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Sample policy

	Introduction


This Equality and Diversity policy statement outlines (Your organisation) commitment to respond to existing legislation and guidance from government, and encouragement within wider society, to address equality and diversity issues in our recruitment and employment processes, volunteering, governance and management structures and our service development activities.  

This policy is supported by:

· Equality legislative framework

· (Your organisation)  policies and procedures, including:

· recruitment and employment terms and conditions

·  training and staff development 

· Customer Care and Complaints policies

· Equality strategy action plan to be developed in  2010

	Values of (Your organisation) 


· exists to develop, support and promote local voluntary and community action in Ealing 

· recognises that every human being has a right to equal recognition and fair and appropriate treatment and opportunities regardless of:

· gender, age, ethnic origin, refugee status, disability, sexual orientation, marital status, education, religious beliefs, caring commitments, class, employment status, spent criminal offence, mental/physical health problems, HIV or AIDS status or disadvantage by conditions or requirements which cannot be shown to be justifiable 

· believes that:

· everyone is different, and values the unique contribution that individual  experiences, knowledge and skills make in delivering high quality services to Ealing groups and residents

· it has a responsibility to provide an environment characterised by dignity and mutual respect, in which people want to work and volunteer

· it is working towards a just and participatory society

· everyone has equal rights to work towards social justice and to  participate in decision-making processes and local action

· it has a role to affirm and enable Ealing residents to play an active part in their community, both individually and collectively; it will give priority to working with communities and groups whose full participation in society is limited by economic and social  disadvantage and/or discrimination

(Your organisation) is committed to taking action to promote equality and to value diversity and will work to address unfair treatment, discrimination and prejudice where found within the workplace, in its work with partners and in the sector.

	The Case for Diversity


(Your organisation) operates in a diverse and rapidly changing environment. It provides support services to over 800 voluntary and community groups across the borough, including: large, small and newly established groups, and Black, Asian and Minority Ethnic (BAME) and new communities, providing a wide range of services to local communities.  Diversity provides opportunities for (Your organisation) to grow and adapt by:

· recruiting an increased and wider range of members 

· better meeting the needs of existing members 

· moving into new areas of activity 

· increased creativity and innovation

· using our influence to enable improved partnership outcomes for groups 

· finding and keeping talented and able staff, volunteers and trustees

Diversity therefore gives (Your organisation) a key opportunity to develop its potential, both to deliver its objectives and to respond to its challenges.  Diversity should be seen as a key principle underpinning our structure and our activities. 

	Recruitment, Employment and Professional Development


(Your organisation) will strive to become a model employer by ensuring that:  

· no applicant, employee or volunteer receives less favourable treatment or is disadvantaged by conditions or requirements that cannot be shown to be justifiable

· wherever possible within project budgets, (Your organisation) will advertise posts or volunteer opportunities through appropriate community or specialist media 

· all staff and volunteers have access to appropriate induction period, regular supervision and an annual job appraisal

· employment terms and conditions reflect current legislation, good practice and fairness

· we appoint staff within an agreed framework of terms and conditions 

· we make staff aware of the policies that encourage flexible ways of working, including:  right to request flexible working, job sharing and job splitting, reduced hours,  time off for dependents leave.

· employment and volunteer opportunities are offered to people with disabilities;  where possible within project budgets, (Your organisation) will provide additional aids and equipment or adjustments to the working environment to meet the needs of staff or volunteers with disabilities

· it monitors recruitment of all posts, including the use of different media for recruitment; 

· a report on this equality and diversity policy’s effectiveness is given to the Board each year

	Learning and Development


(Your organisation) believes that all staff, volunteers and trustees should have access to development opportunities in order to carry out their jobs successfully and to be able to contribute as widely as possible to the positive achievements of the organisation.  (Your organisation) will achieve this by:

· ensuring that all staff and volunteers are made aware of the Training Policy and procedures for accessing CPD opportunities and actively encourage them to participate in learning

· ensuring that briefing on this policy forms part of the Induction procedure for trustees, staff, volunteers and volunteer trainers who work with the organisation

· making available, appropriate training to enable volunteer trainers to perform their jobs effectively.  The training offered will take into account the needs of all people

· providing information and training to staff and volunteers on a regular basis to promote understanding of and (Your organisation) commitment to equality and diversity; 

· monitoring training and development activities to ensure equality of access across all staff groups 

· ensuring that development and performance management activities such as appraisal are transparent and based on competence

	Board of Trustees


· the Board of Trustees is responsible for the implementation of the equality and diversity policy and will seek to provide resources for its implementation

· (Your organisation) will strive to ensure that the Board of Trustees reflects the community in Ealing by recruiting additional women, people from black and ethnic minorities and refugee communities and young people as Trustees

	Volunteers and Volunteering 


(Your organisation), through Ealing Volunteer Centre will: 

· promote volunteering to Ealing residents who are disadvantaged or who are from groups which are discriminated against

· recognise the fact that volunteers come from a broad cross section of the community and bring a diverse range of skills, experience and interests 

· recruit volunteers for part-time and full-time roles and for assignments of different durations

· ensure that all volunteers are made aware of the equality and diversity and other policies that inform (Your organisation) culture and development 

· make realistic budget provision for supporting volunteers in (Your organisation), including the reimbursement of out-of- pocket expenses

· ensure that volunteers are encouraged to participate in staff learning opportunities and that their views are considered when developing/implementing policies

· monitor take-up of volunteer places via EVC, to ensure that people from a range of backgrounds are involved in volunteering opportunities  

	Service Users


In order to meet the varied needs of service users (Your organisation) will endeavour to maximise access to services by:

· challenging unfairness and bias when found to be present in its relationship and/or with partners

· regularly reporting  its achievements in implementing this equality and diversity policy, to service users, funders and partners  

· developing and widely publicising an equality and diversity strategy, including Equality Impact Assessment tool 

· supporting local groups to capacity build to enable them to develop high quality, competitive services for their local communities

· facilitating and promoting partnerships between VCS groups and statutory partners to provide the best services to local people, whatever their background 

· ensuring that marginalised  groups (small, BAME, new communities and those disadvantaged by  geographical location) are made aware of local decision-making structures and are actively supported to access and participate

· continuing to develop and to widely promote new and innovative services within the sector, thus enabling groups to keep abreast of national and local priorities; ECVS will provide training, briefings and other support tools to raise the skills levels of groups most in need   

· where practical, holding meetings, events and training sessions at different times and different days and in accessible venues

· developing a comprehensive strategy to improve and extend ways to communicate and involve service users

· providing travel, childcare and dependency care costs where possible 

· provision of materials in forms, languages and formats appropriate to all users

· monitoring use of (Your organisation) services by different sections of the community

· monitoring the allocation of funding managed by (Your organisation) to make sure all groups have equal access to funding

	The Role of Staff, Volunteers, Trustees and Sessional Workers


All staff, volunteers, trustees and sessional workers have a responsibility to:

· ensure that the policy is put into practice and will be expected to commit to acting as ‘equality and diversity champions’ for (Your organisation)


· understand the value and benefits of equality and diversity 

· attend relevant training courses organised by (Your organisation) to raise awareness and develop skills to implement/manage equality and diversity issues 

· draw to the attention of their line manager, a senior staff member or Chair of Board of Trustees any instances of apparent discrimination or any perceived problem in relation to this policy

· work in ways that demonstrate a commitment to diversity


The Role of Managers

(Your organisation) managers have particular responsibilities to:

· ensure that this policy is implemented in the management of staff and volunteers 

· encourage all staff and volunteers to learn more about diversity and attend relevant training 

· promote a professional and positive work environment by ensuring that this policy is implemented e.g. by challenging behaviour, actions or decisions that breach the policy 

· raise awareness of equality and diversity, act as a role model for others and develop personal skills to handle issues relating to dignity and fairness at work 

· ensure that organisations that (Your organisation) works with have developed or are working towards adopting appropriate diversity policies and are aware of our policy and work on diversity issues

	Monitoring the Policy


To ensure that this policy is implemented effectively and in line with legislation and guidance, (Your organisation) will regularly collect data from job applicants, volunteers, service users and will report to the Board annually.  (Your organisation) will take action to address any identified shortcomings of the policy.

	Compliance with the Policy


(Your organisation) will investigate and take appropriate action in all reported incidents of:

· unlawful discrimination or unfair treatment
· bullying or harassment
· victimisation
Serious breach of the equality and diversity policy by a:

· 
staff member will be dealt with under the (Your organisation) disciplinary and grievance procedure

· volunteer will be dealt with through a one-to-one meeting with the Volunteer Centre Manager

· trustee will be dealt with through a report to the Board by the Chair or the Chief Executive as appropriate

Service users and job applicants who feel they have been discriminated against or unfairly treated, will be made aware of the complaints policy and procedure.

Adopted:    _______________________________

Scheduled Review date: _____________________

Review: __________________________________
Checklist for monitoring your Equality and Diversity Policy

	
	Yes
	No
	Action

	Governance

	Is specific reference made to equality in your organisation’s Mission Statement?
	
	
	

	Does your organisation have an Equality and Diversity Policy, and is it endorsed at the highest level of the organisation?
	
	
	

	Is your policy statement well publicised across the organisation and made known to all new and potential employees and to member/potential member organisations?
	
	
	

	Is there an action plan in place to implement the policy?
	
	
	

	Do you report on your progress in your annual report?
	
	
	

	Do your trustees receive regular monitoring reports on the implementation of the plan?
	
	
	

	Does your Board of Trustees or management committee reflect the diversity of the local voluntary and community sector?
	
	
	

	Staff and Employment

	Do managers have the skills and knowledge to implement and provide leadership on the policy?
	
	
	

	Are training opportunities available to staff, volunteers and trustees to ensure they are aware of their rights and responsibilities in this area?
	
	
	

	Does your organisation have an agreed recruitment and selection process which includes equality issues
	
	
	

	Do you take account of part-time workers’ hours when arranging staff meetings, training days etc?
	
	
	

	Do you have clear procedures relating to: maternity pay; parental and carers’ leave; paternity leave; part-time workers; flexible working?
	
	
	

	Do you have an equal pay statement?
	
	
	

	Are employment rights communicated to staff  (e.g. in a 

Staff handbook?)
	
	
	

	Do you take account of religious holidays other than Christian ones?
	
	
	

	Do you allow flexible working around time off for religious observances?
	
	
	

	Monitoring

	Does your monitoring system separate data about your 

Workforce on the basis of the 7 equality strands (see page 4)?
	
	
	

	Do you monitor service users on the basis of the seven equality strands 
	
	
	


	
	Yes
	No
	Action

	Network Organisations

	Are your members required to have an equal opportunities policy?
	
	
	

	Do you offer advice, guidance and training on equalities issues?
	
	
	

	Does the voluntary and community sector reflect the diversity of the community in your locality?
	
	
	

	Does your membership reflect the diversity of the local voluntary and community sector?
	
	
	

	Has your organisation mapped the diversity of the 
Voluntary and Community sector in your locality?
	
	
	

	Working with Diverse Communities

	Do you take positive steps to engage with organisations  

that may experience marginalisation?
	
	
	

	Do you challenge institutions, organisations and practices that are discriminatory?
	
	
	

	Does your publicity and promotional material demonstrate positive images of the diversity of your workforce and membership? 
	
	
	

	Does your organisation provide materials in translation or offer interpretation services?
	
	
	

	Has your organisation mapped the diversity of your local community?
	
	
	


Basic monitoring form

We would like to ensure that we are reaching all diversity groups in our work. To assist us with this, we would be grateful if you could complete this form. 

You do not have to provide all of the details, but please complete as much as you feel able to. This information is separated from personal details and information will only be used to improve upon our current practices. 

	1) What is your ethnic background?

Please tick one box to indicate your cultural background

	White

(   British

(   Irish

(   Any other white background

      (please write in) _____________________


	Mixed

(   White and black Caribbean

(   White and black African

(   White and Asian

(   Any other mixed background

        (please write in) ____________________

	Asian or Asian British

(   Indian

(   Pakistani

(   Bangladeshi

(   Other Asian background

       (please write in) ____________________


	Black or Black British

(   Caribbean

(   African

(   Other black background

        (please write in)  ____________________



	Chinese or other ethnic Group

(   Chinese

(   Other (please write in) ______________


	2) Are you:

(   Female 

(   Male

(   Transgender

(   Other (please write in) ________________

	3) Which age category are you in:

(   Under 16
(   16-21

(   22-39

(   40-49

(   50-65

(   66-74

(   over 75


	4) Faith:

(   None

(   Christian

(   Jewish

(   Muslim

(   Sikh

(   Hindu

(   Other (please write in) ________________



	6) Sexual Orientation


(   Lesbian

(   Gay  
              

(   Bisexual  

(   Heterosexual/ straight 


(   Prefer not to say
	5) Do you consider yourself to have a disability?

( Yes
( No


Equality and Human Rights Commission (EHRC) Monitoring Form

	What is your Ethnic Group (Options are based on the Census 2001 categories and are listed alphabetically)


White

	White, English, Scottish, Welsh, Northern Irish or British
	

	White, Irish
	

	White, Gypsy or Irish traveller
	

	Any other White background (write in) 




Mixed/multiple ethnic groups

	Mixed, White and Caribbean
	

	Mixed, White and African
	

	Mixed, White and Asian
	

	Any other mixed or multiple ethnic background (write in) 




Asian/Asian British

	Indian
	

	Pakistani
	

	Bangladeshi
	

	Chinese
	

	Any other Asian background (write in) 




African/Caribbean/Black/Black British

	Caribbean
	

	African
	

	Black British
	

	Any other African, Caribbean or Black background (write in)


	


Other ethnic group

	Arab
	

	Any other ethnic group (write in)


	

	Prefer not to say
	


What was your age last birthday

	16 - 24
	

	25 - 34
	

	35 - 44
	

	45 - 54
	

	55 - 64
	

	65 - 74
	

	75 or over
	

	Prefer not to say
	


What is your religion or belief, even if you are not currently practicing?

	No religion (including Humanist, Atheist or Agnostic)
	

	Christian (including Church of England, Catholic, Protestant and all other Christian denominations)
	


	Buddhist
	

	Hindu
	

	Jewish
	

	Muslim
	

	Sikh
	

	Any other religion or belief (write in)



	Prefer not to say
	


	Disability


The Disability Discrimination Act 1995 (which is has now been incorporated into the Equalities Act 2010) protects people with disabilities. The act defines a person as disabled if they have a physical or mental impairment, which has a substantial and long term (i.e. has lasted or is expected to last at least 12 months) and has an adverse effect on the person’s ability to carry out normal day-to-day activities. 

Do you consider yourself to have a disability according to the terms Disability Discrimination Act 1995

Yes 
( 

No
(
If you have answered yes, Please state the type or types of impairment that apply to you (If your disability does not fit any of these types, please mark Other)

	Physical impairment, such as difficulty using your arms or mobility issues which means using a wheelchair or crutches
	

	Sensory impairment, such as being blind / having a serious visual impairment or being deaf / having a serious hearing impairment
	

	Mental health condition, such as depression or schizophrenia
	

	Learning disability, (such as Down’s syndrome or dyslexia) or cognitive impairment (such as autistic spectrum disorder)

	

	Long-standing illness or health condition such as cancer, HIV, diabetes, chronic heart disease, or epilepsy
	

	Other (specify below if you wish)


	


	Gender

	Sexual Orientation


	Male
	

	Female
	

	Prefer not to say
	

	Heterosexual / straight
	

	Gay/lesbian
	

	Bisexual
	

	Others (specify below if you wish)




	Prefer not to say
	


	Is your gender identity different to the sex your were assigned at birth (For example, you were registered male at birth but now live as a woman)


	Yes
	

	No
	

	Prefer not to say
	


Equality Impact Assessment (EQIA) Template

First screen policy or activity to establish if it has any relevance to equality and diversity. Answer the questions below to find out whether an EQIA is needed. If it is, complete the form in section 2 and email to: …

Screening your policy for relevance to equalities and equalities duties 

Screening must be done during the development or design of the policy and before it goes to any group or committee for approval.  If it is going to the Board for approval, then it is a requirement of the Board that a full EQIA is carried out where the policy is found to be relevant to equality and diversity.

Screening is a short easy process which makes use of statistics, consultation outcomes, results of ethnicity monitoring, complaints, analysis of PALS, audit reports, research information, and reviews demographic data.  If there is no data, take action to collect the evidence of likely impact and revisit the document (it could be through PPI, research, consultations, desk research/interview, public health data).  When screening a policy or undertaking a full assessment you can involve your team, other colleagues or partners in the sector and together consider the full implications of the policy and improvements to be made.

Before you start screening do the following:

· Be clear about policy aims, purpose, objectives and outcomes and beneficiaries

· Use the evidence/data you have.  However, if you have none or require additional information to make an informed decision, the put monitoring in place/gather some data to support the process

· Ask the following questions and in conjunction with the evidence/data you have, your knowledge, expertise, partnership input, past experiences or research about how your policies have affected certain groups, national information about how some groups are affected by our activities/policies/decisions.

	Questions for You to use in the Screening Process  
	Yes
	No

	1) Does/will the policy or activity affect the public directly or indirectly?
	
	

	2) Have there been or likely to be any public concerns about the policy or proposal?
	
	

	3) Does the evidence/data show an existing or likely differential impact for the different strands of diversity? Age, gender, disability, race, religion, sexuality
	
	

	4) Do/will people who belong to the different strands of diversity have different needs, experiences, issues or priorities in relation to this policy or activity (use evidence)
	
	

	5) Could the policy or activity affect how services, commissioning or procurement activities are organised, provided, where and by whom?
	
	

	6) Could the policy or activity affect our workforce or employment practices?
	
	

	7) Have complaints been received from different equality groups about the effect of this policy, proposal or our activities in general (having no complaints does not always mean there is no issue – always advisable to find out)
	
	

	8) Does the policy involve or will it have an impact upon eliminating unlawful discrimination, promoting equality of opportunity and promoting good relations between diverse groups
	
	

	9) Is there likely to be an adverse/negative impact or risks to the organisation, for users, equality groups and staff if the policy or activity is implemented in its current format?
	
	


Nil impact        process stops here, see EQIA template, complete the screening section and return to …

Low impact     1 – 3 Yes’s, full EQIA required but not an immediate priority, you can prioritise for later on in the year

High impact    4 – 9 Yes’s, full EIA required and immediately using the EQIA template on the following page, do so in consultation with affected groups. 

Section 2 – Full Impact Assessment Template (EQIA)

Where a policy or activity has been screened and relevance to equalities/equalities duties established, you should undertake a full impact assessment in consultation with those directly affected or likely to be affected by the policy (policy in this context applies to strategies, decisions, plans, procedures, services, informal practices or customs which are embedded in core functions and written organisational policies). 

Organisation: ______________________     Completed by:___________________________________

New or existing policy:________________  Policy name:______________________________________

	1) The Policy

	What is the purpose of the policy?
	

	How do the aims of the policy fit in with your organisations priorities 
	

	Who will benefit from the policy? (in terms of different equalities groups)
	

	What outcomes are wanted from this policy?
	


	2) Data Collection

	What quantitative data do you have about the policy relating to equalities groups (e.g. monitoring data on proportions of service users compared to proportions in the population)?
	

	What qualitative data do you have on the different groups (e.g. findings from discussion groups, information from comparator authorities)?
	

	What gaps in data have you identified? (Have to put actions to address this in your action plan?)
	


	3) Impact 

Please complete the following tables using ticks. Consider the information gathered in section 2 of this assessment form, comparing monitoring information with census data as appropriate and considering any earlier research or consultation.

	Do you think that the policy impacts on people because of their age?

	
	Positive impact
	Negative impact
	None 
	Reasons for decision

	Young (Children and young people, up to 18)
	
	
	
	

	Older (Working age, and

above)
	
	
	
	

	Do you think that the policy impacts on people with a disability?

	
	Positive impact
	Negative impact
	None 
	Reasons for decision

	Visual impairment
	
	
	
	

	Hearing impairment
	
	
	
	

	Physically disabled
	
	
	
	

	Learning disability
	
	
	
	

	Mental health
	
	
	
	

	Other (HIV positive, multiple sclerosis, cancer, diabetes,

epilepsy)
	
	
	
	

	Do you think that the policy affects men and women in different ways?

	
	Positive impact
	Negative impact
	None 
	Reasons for decision

	Female
	
	
	
	

	Male
	
	
	
	

	Do you think that the policy impacts on transgender people

	
	Positive impact
	Negative impact
	None 
	Reasons for decision

	Trans communities (i.e. Trans-gender, transsexual

and transvestite

and gender reassignment)
	
	
	
	

	Do you think that the policy impacts on people because of their sexual orientation?

	
	Positive impact
	Negative impact
	None 
	Reasons for decision

	Gay men
	
	
	
	

	Lesbians
	
	
	
	

	Bisexual
	
	
	
	

	Do you think that the policy impacts on people on the grounds of their race?

	
	Positive impact
	Negative impact
	None 
	Reasons for decision

	Promoting equality of

opportunity
	
	
	
	

	Promoting good race

relations
	
	
	
	

	Eliminating unlawful

discrimination
	
	
	
	

	Do you think that the policy impacts on people because of their religion/belief?

	
	Positive impact
	Negative impact
	None 
	Reasons for decision

	Religion and Belief
	
	
	
	

	4) Summary

	Which equality groups have positive or negative impacts been identified for (i.e. differential impact).
	

	Is the policy directly or indirectly discriminatory under the equalities legislation?
	

	If the policy is indirectly discriminatory can it be justified under the relevant legislation?
	


	5) Action 
Please complete your action plan below. Issues you are likely to need to address include

• What consultation needs to take place with equality groups (bearing in mind any relevant consultation already done and planned corporate consultation exercises)

• What monitoring/evaluation will be required to further assess the impact of any changes on equality target groups



	Equalities Impact Assessment Implementation Action Plan

	Issue to be addressed
	Responsible Officer
	Action Required
	Timescale for completion 
	Action taken 
	Comments

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	6) Report and Publication

	Please record details of the report or file note which records the outcome of the EQIA together with any actions / recommendations being pursued (date, type of

report etc)
	

	Please record details of where and when EQIA results will be published?
	


Name of officer completing __________________________________________________

Signed _____________________________  Date _______________________________

Name of Manager authorising the assessment __________________________________

Signed _____________________________ Date ________________________________
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