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EQUAL OPPORTUNITIES POLICY 
Purpose
It is the policy of Greater Manchester Chamber of Commerce to treat job applicants and employees in the same way, regardless of sex, pregnancy, trans-gender status, sexual orientation, religion or belief, marital status, civil partnership status, age or perceived age, race, colour, nationality, national or ethnic origins or disability.
Scope

This policy, procedure and practices will be kept under review.  This policy shall be implemented in accordance with the appropriate requirements of the Equality Act 2010, Race Relations Act 1976, the Sex Discrimination Act 1975, the Equal Pay Act 1970, the Social Services Act 1989 and the Disability Discrimination Act 1995, the Equality (Sexual Orientation) Regs 2003, the Equality (Religion or Belief) Regs 2003 and the Employment Equality (Age) Regulations 2006.
Although the overall responsibility for achieving, promoting and providing equality of    opportunity rests with the employer, Greater Manchester Chamber of Commerce employees at every level have a responsibility to own and promote the policy.

Equal Opportunities Statement
Greater Manchester Chamber wholeheartedly supports the principle of equal opportunities in employment and opposes all forms of unlawful or unfair discrimination on the grounds of race, nationality, ethnic origin, marital status, sex or disability.  We believe that it is in the company’s best interests, and those of all who work in it, to ensure that the human resources, talents and skills available throughout the community are considered when employment opportunities arise.

Every possible step will be taken to ensure that individuals are treated equally and fairly and that decisions on recruitment, selection, training, promotion and career management are based on objective criteria.

Policy

The Chief Executive of Greater Manchester Chamber has overall responsibility for Equal Opportunities Employment Policy within the organisation.  The Chief Executive has designated the HR Advisor as responsible for day to day implementation and regular monitoring of the effectiveness of the policy.

Senior Managers / Directors will ensure that all managers and staff responsible for or involved in drafting job descriptions, job advertisements, application sifting, selection interviewing, confirming of appointments, completion of annual appraisals, consideration of candidates for training and development opportunities and temporary or substantive promotion shall be made aware of and act in accordance with the policy.  Furthermore appropriate training will be given to staff to increase their awareness of their role in implementing the equal opportunities policy.

Greater Manchester Chamber will develop and implement processes which will provide data on the composition of the workforce.  This data will be analysed by the Senior Managers / Directors on an annual basis.  The data will be provided by the HR Advisor with a supporting narrative highlighting any areas of concern for future action.
Procedure
The company is an equal opportunity employer.  Equal opportunity is about good employment practices and efficient use of our most valuable asset, our employees.  Every manager and employee has personal responsibility for the implementation of the policy.  Any instance of doubt about the application of the policy or other questions, should be addressed to the line manager in the first instance as should requests for special training.  Further clarification should be sought from the HR Advisor or your Line manager. 
The company will not discriminate on grounds of sex, pregnancy, trans-gender status, sexual orientation, religion or belief, marital status, civil partnership status, age or perceived age, race, colour, nationality, national or ethnic origins or disability.
The policy applies to the advertisement of jobs, recruitment and appointment to them, training, conditions of work, pay, discipline and capability, resignations, redundancies and dismissals.

Complaints

An employee, who feels he/she is subject to any discriminatory behaviour or action whether it is direct or indirect, will have immediate access to the Grievance Procedure.

Recruitment
Direct discrimination will be treated as a disciplinary matter and will be dealt with under the Disciplinary Procedure. 

A statement to the effect that Greater Manchester Chamber operates an Equal Opportunities Policy will be included in all job advertisements.

External advertising of vacancies will be on a sufficiently wide basis to attract as wide a range of suitably qualified applicants as possible. All advertisements will be given an appropriate circulation.

The selection process will be carried out according to objective, job related criteria.

A Recruitment and Selection Guide is available via the Corporate Newsboard and to     all managers involved in the recruitment process.  Application forms and interview records should be retained for a reasonable period after completion of a recruitment campaign to ensure that a detailed response can be given to those rejected candidates who challenge the fairness and objectivity of the recruitment process.
Staff Training and Appraisals
All employees required to select staff should undergo appropriate training in the company policy and the law.

Training opportunities will be made available to all employees throughout the company regardless of sex, pregnancy, trans-gender status, sexual orientation, religion or belief, marital status, civil partnership status, age or perceived age, race, colour, nationality, national or ethnic origins or disability.
Line managers will be responsible for ensuring that selection criteria for training and development are objective and they do not directly or indirectly discriminate in their application against of sex, pregnancy, trans-gender status, sexual orientation, religion or belief, marital status, civil partnership status, age or perceived age, race, colour, nationality, national or ethnic origins or disability of the candidates.

Standards of performance appraisal will be regularly reviewed by the designated senior manager to ensure consistent equal standards across Greater Manchester Chamber are applied.  Managers will be kept informed of all outcomes.

Terms and Conditions
No member of staff will receive less favourable terms or conditions because of sex, pregnancy, trans-gender status, sexual orientation, religion or belief, marital status, civil partnership status, age or perceived age, race, colour, nationality, national or ethnic origins or disability.
Specific religious needs, where practicable, will be accommodated and flexible working arrangements may be made available by prior arrangement with senior management.

Where operational needs permit, requests for part-time working or job sharing will be considered positively.
Disablement
Employees who are disabled or become disabled in the course of their employment should inform and may also wish to advise the company of any “reasonable adjustments” to their employment or working conditions which they consider to be necessary or which they consider would assist them in the performance of their duties.  Careful consideration will be given to any proposals of this nature and all information will be treated in confidence.

Grievance Procedure

Any member of staff may use the grievance procedure to complain about discriminatory conduct.  If the matter relates to sexual or racial harassment or harassment on the basis of disability then the grievance may be raised directly with the HR Advisor or line manager.  The company is concerned to ensure that staff feel able to raise such grievances and no individual will be penalised for raising such a grievance unless it is untrue and made in bad faith.  The grievance procedure forms part of the Staff Handbook.

Disciplinary Procedure
Greater Manchester Chamber will take seriously all complaints of discrimination,       victimisation or harassment and they may warrant action under the disciplinary procedure.  Procedures for discipline handling form part of the Staff Handbook.

Monitoring
All employees will be asked to complete a form denoting sex, race, ethnic origin and any disabilities.  The company guarantees that this form will be used for the purpose of monitoring the effectiveness of its equal opportunities policy only. 

Reviewing This Policy
No policy document is static and must be subject to change. It's the company’s intention to keep this policy and its existing codes of practice under review, to ensure that the company’s commitment to equality of opportunity as set out in its policy statement is adopted and implemented. 
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