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Equal Opportunities, Equality and Dignity at Work Policy

The Company is committed to a policy of equal opportunities and equality in employment, not
only for legal requirements, which necessitate compliance, but more importantly, the provision
of equal opportunities is fundamental to the way in which we function as a business. The
promotion of an effective policy fits naturally into the business environment, how we deal with
our customers and our internal procedures for employees.

The Equality Act 2010 brings together and re-enforces aspects of previous legislation. The same
‘groups’ are covered but are now known as ‘protected characteristics..

The Company will take all reasonable steps to employ, train and promote employees on the
basis of their experience, abilities and qualifications without regard to race. colour, ethnic origin,
nationality, national origin, religion or belief as well as caste, sex, sexual orientation, gender
reassignment, age, marital or civil partnership status, disability or political opinion/affiliation. The
Company will also take all reasonable steps to provide a work environment in which all
employees are treated with respect and dignity, and that is free of harassment based upon an
employee’s race, colour, ethnic origin, nationality, national origin, religion or belief, sex, sexual
orientation, gender reassignment, age, marital or civil partnership status or disability. The
Company will not condone any form of harassment, whether engaged in by employees or by
outside third parties who do business with the Company.

Employees have a duty to co-operate with the Company to ensure that this policy is effective in
ensuring equal opportunities and in preventing discrimination, harassment or bullying. Action
will be taken under the Company's disciplinary procedure against any employee who is found to
have committed an act of improper or unlawful discrimination, harassment, bullying or
intimidation. Serious breaches of this equal opportunities and dignity at work statement will be
treated as potential gross misconduct and could render the employee liable to summary
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dismissal. Employees should also bear in mind that they can be held personally liable for any
act of unlawful discrimination. Employees who commit serious acts of harassment may also be
guilty of a criminal offence.

You should draw the attention of your manager to suspected discriminatory acts or practices or
suspected cases of harassment. You must not victimise or retaliate against an employee who
has made allegations or complaints of discrimination or harassment or who has provided
information about such discrimination or harassment. Such behaviour will be treated as

potential gross misconduct in accordance with the Company’s disciplinary procedure.

Policy

The Company is, therefore, committed to providing equality of opportunity for all employees by:

0 preventing any form of direct or indirect discrimination or victimisation or bullying. This
includes sexual banter and offensive/suggestive comments which could be deemed

harassment

0 promoting a good and harmonious working environment where all individuals are treated
with respect and dignity and in which no form of intimidation or harassment and
discrimination will be tolerated

o fulfilling all legal obligations under relevant National and European Union legislation and
associated Codes of Practice

0 being committed to ensuring customers are treated in a fair and equitable manner in our
dealings with them and that all employees are protected from harassment and
discrimination in their dealings with our customers.

Legislation

Legislation covers age, gender, marital or family status; gender reassignment; race, colour,
nationality, ethnic or national origin; disability; sexual orientation, religion/belief: trade union
membership or non-membership and in Northern Ireland political opinion. There are significant
penalties associated with unlawful discrimination for both the organisation and the individual.
All employees, therefore, have a duty and a responsibility to respect this policy and act in
accordance with it. Acts which breach this policy will not be tolerated and will be regarded as
misconduct, which could lead to disciplinary proceedings being taken against the offending
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employee in accordance with the disciplinary procedure. Under equal opportunities legislation
employees can be made personally liable for acts of discrimination.

If anyone believes that he/she has suffered any form of discrimination, harassment or
victimisation he/she is entitled to raise the matter through the formal Grievance Procedure. Acts
which breach this policy will not be tolerated and will be regarded as misconduct, which could
lead to disciplinary proceedings being taken against the offending employee in accordance

with the disciplinary procedure.

Legislation also covers witnesses to any unacceptable act if they feel the conduct they have
witnessed creates an offensive and degrading environment for them.

Discrimination

Unfair and unlawful discrimination in employment occurs as a result of prejudice,
misconception and stereotyping which hinders the proper consideration of an individual's skills,
abilities, potential and experience. It can be direct or indirect, intentional or unintentional.

Unlawful direct discrimination occurs when a person is treated less favourably than another on
the grounds of gender or marital status; age, race, colour, nationality or ethnic or national origin
or sexual orientation or religion or belief where the reason for the less favourable treatment is
that he/she suffers from a disability, is pregnant or on maternity leave; and in Northern Ireland
political opinion. Direct discrimination, for example, can occur where a person is refused a job,
training or promotion in any of these circumstances.

For the purposes of the Disability Discrimination legislation, the definition of ‘disability’ is far
wider than what may be expected of preconceived notions of disability in common parlance. In
terms of the Disability Discrimination Act 1995, an employee may be disabled if he/she suffers
from a physical or mental impairment, which has a substantial and long-term adverse effect on
his/her ability to carry out, normal day-to-day activities. The following have been held to amount
to a ‘disability: agoraphobia, ME, HIV, anxiety and depression, schizophrenia and learning
disability.

Disability Discrimination occurs when an individual is unjustifiably disadvantaged in
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employment or recruitment for a reason connected with his or her disability unless the
discrimination cannot be avoided, by making reasonable adjustments. For example - failure to
recruit a wheelchair user, without first considering whether the working arrangements or
premises can reasonably be adapted to the individual's needs.

Unlawful indirect discrimination occurs when a condition or requirement is applied to all
people, but which in practice is such that fewer people in certain groups are able to comply and
it can not be shown to be justifiable. Some practices may look fair, but have unintended
discriminatory effects.

Indirect discrimination on the grounds of race can occur for example, where a company makes
a GCSE or Higher Grade English qualification a requirement as a selection criterion. This would
have a disparately adverse impact on people educated overseas and may not be justified if all
that is required for the job is to demonstrate a level of literacy.

Victimisation can occur when a person is treated less favourably than another, because he/she
has brought proceedings, given evidence or complained about the behaviour of someone who
has been discriminating against him/her or harassing him/her or others. Victimisation itself can
be unlawful.

Associative Discrimination

It is forbidden to discriminate against someone because they associate with someone who has a
protected characteristic.

This includes race; religion or belief: sexual orientation; age; disability; gender reassignment and
sex.

Perceptive Discrimination

It is forbidden to discriminate against a person because you or one of your colleagues thinks
they have a protected characteristic.

This includes race; religion or belief: sexual orientation: age; disability; gender reassignment and
sex.

Indirect Discrimination
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It is forbidden to have a rule, policy or practice which applies to all employees but particularly
disadvantages people who share a protected characteristic. This is opposed to direct
discrimination where someone is treated less favourably because they have or are thought to
have a protected characteristic.

This includes race, colour, ethnic origin, nationality, national origin, religion or belief, sex, sexual
orientation, gender reassignment, age, marital or civil partnership status or disability.

Harassment

Any harassment is forbidden even if caused by individuals who are not employees of the
Company, but only if it has occurred on at least two previous occasions.

Disability

It is forbidden to treat a person unfavourably because of something connected with the
disability eg. spelling mistakes due to dyslexia. It is now unlawful to ask after health of an
employee or candidate unless certain circumstances are present.

Gender Reassignment

There is protection for transsexual people and the individual is no longer required to be under med
supervision to be protected. Transgender people such as cross-dressers who are not transsexual are |
protected.

Equal Pay

It is unlawful to not pay the same rate for the same work.

Pay Secrecy

It is unlawful to prevent or restrict an employee establishing if pay differences do exist.

Equal Opportunities Awareness

There are significant penalties associated with unlawful discrimination for both the Employee
and the Company. The excuse of 'not knowing about the legislation is not an acceptable
defence; therefore, it is important that we are all aware of our responsibilities in this regard. It is
up to each of us, and particularly management, to promote self-awareness and to cultivate the
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appropriate business behaviours amongst employees who report to them.

It is important that we do not allow unfair or unjustified assumptions about specific groups of
people to influence our behaviour and interactions in the workplace.

Recruitment, Advertising and Selection

The recruitment process will be conducted in such a way as to result in the selection of the
most suitable person for the job in terms of relevant experience, abilities and qualifications. The
Company is committed to applying its Equal Opportunities Policy Statement at all stages of
recruitment and selection.

Advertisements will encourage apr
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