Equal Opportunities Policy TEMPLATE
 
1. Who is covered by this policy? 
 
All staff, trustees, volunteers and associates 
 
2. What is covered by this policy? 
 
This policy sets out [Organisation Name] commitment to equal opportunities in all areas of its activities. It includes specific actions relating to employment, promotion and provision of services, and accessibility. 
 
3. Purpose 
 
[Organisation Name] believes staff and users have the right to be treated equally and with respect and have the responsibility to treat others equally and with respect.  
 
4. The Policy 
  
[Organisation Name] staff and trustees are committed to the promotion of equal opportunity in its employment practice and services. 
 
[Organisation Name] supports UK legislation and policy-making designed to tackle discrimination, based on age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex or sexual orientation.  [Organisation Name] is opposed to behaviour, attitudes and actions which discriminate directly, indirectly, harassment or victimisation against individuals or communities. 
 
[Organisation Name] reserves the right to discontinue contractual and supplier agreements with organisations or individuals found to be in breach of our Equal Opportunities Policy. 
 
[Organisation Name] staff have individual responsibility to observe the Equal Opportunities Policy, Equal Opportunities Act 2010 and any other relevant legislation.  It is a disciplinary offence for any member of staff to obstruct or be in breach of the Policy.  Any grievance on the part of a member of staff will be dealt with in accordance with [Organisation Name] Disciplinary and Grievance Procedure. 
 
[Organisation Name] aims to be an Equal Opportunities employer by action in the following areas: 

5. Employment 
 
· Attaining a diverse workforce which is representative of the areas it is drawn from and the beneficiaries it serves. 
· Increasing staff awareness and understanding of equal opportunities. 
· Ensuring staff input is encouraged and responded to at all levels of planning and delivery of services. 
· Ensuring transparency of policy and procedures and access to information. 
· Ensuring all staff can give their best, where discrimination, bullying, harassment and victimisation will not be tolerated, and where decisions are based on merit (apart from limited exceptions allowed under the Equality Act). 
· Regarding breaches of the equal opportunities policy as misconduct and dealing with these through the organisation’s disciplinary and grievance procedure. 
 
6. Recruitment and selection 
 
· Ensuring job descriptions and person specifications exist for all posts and are available to all staff. 
· Ensuring that members of staff on temporary contracts will, under normal circumstances, be required to go through a formal recruitment procedure in the event that the job becomes permanent.  However, [Organisation Name] reserves the right to appoint temporary staff into permanent posts if the decision is warranted. 
· Reviewing employment practices and procedures when necessary to ensure fairness, and to take account of changes in the law. 
· Under normal circumstances, advertising all job vacancies internally, including those for fixed-term contracts of three months or more. 
· [Organisation Name] will usually advertise its employment opportunities through a range of local and/or national newspapers and other media, including those targeted at specialist and minority readerships, and through recruitment agencies.   
· [Organisation Name] will under normal circumstances pay particular attention in drawing up job descriptions, person specifications and advertisements to encourage members of disadvantaged groups to apply. 
· [Organisation Name] recognises that some posts could be suitable for job sharing.  Such posts will be advertised as being considered for job-share. 
· Ensuring that interviews will always be carried out by two permanent members of staff.   
 
7. Service provision 
· Ensuring accessibility of premises. 
· Ensuring transparency of policy and procedures and access to information. 

8. Monitoring, Review, and Transparency
· This policy and its associated objectives will be reviewed by the Board of Trustees at least [annually/biennially].
· Environmental performance data (e.g., energy use, waste) will be included in the annual Impact Report or Trustees’ Annual Report to ensure transparency and accountability to our donors and beneficiaries.
· The policy will be clearly communicated and made accessible to all staff, volunteers, trustees, and interested external parties (e.g., potential funders).
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