EQUAL OPPORTUNITIES POLICY

Policy Statement

Bearwood College ("the employer") is an equal opportunity employer and is committed to a policy of treating all its employees, job applicants and scholars equally, on the basis of merit and suitability.

It is the policy of the employer to take all reasonable steps to employ and promote employees on the basis of their abilities and qualifications without regard to race, religion, colour, sex, age, national origin, disability, or sexual orientation, and to have due regard to the Race Relations (Amendment) Act 2000.  For the purposes of this Policy, the term “racial discrimination” includes “racial harassment”.
The employer will appoint, train, develop and promote on the basis of merit, ability and suitability alone.

In some instances, there may be practical restraints in terms of the employer’s freedom of action (eg a Houseparent of a girls’ boarding house would have to be female; a position with substantial unsupervised access to children could not be taken by someone with a record of criminal under-age sexual offences; a maintenance worker would need to be adequately ambulant etc).

Employees have a duty to co-operate with the employer to ensure that this policy is effective to ensure equal opportunities and to prevent discrimination.  Disciplinary action will be taken against any employee who is found to have committed an act of improper discrimination.  Serious breaches of the equal opportunities policy will be treated as gross misconduct.

Employees must not harass or intimidate other employees on the grounds of race or sex, disability or sexual orientation.  Such behaviour will be treated as gross misconduct in accordance with the disciplinary procedure.

Employees should draw the attention of their immediate superior to suspected discriminatory acts or practices.

Employees must not victimise or retaliate against an employee who has made allegations or complaints of sex or racial discrimination, or discrimination on the grounds of disability or sexual orientation, or provided information about such discrimination.  Such behaviour will be treated as gross misconduct in accordance with the disciplinary procedure.

Employees should support colleagues who suffer such treatment and are making a complaint.

Sources of Recruitment

The recruitment process must result in the selection of the most suitable person for the job in respect of experience and qualifications.

Advertisements

When advertising job vacancies, in order to attract applications from all sections of the community, the employer will, as far as reasonably practicable:-

(a) ensure advertisements are not confined to those areas or publications which would exclude or disproportionately reduce the numbers of applicants of a particular gender or racial group

(b) avoid prescribing any unnecessary requirements which would exclude a higher proportion of a particular gender or racial group

(c) avoid prescribing any unnecessary requirements as marital status

(d) publish vacancies (they may be filled by promotion or transfer) to all eligible employees in such a way that they do not restrict applications from employees of any particular race or gender

(e) not recruit new employees solely on the recommendation of an existing employee

(f) set age limits, as a matter of general recruitment policy or as a criterion of any specific job, only where they are justifiable and non-discriminatory.

Selection Methods

The selection process is carried out consistently for all jobs at all levels.  The employer ensures that this Equal Opportunities Policy is available to all staff and in particular is given to all staff with responsibility for recruitment, selection and promotion.

The selection of new staff is based on the job requirements and the individual's suitability and ability to do, or to train for the job in question.

Selection Tests (where applicable)

Selection tests which are used are limited to questions relating to the particular job and/or career requirements.  The tests measure the individual's actual or inherent ability to do or to train for the work or career.  Thus, questions or exercises on matters which may be unfamiliar to racial minority applicants or applicants of a particular sex are not included in the tests if they are unrelated to the requirements of the particular job.

The tests which are used are be reviewed from time to time in order to ensure that they remain relevant and free from any unjustifiable bias, either in content or in scoring mechanism.

Applications and Interviewing

All applications are processed in the same way.

The staff responsible for short listing, interviewing and selecting candidates are clearly informed of the selection criteria, and of the need for their consistent application.

Wherever possible, all applicants are interviewed by at least two people.

All questions that are put to the applicants relate to the requirements of the job.

If it is necessary to assess whether personal circumstances will affect the performance of the job (for example, if the job involves unsociable hours or extensive travel) this is discussed objectively, without detailed questions  based on assumptions about race, sex, religion, national origin, sexual orientation, disability, marital status, children and domestic obligations.

Promotion, Transfer and Training

The employer takes such measures as may be necessary to ensure the proper training, supervision and instruction for all Department Heads in order to familiarise them with the employer's policy on equal opportunities, and in order to help them identify discriminatory acts or practices and to ensure that they promote equal opportunity within the departments for which they are responsible.

All persons responsible for selecting new employees, employees for training, whether induction or promotion training, or for transfer to other jobs, are instructed not to discriminate on gender or racial grounds and on the grounds of the employee's disability or sexual orientation.

Where a promotional system is in operation, the assessment criteria are examined to ensure that they are not discriminatory.

The promotional system is checked from time to time in order to assess how it is working in practice.

When a group of workers predominantly of one race or sex is excluded from access to promotion, transfer and training and to other benefits, the promotional system is reviewed to ensure that there is no unlawful, indirect discrimination.

Where general ability and personal quality are the main requirements for promotion to a post, care is taken to consider favourable candidates of all races and both sexes with different career patterns and general experience.

Terms of employment, benefits, facilities and services

All terms of employment, benefits, facilities and service are reviewed from time to time, in order to ensure that there is no unlawful discrimination on the grounds of race, gender or marriage or any discrimination based on disability or sexual orientation

Grievance, disputes and disciplinary procedures 

All allegations of sex or racial discrimination or discrimination on the grounds of disability or sexual orientation will be dealt with seriously, confidentially and speedily.

The employer will not ignore or treat lightly grievances or complaints from members of a particular sex or racial group on the assumption that they are over sensitive about discrimination.

Monitoring equal opportunity

The employer will regularly monitor the effects of selection decisions and personnel practices and procedures in order to assess whether equal opportunity is being achieved.

The employer will, from time to time, look at:-

(a) The sex and ethnic composition of the work force of each department and changes in distribution over periods of time.

(b) The selection decisions for recruitment, promotion, transfer and training, according to the sex or racial group of candidates, and the reasons for those decisions.

The employer will, from time to time, review the selection criteria and personnel procedures to ensure that they do not include requirements or conditions which constitute, or may lead to, unlawful indirect discrimination.

Designation by the Secretary of State

As the College has been designated by the Secretary of State as having religious character, preference may be given, in connection with the appointment, promotion or remuneration of teachers, to those whose religious beliefs are in accordance with the tenets of the Church of England.  The College may also have regard, in connection with the appointment and/or termination of the employment of a teacher to any conduct on his part which is incompatible with the principles, or with the upholding of the tenets, of the religion of the College.  This provision does not extend to non-teaching staff.  However, in some circumstances, possessing a particular religion or belief may be a determining occupational requirement.

Scholars

The College aims not to discriminate on the grounds of race, religion, colour, gender, marital status, age, national origin, disability, or sexual orientation in affording terms of education and providing benefits, facilities and services for scholars.

The College’s admissions procedures are reviewed from time to time to ensure that they are appropriate for achieving equal opportunities and for avoiding unlawful discrimination.

In accordance with recommended practice, the ethnic composition of all scholars is monitored, anonymised where possible.

Appropriate training is provided to enable staff to uphold the College’s commitment to equality of opportunity.
The Bearwood College Policy Documents are revised and published periodically in good faith.  They are inevitably subject to permanent revision.  On occasions a significant revision, although promulgated within College separately, may have to take effect between the re-publication of the entire set of Policy Documents.  Care should therefore be taken to ensure, by consultation with the Senior Management Team, that the details of any Policy Document are still effectively current at a particular moment.

While this current Policy / Procedure Document may be referred to elsewhere in Bearwood College documentation, including particulars of employment, it is non-contractual.

ANNEX 1 TO EQUAL OPPORTUNITIES POLICY
SEXUAL HARASSMENT
Forenote:  this document is an annex to the College’s Equal Opportunities policy document
Principles

Bearwood College is concerned to ensure that sexual harassment does not occur in respect of any College workers, whose dignity should be respected at all times.  The College has due regard for relevant legislation, especially the Sexual discrimination Act, and seeks to take appropriate note of guidance from the Equal Opportunities Commission (such as “Sexual Harassment: Guidance for Managers and Supervisors”; and “Sexual Harassment: Managers’ Questions Answered”).

Definitions and Background

Sexual harassment may include:

· unwanted physical contact

· making obscene or suggestive remarks

· abusing managerial authority by making work opportunities conditional upon a close relationship

· ‘eyeing someone up’ and leering

· making personal and intrusive comments about physique or clothing

· pestering someone for a relationship or following them around

· repeatedly socialising after work after it has been made clear such attentions are unwelcome

· trying to share personal information about one’s sex life

· using sexually explicit or degrading language

· creating an oppressive atmosphere by eg

· downloading pornography from the web

· circulating emails with innuendo or ‘dirty’ jokes

· having offensive posters or calendars around

· potentially offensive banter

· indirect harassment (eg excluding people from work teams, meetings or networking events, ignoring people or assigning tasks usually associated with individual sexes)

Sexual harassment does not have to occur over a period of time; one incident may be enough if it is particularly serious.

The College is responsible for preventing harassment against:

· employees

· agency workers
· ex-employees where the discriminatory act is closely connected to their employment

· job applicants

· contract workers including consultants and other professionals

· students on work experience

· volunteers if they receive an allowance or are contracted to provide a service

· Governors and Trustees

· Parents, guardians and other associated persons

Procedure

In the event of a member of College staff observing what they adjudge to be a discriminatory act taking place, they should refer the matter to a member of the Senior Management Team.

In the event of a member of staff, or another person for whom the College has a responsibility as detailed above, adjudging that they have been discriminated against under relevant legislation, they should refer the matter to a member of the Senior Management Team.

Depending on the circumstances of the case, staff may find it appropriate that inter alia the following Policy Documents may be relevant:

· Disciplinary Procedure (Staff)

· Language Policy and Procedure

· Whistleblowing Policy and Procedure
Immediate Action on Perceiving Harassment
Staff who experience any form of unwelcome approach from other staff, contractors or pupils should ask the name of the perpetrator (if unknown), and immediately distance themselves from the perpetrator stating that they will refer the matter to a member of the Senior Management Team.  They should then report the matter as quickly as possible.
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ANNEX 2 TO EQUAL OPPORTUNITIES POLICY
RECRUITMENT OF EX-OFFENDERS
As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants’ suitability for positions of trust, Bearwood College complies fully with the CRB Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of a conviction or other information revealed.

Bearwood College is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/,mental disability or offending background.

Bearwood College has a written policy on the recruitment of ex-offenders, which is made available to all Disclosure applicants at the outset of the recruitment process.

Bearwood College actively promotes equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records.  We select all candidates for interview based on their skills, qualifications and experience.

For all positions at Bearwood College a Disclosure is required.  All application forms, job advertisements and recruitment briefs contain a statement that a Disclosure will be requested in the event of the individual being offered the position.  As a Disclosure is to form part of the recruitment process, Bearwood College encourages all applicants called for interview to provide details of their criminal record at an early stage in the application process.  This information should be sent under separate, confidential cover, to a designated person with Bearwood College and we guarantee that this information will only be seen by those who need to see it a part of the recruitment process.

Unless the nature of the position allows Bearwood College to ask questions about a criminal record, we only ask about ‘unspent’ convictions as defined in the Rehabilitation of Offenders Act 1974.

We ensure that all those in Bearwood College who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences.  We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, eg the Rehabilitation of Offenders Act 1974.
At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position.  Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment.

Bearwood College makes every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available on request.

Bearwood College undertakes to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.

Having a criminal record will not necessarily bar you from working with us.  This will depend of the nature of the position and the circumstances and background of your offences.

The Bearwood College Policy Documents are revised and published periodically in good faith.  They are inevitably subject to permanent revision.  On occasions a significant revision, although promulgated within College separately, may have to take effect between the re-publication of the entire set of Policy Documents.  Care should therefore be taken to ensure, by consultation with the Senior Management Team, that the details of any Policy Document are still effectively current at a particular moment.
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