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What is it and why should I have one?
An equal opportunities policy is a statement of your organisation’s commitment to equality, diversity and human rights.  

Given the breadth of discrimination law, it is essential that you familiarise yourself with your legal obligations as an organisation.  If an organisation employs any staff at all, it should have an equal opportunities policy in place.

An equal opportunities policy is particularly useful if you are working with diverse communities because it:

· Demonstrates your commitment to equalities

· Helps to guide your staff on specific areas of work

· Demonstrates to others that you have fair principles that you stick to

· Can help to show that you are complying with the Equality Act 2010
· Is something that funders will look for when you are applying for funding


Your policy
When creating and developing your equal opportunities policy, it is important that you tailor it to your organisation to make it meaningful and relevant.  

The best policies are ones that have been developed with its service users, staff and any other key stakeholders (such as trustees). By giving these people the opportunity to feed into your policy, you can not only benefit from their expertise, but also ease the process of communicating and implementing your policy later on.

Here is a brief outline of what you might want to include:

1. Your statement or purpose – this is a statement about your organisation and the purpose of the equal opportunity policy. For instance, the purpose of your policy might be to communicate your commitment towards equality of opportunity to your staff.   Another reason may be to clarify your position (as an organisation) on discrimination within the workplace. Your statement may include some supporting statements, such as:
· Your vision, guiding principles or aims – that you have in relation to equalities. For instance: ‘to oppose to all forms of unlawful and unfair discrimination and actively work to promote equality of opportunity’.  Or ‘to uphold a good working environment where all people are treated with dignity and respect’.
· Your commitments – you might want to outline the groups of people you aim to protect, such as the nine protected characteristics (or any others that you want to highlight, such as cultural or political beliefs or caring responsibilities.  You may also want to include your commitment to the core principles of human rights.  For example, if your organisation works predominantly with women you might want to mention that you uphold the principles of the CEDAW (Convention on the Elimination of Discrimination Against Women).
· Related policies and procedures – you may want to list any other related policies or procedures you have in place, to show how this fits into the wider organisation.

2. Procedural guidance – This section acts as guidance for staff when they come across any issues related to equality of opportunity. It can describe what to do in certain circumstances, highlight specific tasks, and clarify whose responsibility it would be. Think about:

· Advertising posts – What will you do (if anything) to ensure that people from ethnic minority groups and disabled groups and other under-represented groups are encouraged to apply.  How widely will you advertise your posts to make sure that it is an open process? 

· Language – How will you ensure that the language you use is not discriminatory?  
Tip: you may want to avoid using stereotypes or make assumptions about people, particularly in job descriptions and supporting information.

· Recruitment and selection – How will you make sure that your recruitment process is in line with your guiding principles towards equalities? You may want to list what you will and will not tolerate. 
· Shortlisting – It is good practice to involve at least two members of staff in the short listing of jobs. Any ‘interests’ should be declared and all those involved in the selection process could receive training on non-discriminatory selection processes.
· Reasonable adjustments – In line with your responsibility under the Equality Act 2010, what ‘reasonable’ adjustments are you able to make to overcome a factor which puts a disabled employee, job applicant or trustee at a disadvantage? What reasonable adjustments will be made to allow selected candidates to attend interviews? You may want to ensure that interviews will not be held on religious observance days or holidays  

· Access to services – Are your services accessible to all? Are there any exceptions? Do you actively encourage particular groups of people?  Your equal opportunities policy should not stop at human resources, it should relate to every aspect of your organisation and the services that you offer.  It is about equality of opportunity for service users, which follows the same principles as employment of staff.

· Complaints – employees, volunteers and service users who believe that they have suffered any form of discrimination, harassment or victimisation should be entitled to raise the matter through your grievance procedure. Your grievance procedure should include a name of someone that they can report the complaint to and a supporting statement of how it is likely to be addressed; for instance: “All complaints will be dealt with seriously, promptly and confidentially. Victimisation will result in disciplinary action and may result in dismissal. 
3. Monitoring and evaluation forms – does your recruitment pack and any relevant evaluation forms (such as training and events)  include an equality monitoring form that asks for details such as age, sex, sexual orientation, ethnic origin and disability? This should be anonymous and hence separated from the main form for monitoring purposes (preferably by a separate member of staff or department) before the applications are passed on to be shortlisted. Although this is not a legal obligation, without this information, it is extremely difficult to monitor access to your job opportunities and services. Clearly state your purposes, eg ‘this form is for monitoring purposes only’.

Monitoring equalities can be a useful tool to show funders that you are engaging and reaching communities of interest as well as gathering evidence to demonstrate need.  However, you must be very careful that you comply with the Data Protection Act and that the information is not being used to discriminate in any way. It is against the law to use equalities monitoring in a discriminatory way; for instance to turn someone away from your event because they are disabled, or too old.  

· Under-represented groups – the details on the monitoring sheet can be collected and analysed against the profile of people actually obtaining jobs. Where people from under-represented groups do not appear to be applying for, or gaining particular posts, you can take positive action to redress the imbalance by encouraging applications from those groups where appropriate.
· Data protection – when dealing with private and confidential information, make sure you are up to date with the latest data protection legislation.  You will need to state how this document (or any information collected in relation to this document) will be used and who you will share it with.    

4. Implementing your policy – this section should outline how you hope to achieve your aims and how the policy will be put into practice. Think about:

· An action plan – with specific actions and responsibilities for people within your organisation and deadlines for when it should be completed.

· Communication – how will you communicate the policy to employees, job applicants and others (agency workers, volunteers, contractors). For instance, will you use application or induction packs, employment contracts, staff handbooks, team meetings and staff notice board?
· Training – will you offer relevant equalities and human rights training to staff, managers, committee members or volunteers?

· Job descriptions and work objectives – you could make sure that your equal opportunities policy is written into job descriptions and work objectives.
5. Monitoring and Reviewing your policy – It is up to you to develop an effective monitoring system and to address any areas that are under-represented, particularly in terms of employment. You might want to review your policy on an annual basis. 

For any further information, guidance and support, please visit www.gmvss.net/equalities
Key Words





Equality Act 2010 – A piece of legislation that brings together all the previous laws around equality into one single place





Physical barrier – Something which physically prevents users from accessing a service





Protected characteristic – nine areas that have been identified and protected through the Equality Act 2010, such as age, gender and disability
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Further support and useful links:


For more information and guidance on Equal Opportunities Policies in general, please visit:


The Equality and Human Rights Commission - � HYPERLINK "http://www.equalityhumanrights.com" �www.equalityhumanrights.com�


Rights and Dignity of Persons with Disabilities - www.un.org/disabilities/  


For an example of an equal opportunities policy, supporting statement and accessibility guidelines - www.tameside.gov.uk/equalopportunities 

















