	
	



EQUAL OPPORTUNITIES AND DIVERSITY 


Definition

We will foster a working environment in which all employees are treated with courtesy, dignity and respect.  We shall continually strive to eliminate all bias and unlawful discrimination in relation to job applicants, employees, our business partners and members of the public.  

This policy is integral to the values of Carillion and will apply to:

· All existing employees

· All potential employees

· Sub-contractors

· Workers (as defined by employment legislation, and to include agency temps)

· Partners

· Self-employed people

Scope

This policy is integral to our values.

Objectives

· To have a workforce that represents and responds to the diversity of our customers and today’s society

· Improved safety and quality provided by a balanced and productive workforce

· Better public image and market position, leading to improved links with the community in which we work

· Adherence to legal requirements
· Lower staff turnover, absenteeism and sickness levels leading to cost savings.

· Provide a fair working environment in which discrimination will not be tolerated
· Creating a working environment free from discrimination, harassment, victimisation and bullying
· To work towards finding ways for under represented groups to fully realise their potential within the Carillion Organisation and to take reasonable steps to help such groups 
· Ensure that all employees are aware of the Group Equal Opportunities and Diversity Policy and provide any necessary ongoing training to enable them to meet their responsibilities under it.
· Carillion PLC also recognises the merit of developing a workforce that incorporates the many diverse skills and backgrounds available from within the total population and accordingly, will strive to become an organisation that will recognise, value and understand diversity and to provide its employees with genuine opportunities to improve and reach their full potential.  

Principles

By implementing this policy we will improve individual and organisational performance.

· It is unacceptable for any applicant, employee, worker, supplier or member of the public to be discriminated against, either directly or indirectly, on such grounds as race, colour, ethnic or national origin, sex, marital status, pregnancy, age, disability, part-time or fixed term status, responsibility for children or dependants, sexual orientation, gender re-assignment, religious or political beliefs, trade union membership and irrelevant criminal convictions, (future references will be referred to as ”all grounds for discrimination”).  In certain circumstances, indirect discrimination may be justified and is not therefore unlawful.
· All breaches of this policy will be taken seriously by the company and could lead to formal disciplinary action being taken, which in some cases could lead to dismissal. 
· The company will adhere to, as a minimum, to the compliance requirements of the following legislative Acts associated with this policy:

· Employment Relations Act 1999

· Employment Rights Act 1996

· Disability Discrimination Act 1995

· Race Relations Act 1976 

· Sex Discrimination Act 1975

· The Rehabilitation of Offenders Act 1974

· Race Relations Amendment Act 2000

· Equal Pay Act

· Review annually our selection processes and procedures to ensure that all applicants are treated fairly during recruitment processes and in accordance with legislation and The Codes of Practice covering all ‘grounds for discrimination’.

· Ensure that opportunities for training and career development are made equally available to all suitably qualified employees, basing decisions only on the aptitudes and abilities of the individual and on the requirements of the job.

· Regularly review procedures and selection criteria for promotion to ensure that individuals are selected and treated according to their relevant individual abilities and merits

· Every employee has a responsibility to ensure the effective implementation of this policy, and to contribute to its promotion throughout the company.

· This policy must underpin all people-related activity in the company
· Should any aspect of this policy be breached the Company’s disciplinary procedures will be implemented.

GUIDELINES

MANAGE In operating this policy, special attention should be paid to the following areas:

1
Recruitment and Selection

To ensure the widest possible pool of applicants and to ensure that selection decisions are based entirely on merit by:

Advertising so that the widest possible pool of applicants is reached

Designing role profiles/job descriptions, person specifications 

Ensuring that interviews and other selection methods are conducted fairly and consistently

Will strive to monitor all applications and employees for sex, ethnic origin, nationality, age, and disability 
Setting terms and conditions

(See Recruitment and Selection Policy for further clarification – to follow)

Job Advertisements & Job Design   Please refer to the Recruitment & Selection Policy
Managers will take all reasonable steps to employ employees based on their abilities and qualifications without regard to any ‘grounds for discrimination’.

Job Applications & Interviews  Please refer to the Recruitment & Selection Policy (to follow)
Recruiting Managers will receive guidance, training and clear instructions as to how the recruitment process should be conducted.  The aim is to provide a process that is consistent and fair to all so as not to unlawfully discriminate against particular applicants.

The information required of job applicants and the questions put to them at interviews will relate to the requirements of the job.  

Selection  Please refer to the Recruitment & Selection Policy (to follow)
When assessing the suitability of an employee for a particular post, no decision should be taken which cannot be objectively justified, in the particular circumstances.  The selection of new staff will be based on the job requirements and the individual’s suitability and ability to do, or train for, the job in question.  All applicants will be treated equally. Disabled applicants may be treated differently in order to enable them to compete at the same level.

2
Terms, Benefits, Facilities and Services

Generally, the Company makes no distinction in relation to the terms, benefits, facilities and services, which it provides to its employees, other than when in relation to business and market conditions

3
Learning and Development

Access to learning and development opportunities will be provided based on individual and organisational need and wherever possible linked to the appraisal process.

Monitor participation in learning activities.

(See Learning and Development policy for further guidance – to follow)

3.1 
Providing training on Equal Opportunities

The company carries out staff, supervisory and management training at all levels both at Learning Works and also on sites and in offices, to meet local demands.  An important part of this training will be related to equal opportunities.

3.2
Selecting employees for training

All persons responsible for selecting employees for training, whether induction or promotion training or for transfer to other jobs, will have been advised of their obligations not to discriminate on the grounds referred to above.

4
Promotion and Career Progression

Employees will be given opportunities for promotion and career progression within the business depending on their job related competencies (as laid down in the agreed role profile) qualifications, abilities, skills training and experience, and in accordance with the future needs of the business. 

5
Discipline and Grievance

(See Discipline and Grievance policy for further guidance.)

6
Discrimination, Harassment and Bullying

The Company regards bullying, discrimination and harassment, which have the effect of insulting and demeaning the employee against whom they are perpetrated as forms of intimidation.  Such behaviour is totally unacceptable in the working environment or at any other work related social event and the Company will take positive action to prevent its occurrence.  This encompasses discrimination, harassment and bullying on “all grounds for discrimination” as referred to earlier in the Policy.

Definitions for Indirect and Direct discrimination can be found in the tools section.

7 
Applicants/Employees with a Criminal record

There are important social and business arguments for employers facing up to the challenge of employing people with criminal records in a responsible and balanced way that maintains a duty of care to employees and customers, protect business interests and gives access to the widest pool of talent.

In making employment decisions, line managers should make objective assessments, adopt an open mind and focus on merit and ability to do the job. Consideration should be given to extenuating circumstances, the nature and relevance of the offence, the potential risks involved in employing the offender, if and how these could be sensibly and effectively managed.  When making decisions we must also consider our duty to provide a safe working environment for all employees.

8
When Leaving the Company

Voluntary resignations – conduct exit interviews and monitor reasons for leaving.

Other leavers – the relevant policies will be applied, underpinned by this policy.

9
When things go wrong?

Managers, Supervisors and employees need to be aware of the correct procedure for handling complaints associated with discrimination or harassment.  In addition, Managers and Supervisors need to be trained how to handle matters of this nature, which are frequently very sensitive, confidential, and sometimes difficult to substantiate.  It is also most important that all concerned appreciate the need to act quickly to deal with allegations of discrimination, harassment or bullying.

What about Me?

· We will take your complaint seriously

· Speak to your Line Manager, make a note of when you first raise your concerns

· Take a colleague with you for support

· Ask the Line Manager what steps they are going to take and when you can expect to hear from them

· If you prefer, contact your HR Business Partner direct

· If you do not believe that you have been taken seriously then escalate the complaint to the next level

· Avoid discussing your complaint with others apart from the trusted colleague

· Be assured that you will not be ignored or suffer victimisation because of your complaint.

· The company employs the services of an independent counselling service ‘First Assist’ who can be contacted in strict confidence on 0800 716 017 (Code 70812)

Procedure for Complaints

Any form of discrimination harassment or bullying is subject to disciplinary action.  Details of the Grievance and Disciplinary Policy can be found in the Staff and Employee Handbook and on the intranet.  

If a complaint against an individual is proven, that person will be subject to disciplinary action. 

All cases of harassment will continue to be monitored in accordance with legislation 

Informal Action

In the spirit of our value of openness, all employees are encouraged to resolve any situation of perceived discrimination, harassment or bullying, by talking directly, politely and unambiguously to the person concerned, who may be unaware that their behaviour is unacceptable.  This approach may be with a sympathetic colleague in attendance, or made on your behalf by such a person from within the Company.  However, if this informal approach is not possible, or does not have the desired effect and the conduct continues, or it is not appropriate to resolve the problem informally, then employees should follow the formal complaints procedure set out below.

Formal Complaints

Please refer to the Company Grievance Policy.  

Unfounded complaints, which are not upheld but made in good faith, will not be subject to disciplinary action

All parties concerned are obliged not to discuss the matters under investigation either with each other or any other person not directly related to the investigation.

Victimisation or Retaliation

The Company will take all reasonable steps to ensure that employees are protected against victimisation or retaliation for bringing a complaint on any aspect covered by this policy.  It is unlawful and a disciplinary offence to victimise or retaliate against an employee for bringing a complaint in accordance with the policy.

ROLES & RESPONSIBILITIES

	Role


	Responsibilities

	Business Group MD / Shared Services Leader
	· Via the HR Director for ensuring that all staff are aware of changes in legislation and that the Company observes the Codes of Practice issued by the Commission of Racial Equality, the Equal Opportunities Commission and the Disability Rights Commission

· Failure to comply may result in the company and an individual having legal proceedings taken against them

	Managers and Supervisors
	· Ensure that no unacceptable behaviour takes place in the specific areas of the business for which they are responsible.

· Ensure that the people for whom they are responsible know that such behaviour is unacceptable and what to do if it occurs.

· Ensure that they do not ignore, trivialise, or treat lightly grievances or complaints from members of a particular group or any complaint of discrimination on the assumption that the individual is over-sensitive about discrimination.  All complaints must be treated seriously.  

· Failure to carry out their duties in respect of equal opportunities may result in disciplinary action being taken against the Manager or Supervisor concerned. Failure to comply may result in the company and an individual having legal proceedings taken against them.

	All Employees   
	· The duty to co-operate with the Company to ensure that the Equal Opportunities and Diversity Policy is effective and to ensure that they and their colleagues are treated with respect and dignity.

· Have a positive duty to report any incidents of bullying, harassment or discrimination of which they become aware.

· Support colleagues who suffer harassment; discrimination or who are being bullied and making a complaint. 

· Make it clear to their colleagues that they find such behaviour unacceptable.

	
	Monitoring

	Recruitment Agency / Job Applicant
	· Equal opportunities data to be obtained as per Policy, Data to be retained by Agency.  

	Recruiting Manager
	· Raw data to be retained on file for a period of one year.

· Summary of data by vacancy to be produced and provided to HR upon request

	Line Manager
	· Line manager to hold exit interviews or ensure completion of reason for leaving form

	Learning Works
	· Record and monitor people attending training courses as per policy.

	HR
	· Provide Equal Opportunities data to managers, business units and to Carillion plc as requested.

	Employee Relations
	· Review Equal Opportunities & Diversity Policy every 6 months











































































































	

	
	
	
	



