriate external training where funds permit.

10.0 Activities and Services

10.1 (*INSERT YOUR ORGANISATION NAME HERE*) will prioritise activities and services that support those that are most disadvantaged or traditionally experience discrimination and have poor access to resources.

10.2 A community development approach is at the heart of all we do, working to empower individuals and give them the skills, confidence and opportunities to achieve their own vision and objectives.

10.3 All projects will take steps to ensure that they are fully inclusive and actively address barriers to access and participation.

10.4 We will use language that is straightforward and accessible in providing information and activities

10.5 Information will be provided in a variety of formats to meet the needs of individual users.

10.6 Activities and services will use venues that are accessible to all.

10.7 Wherever possible, services and activities will be provided free to members or at low cost to ensure they can be accessed by those most in need.

11.0 Implementation

11.1 The Chief Executive Officer is responsible for ensuring day to day implementation of the policy. Individual staff will consider the implications in respect of their own areas of work and advise the Chief Officer of any issues or training needs that arise.

11.2 This Equal Opportunities Policy will be explained to all staff, volunteers and trustees as part of our induction procedures.   Training will be offered on all aspects of the policy.

11.3 Staff and trustees will be asked to sign to confirm that they have read and understood the Equal Opportunities Policy

12.0 Monitoring and Review

12.1 The (*INSERT YOUR ORGANISATION NAME HERE*) Executive Committee will review this policy each year. It will review monitoring information, consider progress in all of the above areas and agree priority areas for action to be incorporated into the work programme for the following year.

12.2 The Executive Committee will agree objectives and outcomes to be incorporated into the annual work programme and progress will be reported in the Chief Executive’s quarterly reports and reviewed at the end of each year.  
