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EQUALITY, DIVERSITY AND INCLUSION
POLICY AND PROCEDURES




1. Introduction
1.1
The purpose of this policy is to promote equal treatment for all staff, volunteers, applicants for jobs and service users and ensure that this is managed in such a way that Age UK Wigan Borough (AUK WB) complies with equality legislation and codes of practice, including, but not limited by the Equality Act 2010, the Human Rights Act 1998 and other legislation as amended from time to time.

1.2 
The Chief Officer has overall responsibility for the Equality, Diversity and Inclusion policy and its effective implementation.

1.3
This policy incorporates the Age Discrimination Policy (P02/08) and the Human Rights Policy (P25/08).

2. Scope 
2.1
All AUK WB employees (permanent and temporary staff working under a contract of service), volunteers, all job applicants, agency staff, contractors and consultants are covered by this policy and expected to fully comply with it.                    
3. Policy statement 
3.1 
AUK WB has a commitment to promoting equality, diversity and inclusion.  We believe that harnessing differences will create a productive environment in which everybody feels valued, where their talents are being fully utilised and in which organisational goals are met.  This commitment underpins the purpose and activities of AUK WB and we will manage and put it into practice.

3.2
 We will treat people fairly, with respect and dignity and not tolerate discrimination, victimisation or harassment on the grounds of age, disability, gender, gender reassignment, HIV status, marital/civil partnership status, race, religion/belief, sexual orientation, pregnancy/maternity or any other individual characteristic which may limit a person’s opportunities in life.
3.3
We recognise that every person is an individual with different needs, preferences and abilities.  We will aim to reflect this diversity, including making our services inclusive and accessible to older people from all sections of the community and working to attract and retain a diverse workforce.
3.4
In addition to ensuring that we meet legislative requirements, our policies and practices will seek to incorporate good equality and diversity practices and meet best practice guidelines. 

3.5 
Our policies aim to eliminate any discriminatory practices and to promote equality of opportunity for all those involved in the work of the organisation, including staff, volunteers and individuals to whom we provide services.
3.6
All those involved in managing and delivering services on behalf of the organisation will be required to give personal commitment to, and actively promote this policy.

3.7 
On-going monitoring and review of AUK WB activities will be carried out to measure the effectiveness of our policies.  All necessary steps will be taken to update these and to make positive changes in any areas where the potential for improvement is identified.

4. Job design, Recruitment and Selection 
4.1 
The design of jobs, working hours and related practices can discriminate directly or indirectly against certain groups of applicants. As vacancies arise or departments are restructured, the requirements of individual jobs will be reviewed and redesigned where necessary in order to ensure the broadest possible range of potential applicants of suitable calibre. 
4.2
The Recruitment and Selection Procedures (P38/09) outline how we ensure that a fair, non-discriminatory process is followed when recruiting new staff members.

4.3
AUK WB recognises that staff’s circumstances may change and they may need to request a change to their working arrangements. Where this is the case, they should follow the procedure outlined in the Flexible Working Policy (P70/14).


5. Training 
5.1 
All new staff members will be required to undertake training on equality and diversity as part of their induction. 
5.2 
Further training will be offered throughout employment as appropriate to staff post and responsibilities. 
5.3
AUK WB training programmes will be designed to support the aims of the charity, taking into account its Equalities and Diversity initiatives. AUK WB aims to eliminate stereotyping, prejudice, or any form of discrimination from all internal courses. 
5.4 
Every effort will be made to select external courses which will also meet these requirements. 
5.5
The criteria for selecting staff for training opportunities will be according to the charity's needs but must be non-discriminatory. The criteria will be based upon organisational priorities, individual needs and the availability of resources. Whenever practicable, a range of learning methods will be considered to achieve the same training outcomes to accommodate the needs of a diverse workforce, including consideration of learning style preferences. 
6. Performance Review and Evaluation 
6.1 
All staff will have regular performance reviews and an annual performance evaluation.  This is detailed in the Performance Review and Evaluation Policy (P03/10).  
7. Redeployment and Redundancy 
7.1 
The Redundancy Policy and Procedures (P74/08) outline the process we will take to ensure fairness when faced with redundancy decisions to ensure that it is conducted in a manner which avoids any direct or indirect discrimination. Specific statutory protection applies to persons who are either pregnant, on maternity, adoption, shared parental and parental bereavement leave, or who are nursing mothers. 

8. Discipline & Dismissal

8.1 
In situations involving discipline and dismissal, the organisation will follow the organisation’s Disciplinary Procedure (P11/08), will implement relevant legislation and will seek to develop and apply best practice in equality & diversity. The Disciplinary policy & procedures conform to the ACAS Code of Practice.
8.2 
The disciplinary procedure applies to all employees of the organisation, outside of their probationary period, and will be applied fairly and consistently when dealing with disciplinary or dismissal matters.

9. Information and Communication Provision  
9.1
AUK WB will aim to implement the standards outlined in the Accessible Information Standard.
9.2
When appropriate, clients will be asked if they have any information/communication needs.  Where these are identified, they will be recorded on Charitylog on the front record page under the ‘notes’ section, so that it is easily picked up on by other staff members.

9.3
Where necessary, AUK WB will provide interpreters, sign language speakers, information in braille and similar support to enable people to interact with us.

9.4
A summary of tips for face-to-face and printed communication is in Appendix One.
10. Premises and Activities

10.1
Where feasible and within financial constraints, AUK WB will use premises that are suitable for people with disabilities.  When possible, we will make reasonable adjustments to ensure that staff, volunteers and service users are not discriminated against.

10.2
Where we use external premises for activities, these will be risk assessed to ensure that they are suitable and unlikely to exclude groups of people.
11. Age UK Wigan Borough Policies

11.1 
All AUK WB’s policies are designed to promote equal opportunity and protection for all staff. 

11.2 AUK WB is also committed to ensuring that it recognises cross cultural differences. To this end, AUK WB acknowledges different religious/festival requirements and aims to take steps to accommodate reasonable requests for annual leave during such periods. 
12. Monitoring 
12.1 
AUK WB will undertake monitoring to ensure its compliance with its commitment to Equality and Diversity. Monitoring will include:
· Monitoring of people applying to work with us to ensure that our recruitment systems are fair;
· Monitoring of staff and volunteers who work with us to understand how our workforce is made up;

· Monitoring of service users to identify where gaps are.
12.2 
The resultant statistics will be analysed by the Central Services Manager, and reported periodically to the Board of Directors to provide a basis for planning and developing future policies

13. Communication 

13.1 
The details of this policy will be communicated to all new starters as part of AUK WB’s induction procedures and to current staff. Additional communication will be undertaken as appropriate, according to need. All job applicants will be given details of this policy upon request. 
14. Adherence to policy 
14.1
It is the responsibility of managers to: 

·       ensure that at least the minimum standards established within this policy are adhered to within their area of responsibility; 

·       review the effectiveness of the policy and any/all associated action plans in their area of responsibility. 

14.2 
All staff, at every level, must: 

·      co-operate with any measures introduced to ensure equality in the organisation; 

·      report any suspected discriminatory acts or practices; 

·      not induce or attempt to induce others to practice unlawful or inappropriate discrimination; 

·      not victimise anyone as a result of them having reported or provided evidence of discrimination; 

·      not harass, abuse or intimidate others on account of their race, gender etc; 

·      not attempt to discourage job applicants from applying for, or taking up a post; 

·      actively participate in any Equalities and Diversity training event they are invited to attend.
14.3
Failure to comply with this policy may lead to disciplinary action being taken. 

15. Grievances and complaints 
15.1 
Any member of staff who has a concern regarding the application of this policy should normally make use of AUK WB’s Grievance Procedure (P20-08). Where there is a concern regarding harassment, the procedure within the Unacceptable Behaviour Policy (P48-08) should be followed. 
15.2
Use of the grievance procedure does not affect an employee’s right to make a claim to an employment tribunal within three months of the alleged discrimination.
16. Responsibility 
16.1 
All those persons referred to within the scope of this policy are required to be familiar with the terms of this policy. 

16.2 
Individual managers are required to keep within the spirit and intent of the policy. Any queries on the application or interpretation of this policy must be discussed with the Chief Officer prior to any action being taken. 

Appendix One: Advice from Accessible Information: Implementation Guidance v1.1  
Tips for clear face-to-face communication

· Make sure you have the person’s attention before trying to communication with them.  If they do not hear you, try waving or tapping them lightly on the shoulder.

· Identify yourself clearly.  Say who you are and what you do – it may be more relevant to explain your reason for seeing the person rather than your job title.

· Check that you are in the best position to communicate.  Usually this will be facing the person but consider whether seated or standing is more appropriate.  Communication at eye level is usually easiest so if you are speaking to a wheelchair user, consider sitting down if possible.

· Find a suitable place to talk with good lighting and away from noise and distractions.  If a window is directly behind you, you are harder to see because of the light coming in.
· Speak clearly and a little slower than usually but do not shout.

· Keep your face and lips visible.  Do not cover your mouth with a hand, your hair or clothing.  

· Use gestures and facial expressions to support what you are saying.

· If necessary, repeat phrases, re-phrase the sentence or use simpler words or phrases.

· Use plain, direct language and avoid using figures of speech such as ‘it’s raining cats and dogs’ or euphemisms such as ‘expecting the patter of tiny feet’.

· Check if the person has understood what you are saying.  Look for visual clues as well as asking if they have understood.

· Encourage people to ask questions or request further information.  Ask if they would like anything in writing as a reminder or reference.

· Try different ways of getting your point across.  For example, writing things down, drawing or using symbols or objects to support your point.

Tips for Printed Communication

· Use a minimum font size of 12 point, or if practical 14 (which is readable by a significantly greater number of people).
· Use a clear, uncluttered and sans serif font such as Arial.

· Align text to the left margin and avoid ‘justifying’ text.
· Ensure plenty of ‘white space’ on documents, especially between sections. Avoid squashing text onto a page and include a double-space between paragraphs.

· Print on matt, not gloss paper.

· If someone has dyslexia, it is better to use cream or pastel coloured paper, rather than white

· Use page numbers

· If printing double sided, ensure that the paper is of sufficient thickness to avoid text showing through from the other side.

· Use descriptions to explain diagrams or photographs.

· Keep copies of information you print out so that you can re-print in a larger format or convert to an alternative format if required.
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