EQUAL OPPORTUNITIES IN EMPLOYMENT 
POLICY STATEMENT

INTRODUCTION
We, the Governors of [insert name] School, consider it desirable to produce a statement of policy on equal opportunities in employment in order to provide the necessary encouragement and guidance to staff and to job applicants. 

GENERAL STATEMENT OF POLICY 
We declare ourselves to be working for equality and believe that our workforce should reflect the community in terms of the percentage of women, ethnic minorities and people with disabilities employed at all levels within the School. Whilst acknowledging that some progress has been made in the area of equal opportunities it is recognised that more needs to be done if the School is to become and remain in all respects an "equal opportunities employer". 

We recognise not only the need to meet our statutory requirements in adopting fair employment policies and procedures but also the importance of ensuring the maximum benefits to the community through the recruitment and retention of a highly effective workforce. Accordingly, we are committed to the elimination of unfair discrimination in all its forms and the establishment of equal opportunities in employment. 

We aim to ensure that no job applicant or employee receives less favourable treatment than another on grounds of sex, race, colour, ethnic origin, marital status, disability, age (within the context of the normal retirement age) or any other factors unrelated to the requirements of the job and which are not restricted by legislation. To this end we will seek to develop employment policies, procedures and practices which will ensure fair and consistent treatment in the areas of recruitment, selection, promotion, training, discipline, grievance handling and the application of terms and conditions of employment. 

RESPONSIBILITY FOR POLICY 
The Headteacher will be responsible for ensuring that this policy is implemented and maintained within the school and we the Governing Body will monitor the operation of the policy and review its effectiveness on a regular basis. 

PUBLICISING THE POLICY 
All members of staff will be provided with a copy of the policy and all job applicants will receive a copy of the policy with their application form. 

Newly appointed employees will receive a copy of the policy along with their Statement of Particulars. Reference to the policy will also be made as appropriate in training courses e.g. induction and management development courses. 

RECRUITMENT AND SELECTION PROCEDURES
Advertising
All vacancies in the authorised establishment will normally be advertised internally and externally concurrently except where reorganisations or redeployment are in operation or where there is a threat of redundancy. When posts are advertised externally care will be taken to ensure that the method used does not unreasonably and unfairly restrict the pool of likely applicants. 

All job vacancies will be notified to the job centres. 

All internal advertisements and vacancy bulletins will indicate that all candidates will receive fair and equal treatment. External advertisements will include the words "Action for Equality". 

All advertisements will carry a statement indicating that posts are open to job sharing (unless posts are exempt from this provision). 

Job Requirements
Job descriptions and person specifications will be despatched with application forms for all vacant posts. 

Recruitment literature, including advertisements, will only include those essential and desirable requirements that are necessary and justifiable for the effective performance of the job. Reference to specific qualifications should be included only where they are directly relevant to the job. In such cases it will be made clear that equivalent or alternative qualifications are acceptable. Age restrictions should be avoided unless they are justifiably a material factor in the selection process. 

Shortlisting
All applicants will be considered together and the criteria for selection applied consistently to all candidates by reference to the criteria listed in the person specification. 

Shortlisting and interviewing panels will be constituted in accordance with arrangements determined by the Governing Body which are as follows: 

[Insert arrangements agreed by Governing Body, which should cover both teaching and non-teaching staff and both permanent and temporary appointments.] 

Where practicable panels will be of mixed gender. 

Guarantee Interview Scheme
Where applications are received from people with disabilities, interviews shall be granted where the minimum essential criteria as outlined in the person specification are met. 

Interviewing
The purpose of an interview is to assess each candidate's capabilities in relation to the requirements of the job. Therefore, interviewers will seek to phrase questions in a standard way concentrating on the criteria as identified in the person specification. 

Questions will not be asked about an applicant's personal circumstances; in particular questions should not be asked concerning marital status, children or other family commitments, or domestic arrangements. Where there are special requirements attached to a job e.g. unsocial hours, all candidates will be asked whether they understand and are able to fulfil all the obligations of the post. 

Selection Tests
Where selection tests are used they will be obtained from reputable suppliers, be properly validated and be used only for the purpose for which they are intended. 

Appointment
Appointment of candidates will be on the basis of the best match between the individual, identified through the stages of the selection procedure (application form, interview, selection tests etc.) and the post, identified by reference to the job description and person specification, without regard to any other non​material factors such as sex, race and disability except where there is a Genuine Occupational Qualification (GOQ). Thus, the central principle is that the most suitable person for the job is appointed. 

TRAINING
Selection for training will be based solely upon the needs of the school and the needs of individual employees in carrying out their present duties, in preparing for changes in these duties and for career development. Availability of funds will limit the levels of training activities and it may therefore be necessary to establish priorities accordingly. However, any restrictions on access to training will not directly or indirectly discriminate on the grounds of sex, race, disability and so on. 

It is expected that all those involved in the recruitment and selection process will take advantage of appropriate training provided either as part of the County Council's INSET provision or through arrangements for governor training. 

CONDITIONS OF SERVICE AND EMPLOYMENT PROCEDURES
All conditions of service matters and employment procedures will be applied fairly and consistently. 

COMPLAINTS PROCEDURE
Internal and external job applicants who believe that they have been unfairly treated during the recruitment and selection process should direct their complaints to the Headteacher who will initiate and monitor appropriate action. 

Employees who believe that they have been unfairly treated with regard to any decision concerning training, the application of conditions of service or any other matter related to their employment should submit their complaints using the established Grievance Procedure. 

HARASSMENT
We wish to create a working environment where employees are free from sexual and racial harassment. Whilst there is no reason to suppose that harassment is a frequent problem within the School it is recognised that situations can occur that may cause great distress to the employees concerned. 

As the Governing Body is generally responsible for the acts of those employed within the School it will afford to those employees who wish to make a specific complaint of sexual or racial harassment the opportunity of doing so through the grievance procedure. Any such complaint will be treated with the utmost sensitivity and confidentiality. 

Any employee who commits an act of discrimination or personal harassment (including sexual and racial harassment) will be liable to disciplinary action.

Note: There is now a "Dignity at Work" Policy which covers harrassment.
