(Program Name)

Is an equal opportunity Employer

Non-Discrimination Policy

“Valuing diversity means making an organization that is genuinely open to the creativity insights and experience of people of different race, religion, ethnic origin, gender, sexuality, disability and other backgrounds amongst both our actual and potential staff and the individuals and organizations with whom we work. It means dealing with prejudice and discrimination where it exists and recognizing that we have to work at it to obtain the benefits of diversity.

Purpose

(Program Name) is an equal opportunities employer, with commitment to this from the top-level and throughout the organization.

This policy is based on the following principles:


• To ensure equal opportunity and treatment without discrimination on the grounds of age, color, religion, ethnic or national origins, gender reassignment, marital status, nationality (including citizenship), personal disability, race, sex, or sexual orientation in the way that (Program Name) treats its employees, contractors, job applicant’s clients and visitors.


• Policy includes decisions relating to recruitment and selection, training and development, performance management, reward and promotion, which are based solely on ability and performance.


• Focus is to ensure the working environment captures the potential of each staff member. So we utilize their skills and talents to the fullest to add value.


• (Program Name) will take appropriate positive action to increase the diversity of the people we recruit and ensure that we reflect the communities we serve.


• To enact the (Program Name) core value of ‘valuing diversity’ – (Program Name) promotes diversity in its employees and services, we value difference.

In addition, the objective of this policy is to:


• Raise organizational awareness of equal opportunities


• Provide a workplace free of discrimination, harassment and victimization


• Meet legal obligations


• Deliver the (Program Name)’s duty of care to staff (i.e. We are responsible for acts of all of our employees)


• Demonstrate the organization’s commitment to the (Program Name) core values of integrity, diversity and respect for human rights.


• Demonstrate to all employees that they can rely upon the (Program Name)’s support in                  cases of harassment or discrimination at work

Outline of provisions

The principles outlined above underpin the following procedures/policies:


• Dignity at Work (Bullying, Harassment and Victimization)


• Family Friendly Policy (Maternity/Paternity/Adoption/Flexible Working)


• Annual Leave (Religious observance)


• Recruitment and Selection Procedure

Application

The application of the above principles will ensure a common approach to diversity and equal opportunities across (Program Name). It is the duty of managers and supervisors to implement this policy and bring it to the attention of their staff.

Good relations and practice are essential and depend on all staff members treating each other with respect and dignity.

All employees are therefore expected to:

· Cooperate with measures introduced to advance equality and diversity an eliminate discrimination.

· Treat all members of the (Program Name) organization and collaborating partners in a fair and non-discriminatory way, respecting differences.

· Not victimize or attempt to victimize anyone who has made complaints of discrimination or provided information discrimination.

· Not harass abuse or intimidate others on account of age, color, creed, ethnic or national origins, gender reassignment, marital status, nationality (including citizenship), personal disability, race, sex, or sexual orientation.

· All employees are required to follow and implement this policy and to undergo various training and development activities to ensure that they can carry out their duties and their responsibilities in terms of promoting, developing, implementing and reviewing the policy arrangements in the course of their work. Failure to do so may lead to disciplinary action, possibly including dismissal.

Provisions

Dignity at Work (Bullying, Harassment and Victimization)

· (Program Name) abides by a zero tolerance of harassment, bullying and victimization.
·  (Program Name) therefore makes every effort to provide a working environment free of these behaviors.

Recruitment and Selection Procedure

· The aim of (Program Name)’s recruitment and selection procedure is to recruit the best person for the job. In order to do this, the methods used to attract and select candidates must be free from bias or prejudice on the grounds of sex, marital status, race, religion, color, ethnic or national origin, age, sexual orientation, gender reassignment, personal disability or nationality (including citizenship).

To achieve these goals, (Program Name) endeavors to ensure that:


• Job and volunteer descriptions should be relevant and identify the key skills, experience and qualifications necessary to undertake the role. This assists in avoiding direct and indirect discrimination by ensuring that irrelevant and unnecessary attributes are not used during the recruitment and selection process.


• Job advertisements should be placed in publications likely to reach a broad
audience within sensible constraints.


• Application forms only seek information necessary to the job. Additional personal information necessary for personnel records (dependants etc) may be collected after a job offer has been made. Photographs should not be requested with job applications.


• At least one member of the interview panel has been trained in the skills and knowledge required to avoid discrimination.


• All candidates who possess the skills, experience and qualifications for the job are given equal consideration at each stage of the selection process.


• Suitable adjustments will be made for disabled candidates who notify (Program Name) of their particular disability.


• Interview questions must relate to the requirements of the job (i.e. avoid questions on marital status, children, family intentions etc).


• Selection tests must be specifically related to job and/or career requirements an measure an individual’s actual, or potential, ability to do, or train for, the work or career.


• Selection decisions are made only on the basis of the requirements of the job.


• Records of interviews should be kept showing why applicants were, or were not, appointed.

Promotion and Training

Permanent promotion opportunities will be advertised through open competition. 

Focus will be on skills, abilities and potential of all potential candidates. 

Training decisions will be based on merit and contract expectations. 
No employee or volunteer should be given more or less training based on age, color, religion, ethnic or national origins, gender reassignment, marital status, nationality (including citizenship), personal disability, race, sex, or sexual orientation, however in some situations, underrepresented groups may be provided with extra training to enable the employee to develop to their full potential. 

When training courses are available or are being developed, consideration will be given to all employee needs, including dietary requirements, location, timing and accessibility (with particular reference to disabled staff). 
The Model Defined:


• Develops relationships with target community members and relationships between communities.


• Gain culturally competent input from community members in the individualized training for their community.


• Provides trained people that are part of each community to continue to develop and realize the goals of increased participation after the grant period.


• Provides continued leadership opportunities for more community members.

Building teamwork within (Program Name).

Staff Learn:


• How to effectively communicate with each other.


• Rapport-building techniques for quickly establishing comfort in communications.

Develop and share individual groups’ personal understanding of diversity and how those perceptions, values and beliefs filter their actions with each other and the local community.

Staff Learn:


• An ability to reserve judgment and compassionate communication techniques to overcome interpersonal challenges


• A desire to learn as much as possible about how’s one own culture is different from others, and how that contributes to a particular way of viewing the self and others.


• Seeks to learn about individual and groups of people like to be treated and accommodate with people who are different

Define and develop communication plans and goals for each community.

Staff Learn:


• How to implement a time management system to produce outstanding results.


• How to move from vision to results.

Define, develop and train staff/volunteers on leadership principles.

Staff Learn:


• How to develop a personal leadership identity.


• Overcoming anxiety and stress brought on in anticipation of presentations and meetings.


• How leaders influence their environments.

Develop action plans: Field trips to different meetings: observations and share common and not so common things from cultural perspectives, other groups, active city or community groups.

Staff Learn:


• A desired approach to learn as much as possible about how’s one own culture is different from others, and how that contributes to a particular way of viewing one’s self and others.


• Enhance listening and observational skills.


• Communicating more effective in meetings or with clients.


• Overcoming anxiety and stress brought on in anticipation of presentations and meetings.
