Morham

+ Brotchie
PARTNERSHIP

DIVERSITY POLICY

POLICY STATEMENT

We recognise that discrimination and victimisation is unacceptable and that it is in the interests of
the Company and its employees to utilise the skills of the total workforce. It is the aim of the
Company to ensure that no employee or job applicant receives less favourable facilities or treatment
(either directly or indirectly) in recruitment or employment on grounds of age, disability, gender /
gender reassignment, marriage / civil partnership, pregnancy / maternity, race, religion or belief,
sex, or sexual orientation (the protected characteristics).

Our aim is that our workforce will be truly representative of all sections of society and each
employee feels respected and able to give of their best.

We oppose all forms of unlawful and unfair discrimination or victimisation. To that end the purpose
of this policy is to provide equality and fairness for all in our employment.

All employees, whether part-time, full-time or temporary, will be treated fairly and with respect.
Selection for employment, promotion, training or any other benefit will be on the basis of aptitude
and ability. All employees will be helped and encouraged to develop their full potential and the
talents and resources of the workforce will be fully utilised to maximise the efficiency of the
company.

Our staff will not discriminate directly or indirectly, or harass customers or clients because of age,
disability, gender reassignment, pregnancy and maternity, race, religion or belief, sex, and sexual
orientation in the provision of the Company’s goods and services.

This policy and the associated arrangements shall operate in accordance with statutory
requirements. In addition, full account will be taken of any guidance or Codes of Practice issued by
the Equality and Human Rights Commission, any Government Departments, and any other statutory
bodies.

OUR COMMITMENT

To create an environment in which individual differences and the contributions of all our staff are
recognised and valued.

Every employee is entitled to a working environment that promotes dignity and respect to all. No
form of intimidation, bullying or harassment will be tolerated.

Training, development and progression opportunities are available to all staff.

To promote equality in the workplace which we believe is good management practice and makes
sound business sense.



We will review all our employment practices and procedures to ensure fairness.

Breaches of our equality policy will be regarded as misconduct and could lead to disciplinary
proceedings.

This policy is fully supported by the directors.

RESPONSIBILITES OF MANAGEMENT

Responsibility for ensuring the effective implementation and operation of the arrangements will
rest with Directors. The Directors will ensure that they and the staff operate within this policy and
arrangements, and that all reasonable and practical steps are taken to avoid discrimination.

Each Director will ensure that:

o All their staff are aware of the policy and the arrangements, and the reasons for the policy;

e Grievances concerning discrimination are dealt with properly, fairly and as quickly as
possible;

e Proper records are maintained.

The HR Director will be responsible for monitoring the operation of the policy in respect of
employees and job applicants, including periodic audits.

RESPONSIBILITIES OF STAFF
Responsibility for ensuring that there is no unlawful discrimination rests with all staff and the

attitudes of staff are crucial to the successful operation of fair employment practices. In particular,
all members of staff should:

e Comply with the policy and arrangements;
e Not discriminate in their day to day activities or induce others to do so;

e Not victimise, harass or intimidate other staff or groups who have, or are perceived to have
one of the protected characteristics;

e Ensure no individual is discriminated against or harassed because of their association with
another individual who has a protected characteristic;

e Inform the HR Director if they become aware of any discriminatory practice.
THIRD PARTIES

Third-party harassment occurs where a Company employee is harassed, and the harassment is
related to a protected characteristic, by third parties such as clients or customers. We will not
tolerate such actions against its staff, and the employee concerned should inform a Director at once,
that this has occurred. We will fully investigate and take all reasonable steps to ensure such
harassment does not happen again.



RELATED POLICIES AND ARRANGEMENTS

All employment policies and arrangements have a bearing on equality of opportunity. The Company
policies will be reviewed regularly and any discriminatory elements removed.

RIGHTS OF DISABLED PEOPLE
The Company attaches particular importance to the needs of disabled people.
Under the terms of this policy, Directors are required to:

e Make reasonable adjustment to maintain the services of an employee who becomes
disabled, for example, training, provision of special equipment, reduced working hours. (NB:
managers are expected to seek advice on the availability of advice and guidance from
external agencies to maintain disabled people in employment);

e Include disabled people in training/development programmes;

e Give full and proper consideration to disabled people who apply for jobs, having regard to
making reasonable adjustments for their particular aptitudes and abilities to allow them to
be able to do the job.

MONITORING

The Company deems it appropriate to state its intention not to discriminate and assumes that this
will be translated into practice consistently across the organisation as a whole.

There will also be periodic assessments to measure the extent to which recruitment to first
appointment, internal promotion and access to training/development opportunities affect equal
opportunities for all groups.

We will maintain information on staff who have been involved in certain key policies: Disciplinary,
Grievance and Bullying & Harassment.

Where appropriate equality impact assessments will be carried out on the results of monitoring to
ascertain the effect of the Company policies and our services / products may have on those who
experience them.

The information collected for monitoring purposes will be treated as confidential and it will not be
used for any other purpose.

If monitoring shows that the Company, or areas within it, are not representative, or that sections of
our workforce are not progressing properly within the Company, then an action plan will be
developed to address these issues. This will include a review of recruitment and selection
procedures, Company policies and practices as well as consideration of taking legal Positive Action.

GRIEVANCES/DISCIPLINE

Employees have a right to pursue a complaint concerning discrimination or victimisation via the
Company Grievance or Harassment Procedures.



Discrimination and victimisation will be treated as disciplinary offences and they will be dealt with
under the Company Disciplinary Procedure.

REVIEW

The effectiveness of this policy and associated arrangements will be reviewed periodically under the
direct supervision of the HR Director.

PREVENTION OF BULLYING AND HARASSMENT AT WORK

Statement of Policy

We are committed to encouraging and maintaining good employee relations within a working
environment which fosters team working and encourages employees to give of their best. Everyone
in the Company and those who have dealings with the Company has a responsibility to maintain
good working relationships and not use words or deeds that may harm the wellbeing of others. In
addition to the obligations placed upon both employers and employees by the Equality and Human
Rights legislation, everyone has the right to be treated with consideration, fairness, dignity and
respect. This contributes to a workplace environment in which individuals feel safe and can work
effectively competently and confidently.

The Company’s policy applies to all staff working within the organisation and to all employees
working off the premises. It extends to include non-permanent workers such as secondees,
contractors, agency, temporary staff, consultants and any other workers. The policy, in addition,
covers the behaviour of staff outside working hours which may impact upon work or working
relationships.

The Company has a “zero tolerance” policy and will investigate vigorously any allegations of bullying
or harassment, regardless of whether the matter has been raised formally or informally.

Key Principles

The Company will provide and sustain a safe working environment in which everyone is treated
fairly and with respect. Those working or dealing with the Company must not encounter
harassment, intimidation or victimisation on the basis of gender, race, colour, ethnic or national
origin, sexual orientation, marital status, religion or belief, age, trade union membership, disability,
offending background or any other personal characteristic.

Everyone carries a personal responsibility for their own behaviour and for ensuring that their
conduct is in accordance with the principles set out in this policy. In addition, each person has a
responsibility to report any instance of bullying or harassment which they witness or which comes
to their attention. Employees have a responsibility to act as role models, pro-actively addressing
instances of bullying and harassment. Managers should also make themselves aware of their
responsibility.

Harassment may be defined as any conduct which is:
e Unwanted by the recipient;

e Is considered objectionable;



e Causes humiliation, offence, distress or other detrimental effect.

Harassment may be an isolated occurrence or repetitive: it may occur against one or more
individuals. Harassment may be, but is not limited to:

e Physical contact — ranging from touching to serious assault, gestures, intimidation,
aggressive behaviour;

e Verbal — unwelcome remarks, suggestions and propositions, malicious gossip, jokes and
banter, offensive language;

e Non-verbal — offensive literature or pictures, graffiti and computer imagery, isolation or
non-co-operation and exclusion or isolation from social activities.

Bullying is unlikely to be a single or isolated instance. It is usually, but not exclusively repeated and
persistent behaviour which is offensive, abusive, intimidating, malicious or insulting. Bullying
includes but is not limited to:

e Conduct which is intimidating, physically abusive or threatening;

e Conduct that denigrates, ridicules or humiliates an individual, especially in front of
colleagues;

e Humiliating an individual in front of colleagues;

e Picking on one person when there is a common problem;

e Shouting at an individual to get things done;

e Consistently undermining someone and their ability to do the job;

e Setting unrealistic targets or excessive workloads;

e ‘“cyber bullying” i.e. bullying via e-mail. (This should be borne in mind where employees are
working remotely and are managed by e-mail. Care and sensitivity should be practised with

regard to the choice of context and language);

e Setting an individual up to fail e.g. by giving inadequate instructions or unreasonable
deadlines.

Harassment and Bullying may be summarised as any behaviour that is unwanted by the person
to whom it is directed. It is the impact of the behaviour rather than the intent of the perpetrator
that is the determinant as to whether harassment or bullying has occurred.

Any employee who wishes to make a complaint of harassment or bullying is encouraged to first
discuss matters informally with a Director or with the HR Director, provided that they feel able to
do so. Should the issues not be resolved at this stage, or the employee feels unable to raise the
issue informally, then a formal resolution should be sought.

When a complaint of Harassment or Bullying is brought to the attention of a manager at any level,
whether informally or formally, prompt action must be taken to investigate the matter. Corrective



action must be taken where appropriate and this may require an investigation under the Company’s
Disciplinary Policy and Procedure.

If it is considered that one of the parties concerned in a harassment or bullying case should be
moved from their current workplace, then as a matter of principle the Company will normally
remove the alleged perpetrator rather than the complainant. However, the final decision on who
should be moved should reflect the particular circumstances of the case. It should be noted and
explained to those concerned that the moving of either party is not an implication of guilt or
culpability and no detriment to either party will be construed as a consequence.

All matters relating to the investigation of complaints of harassment or bullying will be treated in
strict confidence. Any breach of confidentiality in this regard may render those responsible liable
to disciplinary actions. However, it will be necessary that any alleged perpetrator is made aware of
the allegations against them and the name(s) of those making the allegations together with the
name(s) of any witnesses.

No employee will be victimised or suffer detriment for making a complaint of harassment or bullying
and no manager shall threaten either explicitly or implicitly that an employee’s complaint will be
used as the basis for decisions affecting that employee. Such conduct will be treated as a very
serious disciplinary offence. Similarly, managers are required to act on any complaint of harassment
or bullying. Failure to do so will be regarded as misconduct which if proven, will result in disciplinary
action.

All complaints of harassment or bullying whether raised formally or informally must be notified by
the recipient of the complaint to Human Resources for recording in accordance with the
requirements of the Equality and Human Rights legislation. This legislation requires such records to
be maintained and the incidence of bullying and harassment to be monitored.

This policy and procedure will be reviewed periodically giving due consideration to legislative
changes.



