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Statement On Equal Opportunities

Valuing Diversity & Equality          

1. POLICY STATEMENT

Sheffield Mencap/Gateway Club recognises that there are disadvantaged groups of people in our Society.  This organisation affirms it has a responsibility for combating the causes of these disadvantages.

Sheffield Mencap/Gateway Club are striving to be an Equal Opportunities organisation. Our  policy is to ensure that no person is rejected for employment, voluntary work, or participation in any of its activities or generally treated less favourably than anyone else, on the grounds of  race, colour, nationality, religion, disability, sex, age, marital status, sexual orientation, caring responsibilities for dependants, offending background or by conditions or requirements which cannot be shown to be justifiable within the context of this policy.

Sheffield Mencap/Gateway Club will take positive action to ensure that services to, and contacts with, other groups and individuals reflect its Equal Opportunities Policy.

Sheffield Mencap/Gateway Club are committed to a programme of action to make this policy fully effective and will ensure that all individuals connected with the provision of services will actively promote this policy.

Monitoring and evaluation of this policy will be carried out regularly to ensure good practice.

2. RECRUITMENT AND PROMOTION PRACTICES

Sheffield Mencap/Gateway Club will through recruitment and promotion practices, redress any present imbalances in staffing structures.

2.1 All job descriptions and job advertisements will include an  Equal Opportunities  statement/monitoring form

2.2 All application forms will include a statement explaining the reasons for monitoring

2.3 In all cases' consideration will be given to advertising in the ethnic minority press

2.4 In its recruitment policy Sheffield Mencap/Gateway Club will seek to develop personnel specifications which will recognise the importance of relevant experience

2.5 Short listing and interviewing panels will include representatives from at least two of the following:

· Women

· Funding 

· Sheffield Mencap Trustees

· Project Manager

· People with a learning disability

2.6
Reasons for decisions at short-listing and interviews will be recorded for the purpose of monitoring

2.7
Acceptance of the Equal Opportunities Policy will be a condition of employment

2.8 All procedures relating to recruitment shall also apply to procedures for promotion

· As an organisation using the Criminal Records Bureau (CRB) Disclosure service to assess applicants’ suitability for positions of trust, Sheffield Mencap and Gateway complies fully with the CRB Code of Practice and undertakes to treat all applicants for positions fairly.  It undertakes not to discriminate unfairly against any subject of a Disclosure on the basis of a conviction or other information revealed.

· Sheffield Mencap and Gateway is committed to the fair treatment of its staff, potential staff or users of its services, regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, physical/mental disability or offending background.

· We have a written policy on the recruitment of ex-offenders, which is made available to all Disclosure applicants at the outset of the recruitment process.

· A Disclosure is only requested after a thorough risk assessment has indicated that one is both proportionate and relevant to the position concerned.  For those positions where a Disclosure is required, all application forms, job adverts and recruitment briefs will contain a statement that a Disclosure will be requested in the event of the individual being offered the position.

· Where a Disclosure is to form part of the recruitment process, we encourage all applicants called for interview to provide details of their criminal record at an early stage in the application process.  We request that this information is sent under separate, confidential cover, to a designated person within [Organisation Name] and we guarantee that this information will only be seen by those who need to see it as part of the recruitment process.

· Unless the nature of the position allows Sheffield Mencap and Gateway to ask questions about your entire criminal record, we only ask about ‘unspent’ convictions as defined in the Rehabilitation of Offenders Act 1974.

· We ensure that all those in Sheffield Mencap and Gateway who are involved in the recruitment process have been suitably trained to identify and assess the relevance and circumstances of offences.  We also ensure that they have received appropriate guidance and training in the relevant legislation relating to the employment of ex-offenders, e.g. the Rehabilitation of Offenders Act 1974.

· At interview, or in a separate discussion, we ensure that an open and measured discussion takes place on the subject of any offences or other matter that might be relevant to the position.  Failure to reveal information that is directly relevant to the position sought could lead to withdrawal of an offer of employment. 

· We make every subject of a CRB Disclosure aware of the existence of the CRB Code of Practice and make a copy available on request.

· We undertake to discuss any matter revealed in a Disclosure with the person seeking the position before withdrawing a conditional offer of employment.

· Having a criminal record will not necessarily bar you from working with us.  This will depend on the nature of the position and the circumstances and background of your offences.

We actively promote equality of opportunity for all with the right mix of talent, skills and potential and welcome applications from a wide range of candidates, including those with criminal records.  We select all candidates for interview based on their skills, qualifications and experience.
3.
TRAINING
Sheffield Mencap/Gateway Club recognises the importance of training as a key factor in the implementation of an effective equal opportunities programme and will ensure the following takes place:

· Provision will be made within the organisation for all staff, volunteers, service users and members to receive appropriate training as part of normal policy

· All staff and committee members with responsibility for recruitment, selection and promotion procedures will receive training and information to ensure that they are familiar with relevant legislation and codes of good practice

4.
SERVICE PROVISION

Sheffield Mencap/Gateway Club will take positive action to ensure that its services, to, and contact with, service users, other groups and individuals reflect its own Equal Opportunities Policy.  This will be affected by the following:

· Steps will be taken to identify and consult with service users, other groups and individuals having specific requirements as to how the organisation’s services may be improved to meet these requirements

· Ensuring that all individuals that represent the organisation are aware, of, understand, and operate the organisation’s Equal Opportunities Policy

5.
PROMOTION OF THE EQUAL OPPORTUNITIES POLICY

5.1
Sheffield Mencap/Gateway Club Equal Opportunities Policy will be sent to all Society members, with a recommendation that they endorse it

5.2
All staff and Committee members representing the organisation on other bodies should actively promote the adoption of an Equal Opportunities Policy within these organisation’s

6.
EMPLOYERS RESPONSIBILITIES

6.1
The Trustee’s of Sheffield Mencap/Gateway Club will be responsible for the following :

· Implementation and monitoring of the Equal Opportunities Policy
· Ensuring that all individuals within the organisation whether paid or unpaid, clearly understand what is expected of them in carrying out the Equal Opportunities Policy, and receive appropriate training or information
· That the Equal Opportunities Policy Statement will be made known to all employees, volunteers, members and committee members
· That no employee who has provided information about discrimination with be victimised
· Delegation of responsibility for ensuring implementation of the organisations Equal Opportunities Policy to the employee’s
7.
EMPLOYEES RESPONSIBILITY

7.1
Employee’s of Sheffield Mencap/Gateway Club will be required to undertake the following:

· Co-operate in measures introduced by the Trustees to ensure and promote equal opportunities and non-discrimination

· Will not themselves discriminate for example as supervisors or as representatives on interview panels

· Will not victimise any employee who has provided information about discrimination 

· Will bring to the attention of the Trustee’s any suspected acts of discrimination

8.
MONITORING AND EVALUATION

Sheffield Mencap/Gateway Club Trustees will set up an Equal Opportunities sub-group, including representatives from staff, volunteers, service users, Trustees and where appropriate a Trade Union representative, to monitor this Policy and ensure its effective implementation.  This group will carry out regular audits in the following areas:

· Publicity

· Job advertisements

· Job descriptions

· Short listing

· Composition of interviewing panels

· Selection

· Promotion

· Training and information

The sub-group will report, with recommendations, to the Trustees at least twice a year.

8.1
The Annual Report of the organisation will include a section on the implementation of the Equal Opportunities Policy

9.
REVIEW


The Equal Opportunities Policy will be reviewed by the Trustees of the organisation once a year prior to the Annual General Meeting.

10.
CONCLUSION


By the adoption, publication and implementation of this Equal Opportunities Policy, Sheffield Mencap/Gateway Club demonstrates its concern that the voluntary sector should play an active and important role in the promotion of equal opportunities.

Reviewed:  October, 2007
