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EQUAL OPPORTUNITIES POLICY AND PROCEDURE

SECTION 1. PRINCIPLES

Crescent Education is committed to treating all employees and applicants equally
regardless of race, colour, ethnic or national origin, religion, sex, sexual orientation or
marital status, disability or age and ensuring that all employees and applicants have
equality of opportunity.

SECTION 2. CONTEXT

The policy covers the interaction of all College employees with each other, students
and other third parties both inside and outside the College premises.

Applying the Policy

This policy applies to the advertisement of jobs, recruitment and appointment to them,
promotion, and training, conditions of work, pay and to every other aspect of
employment. The policy also applies to the treatment and service provided to students.

Recruitment, selection and developmental decisions will be made solely on the
basis of the suitability of the individual’s skills and experience and ability to best do
the job.

Legal Context

The statutory position is set out in the following Acts.
"1 Sex Discrimination Act

"1 Race Relations Act

"1 Disability Discrimination Act

1 The Human Rights Act

1 The Employment Relations Act

Unfair discrimination

Allegations of unjustified and unfair discrimination on the grounds of gender, race or
disability may result in legal action. Employment tribunals are empowered to award
damages to individuals who have been found to have suffered unlawful
discrimination. Everyone, regardless of their employment status, is protected against
unfair discrimination.
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SECTION 3. RESPONSIBILITIES

It is the responsibility of the Deputy Principal to ensure that the policy is carried out in
practice at the College. The Deputy Principal will report periodically to the Academic
Committee regarding matters concerning equality of opportunity ie. Policy review,
regulatory changes etc.

SECTION 4. MONITORING

The Principal will review how the Colleges’ current practice to embed equality and
diversity within quality cultures and student protected characteristics

To this end the College will regularly review the operation of its staff and student
recruitment, staff promotion/ student assessment / Staff Training and Development /
Teaching & Learning and Disability and Discrimination policies to ensure that no
applicant whether employee or student is disadvantaged by conditions or
requirements, which cannot be shown to be justifiable.

4.1 Applications

All employees and job applicants will be asked to complete a section on the
application form denoting their ethnic origin, sexual orientation, religion and any
disabilities. The College guarantees that this information will be used only for the
purpose of monitoring the effectiveness of its Equal Opportunities Policy.

Employees who are disabled or become disabled in the course of their employment
should advise their line manager or the Principal/Deputy Principal in writing. If
applicable, they may also advise the College of any “reasonable adjustments” to
employment or working conditions that would enhance their work performance. Careful
consideration will be given to such written proposals where reasonable or practicable
adjustments could be made. There may however be circumstances where it will not be
possible for the College to accommodate the proposals.

4 .2 Recruitment and Selection

The recruitment and selection processes are governed by the College’s principles of
non- discrimination and are designed to achieve the best match between the
individual’'s knowledge, skills experience and character and the requirements of vacant
positions, whilst recognising the need for flexibility in response to changing conditions
and students with protected characteristics.

4.3 Student specific objectives relating to

The selection of students for recruitment shall be based on objective criteria related to
the course requirements. The criteria used in selection shall be only those that are
necessary and justifiable for the effective performance of the course and they shall be
applied consistently to all applicants, i.e. the competence standards. Applicants shall
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not be rejected on the basis of criteria which are merely convenient as opposed to
being essential for the course, as this may constitute indirect discrimination. Indirect
discrimination occurs when selection criteria are used which are not strictly essential
and which in practice exclude a greater proportion of one group than any other. Take
account of:

e all prospective learners and learning needs in the local community and
designs/adapts programmes to match them.

e provide, as far as possible, the environmental conditions and the support
needed for learners to achieve success in learning

e be accessible, informed, knowledgeable, helpful and welcoming to current and
prospective students.

e provide information to prospective learners, enrolled students and other
agencies about the curriculum and support, which can be provided.

e ensure that those students learning through different modes of teaching ie.
Distance Learning are not advantaged or disadvantaged compared to
traditionally taught students

4.4 Types of provocation specific to staff and students

It is important to remember that different people are prepared to accept different
types of behaviour. A comment which one person finds acceptable may be offensive
to someone else. In this regard, please be sensitive to the feelings of all colleagues.
For the purpose of clarity, harassment means inappropriate conduct or conduct that is
unwanted by the recipient. It may include a wide range of behaviour as listed in (b).

(a) Harassment

The College deplores all forms of harassment and seeks to ensure that the working
environment is safe for employees and that if harassment occurs the impact is dealt
with appropriately (Ref: 4.6). College operates a zero tolerance policy regarding
harassment of any kind in the work place. Such conduct or behaviour is not permitted
or condoned and all employees must complain should they feel uncomfortable or
threatened in any manner whatsoever.

(b) Bullying

As with harassment, bullying is defined largely by the impact of the behaviour on the
recipient, not its intention. Bullying is defined as persistent actions, criticism or personal
abuse, which humiliates, intimidates or undermines the status of an individual. Bullying
can be the abuse of power by a senior staff person or the intimidation of a colleague by
another employee and can take various forms including:

[J verbal abuse

*J intimidating or aggressive behaviour
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] teasing or humiliation

] imposing unrealistic targets

"1 unfair and excessive criticism, possibly in front of colleagues

"1 isolating or openly ignoring someone

] physical abuse

71 taking credit for the initiatives and achievements of others

1 sending abusive or intimidating messages in writing or by email

1 subjecting someone to insults or ridicule because of their gender / sexual
orientation / race /culture / disability / religion

1 making jokes based on someone’s sex / sexual orientation / race / culture /
disability / religion
"1 basing decisions affecting an employee’s career on their willingness or refusal to

respond to
the sexual advances of a colleague / student / service provider

(|

making offensive comments, such as lewd, suggestive or over familiar comments
regarding race / sexual orientation / religion or the display or circulation of
sexually suggestive material

1 unwanted physical contact / sexual advances

zero tolerance towards staff or students who unwillfully impose ideologies that may
support terrorist acts

4.5 Disciplinel

The perpetrator of any proven instance of discrimination or harassment will be subject
to the College’s disciplinary procedure. In serious cases, such behaviour will be
deemed to constitute gross misconduct and as such, in the absence of mitigating
circumstances, will result in dismissal.

4.6 Grievances

If at any time, you feel that you have been treated inappropriately or less favourably
than others, you may use the grievance procedure for submitting a complaint to the
Principal

4.7 Confidentiality

The College has a duty to investigate fully every allegation. All investigations will be
handled with care and sensitivity and will remain, to the greatest extent possible,
confidential.
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SECTION 5. PROCEDURE FOR MAKING A COMPLAINT
5.1 Employees

Employees who feel that they have been harassed or bullied or placed in a position
where they are likely to be harassed or bullied and who wish to make a formal
complaint should raise their concerns in writing with their Principal. The matter will be
dealt with sensitively.

Initially, if you are a victim of harassment you should make it clear to the harasser, on
an informal basis, that their behaviour is unwelcome and ask them to stop.

You should make your complaint in writing and where possible you should keep
identifying notes of the incidents so that your complaint can include:

"1 the name of the alleged harasser

71 the nature of the alleged harassment the dates and times when the alleged
harassment occurred

1 the names of any witnesses
T] any action taken by you to stop the alleged harassment

Once the complaint has been received by the Principal an investigation will be made
within two working days. When concluded, the College will formally write to the
complainant outlining fully their decision. If an investigation reveals that the complaint
is valid, appropriate action will be taken against the offending party. Such measures
are designed to put an immediate stop to the harassment and bullying as well as
to prevent their recurrence. The College reserves the right to take whatever disciplinary
action it deems appropriate under the circumstances, including warning the harasser,
suspension or termination of their contract. Employees who bring a complaint will be
protected against victimisation or retaliation.

5.2 Informal Discussions

If you do not wish to make a formal complaint or are undecided as to whether you wish
to make a formal complaint, you may raise the matter on an informal basis, and in the
strictest confidence, with the Principal.

5.3 Student Complaints

Follow student complaints procedures stages 1 & 2
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SECTION 6. COMPLIANCE

College will ensure that they provide and promote a high quality learning and working
environment, positive student engagement and a quality culture for students with
protected characteristics based on the principles of equality, fairness and inclusion.
These cover protected characteristics of disability, gender and race. It also considers
the level of understanding that students and staff have of their accountability.

Equality and diversity is explicit in performance indicators and is embedded within all
college procedures. It will redress participation conformity in particularly those with
differentiated protected characteristics.

SECTION 7. RELATED DOCUMENTS
1. Disability Discrimination Policy
2. Health & Safety Policy

3. Student Complaints Policy & Procedure



