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VERSION CONTROL SHEET

Version Author Review date Changes Approved by Approval date
Vi HR Manager February 2017 Principal March 2017
V2 Head of HR November 2019 | Updated legislative Principal November 2019

sections, explicit
reference to a broader
range of unacceptable
behaviours,
more explicit disability
support in line with
relevant legislation, new
section on dress codes
and religious
observance, and a
broader and more explicit
responsibilities section
V3 HR Manager | November 2021 | Compliance review: Principal November 2021
updates made to reflect
current practice including
changes to the staff
training section and the
monitoring and review
section.
V4 HR Manager February 2022 | Effectiveness and Principal February 2022
compliance review.
V5 Head of HR February 2023 | Effectiveness and Principal February 2023
compliance review.
V6 Head of HR February 2024 | Amendments to update Principal February 2024

new EFI Logo, Increase
clarity of terminology,
update in line with
relevant legislation.
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1. INTRODUCTION

The EFI Group recognises the benefits a diverse organisation offers and is committed to treat all
staff, contractors, job applicants, visitors and users of our services fairly, equitably and with dignity
and respect.

2. POLICY STATEMENT

Our people are our most important asset and this policy sets out the EFI GROUP’s commitment to
diversity and equal opportunities across all aspects of employment and the work we do.

The EFI Group will take all reasonable and practical steps to ensure the elimination of harassment,
bullying, victimisation, unfair treatment and unlawful discrimination (whether directly or indirectly)
on the grounds of age, disability, sex, gender reassignment, pregnancy, maternity, race (which
includes colour, nationality and ethnic or national origins), sexual orientation, religion or belief, or
because someone is married or in a civil partnership. These are known as "protected
characteristics".

All decisions concerning staff, job applicants and service users including in recruitment,
progression/promotion, opportunities for training, pay and benefits, performance management,
discipline and selection for redundancy will be based on objective criteria such as an individual’s
qualifications, experience, skills, ability and fitness to perform or other objectively justifiable
reasons.

The EFI Group’s commitment to diversity and equal opportunity will be enacted by ensuring this
policy is accessible, that regular monitoring of issues relevant to this policy is undertaken and acted
upon and that all staff are adequately trained on equality of opportunity and diversity.

It is the responsibility of all staff to ensure that they are familiar with this policy and that they
understand and adhere to their responsibilities under this policy. Compliance with this policy will
ensure that staff do not commit unlawful acts of discrimination. A breach of this policy will result in
disciplinary action.

3. SCOPE

This policy applies to all categories of staff, including contractors, job applicants, visitors and
service users.

4. THE LAW

It is unlawful to discriminate directly or indirectly in recruitment or employment because of age,
disability, sex, gender reassignment, pregnancy, maternity, race (which includes colour,
nationality and ethnic or national origins), sexual orientation, religion or belief, or because
someone is married or in a civil partnership. These are known as "protected characteristics".
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Discrimination after employment may also be unlawful, e.g. refusing to give a reference for a
reason related to one of the protected characteristics.

It is unlawful for an employer to fail to make reasonable adjustments to its requirements, working
practices or the physical features of the workplace where these put a disabled job applicant or
employee at a substantial disadvantage. It is also unlawful discrimination where a disabled
employee is at a substantial disadvantage due to the employer's unreasonable failure to provide
an auxiliary aid or service to the disabled employee.

Staff should not discriminate against or harass a member of the public in the provision of
services or facilities. It is unlawful to fail to make reasonable adjustments to overcome barriers to
using services caused by disability. The duty to make reasonable adjustments includes the
removal, adaptation or alteration of physical features, if the physical features make it impossible
or unreasonably difficult for disabled people to make use of services. In addition, as a service
provider, we have an obligation to proactively consider and make reasonable adjustments to
address any barriers that may impede disabled people from accessing any of our services.

5. UNACCEPTABLE BEHAVIOURS

The list below is prohibited by the Equality Act 2010. Staff who are guilty of behaviours, actions
or words that transgress this policy will be subject to disciplinary proceedings in accordance with
the EFI GROUP’s Disciplinary Policy.

Direct discrimination is where a person is treated less favourably than another because of a
protected characteristic.

In some circumstances, employers can directly discriminate against an individual for a reason
related to any of the protected characteristics where there is an occupational requirement. The
occupational requirement must be crucial to the post and a proportionate means of achieving a
legitimate aim.

Indirect discrimination is when a working practice, policy or rule is the same for everyone but
has a detrimental effect on someone because of a ‘protected characteristic' . This can only be
legitimised if there is a genuine business or Health and Safety need or the discrimination is
proportionate, appropriate and necessary' — this means the legitimate aim is more important than
any discriminatory effect.

Harassment is where there is unwanted conduct, related to one of the protected characteristics
(other than marriage and civil partnership, and pregnancy and maternity which are covered by
direct discrimination provisions in the Equality Act 2010) that has the purpose or effect of
violating a person's dignity; or is reasonably considered by that person to create an intimidating,
hostile, degrading, humiliating or offensive environment. It does not matter whether or not this
effect was intended by the person responsible for the conduct.

Associative discrimination is where an individual is directly discriminated against or harassed
for association with another individual who has a protected characteristic (although it does not
cover harassment because of marriage and civil partnership, and (according to guidance from
the Government and ACAS) pregnancy and maternity).

Perceptive discrimination is where an individual is directly discriminated against or harassed
based on a perception that they have a particular protected characteristic when they do not, in
fact, have that protected characteristic (other than marriage and civil partnership, and pregnancy
and maternity).

Victimisation occurs where an employee is subjected to a detriment, such as being denied a
training opportunity or a promotion because they made or supported a complaint or raised a
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grievance under the Equality Act 2010, or because the person is suspected of doing so.
However, an employee is not protected from victimisation if they acted maliciously or made or
supported an untrue complaint in bad faith. There is no need for a complainant to compare their
treatment with someone who has not made or supported a complaint under the Equality Act
2010.

6. SUPPORT WITH DISABILITY

A disabled person is defined as someone who has a physical or mental impairment that has a
substantial and long-term adverse effect on their ability to carry out normal day-to-day activities.

Long-term is deemed to mean to have lasted twelve months, or the period for which it lasts is
likely to be twelve months, or it is likely to last for the rest of the life of the person affected.

It is unlawful to discriminate against someone who has a disability. The EFI Group also has a
legal duty to make reasonable adjustments to a physical feature or a provision, criterion or
practice, which puts a disabled person at a substantial disadvantage, compared with someone
who does not have that disability.

The EFI Group is committed to ensuring that:

o All disabled persons have physical access to the EFI Group’s facilities,

o All other types of reasonable access (non-physical) are considered for disabled persons

¢ Individuals who become disabled during the course of their employment at the EFI Group
are supported at the workplace with dignity and fairness with suitable risk-assessments
carried out where necessary, professional advice will be sought where necessary and
reasonable adjustments to practices, working arrangements and our premises are
considered and put in place where necessary and appropriate.

o Disability support and advice are available through Human Resources, Occupational
Health Services, Employee Assistance Programme, Student Support and Well-being
Services (for students), Facilitates and IT.

7. DRESS CODE

The EFI Group imposes no overall dress code, other than for health, safety, safeguarding or
security purposes, although local arrangements may apply in specific areas.

The wearing of items arising from particular cultural or religious norms (e.g. crucifix, hijab,
kippah, mangalsutra) is acknowledged as part of our diversity.

The only limitations to this are where:

e Health, safety and security requirements may mean that for certain tasks specific items of
clothing such as overalls or other protective clothing etc. need to be worn.

e If such clothing produces a conflict with an individual's religious belief, the issue will be
sympathetically considered by the line manager, in consultation with the Human
Resources team and Facilities as appropriate, with the aim of finding a satisfactory
compromise.

e Wearing slogans or symbols, which are discriminatory (e.g. sexist, racist or
homo/transphobic), or perceived to be unacceptable, may be viewed as a disciplinary
offence and will be dealt with accordingly.

o Where clothes may be deemed inappropriate when working with students.
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8. RELIGIOUS OBSERVANCE

The EFI Group will make reasonable efforts to provide a suitable quiet space for prayer and
ablution where practical.

All staff and students, regardless of religion or belief, are required to work in accordance with
their contract. There is likely to be some flexibility over how the actual hours are worked. Line
managers should make every attempt to ensure that those whose religion requires them to pray
at certain times during the day may do so. In addition, reasonable efforts should be made to
accommodate requests from those who require, for example, an extra hour at midday on Friday,
or not to work beyond sunset on Fridays or at the weekends in ways that conflict with their
religious beliefs.

Leave for Religious Festivals

e By custom, holiday arrangements include days off at Christmas and Good Friday, both of
which are Christian religious festivals. In the interests of equality, those practising other
religions will be able to book three days of their holiday entitiement on the dates of most
significance to them, providing these days are booked at the beginning of the calendar
year when new leave entitlements start.

o Further requests for holiday entitlement to be taken at times of religious significance will
be treated sympathetically whenever possible.

e The number of annual leave days overall will remain as in the contract of employment,
regardless of religion or belief.

Any attempt at coercing others to comply with a particular belief, for example through distribution
of propaganda or through threats or offensive remarks, will result in disciplinary action being
taken. The EFI Group will also take action against anyone found responsible for any offensive
literature or graffiti on its premises.

9. EQUAL OPPORTUNITIES DURING EMPLOYMENT

The EFI Group will avoid unlawful discrimination in all aspects of employment including
recruitment, promotion, opportunities for training, pay and benefits, performance management
and discipline and selection for redundancy.

Person and job specifications will be limited to those requirements that are necessary for the
effective performance of the job.

Candidates for employment or promotion will be assessed objectively against the requirements
for the job, taking account of any reasonable adjustments that may be required for individuals
with a disability.

Disability will not form the basis of employment decisions except where its relevant and
absolutely necessary.

The EFI Group will consider any possible indirectly discriminatory effect of its standard working

practices, when considering requests for variations to standard working practices and will refuse
such requests only if it considers it has good reasons, unrelated to any protected characteristic,
for doing so.

The EFI Group will comply with its obligations in relation to statutory requests for contract
variations.

The EFI Group will also make reasonable adjustments to its standard working practices to help
staff to overcome barriers caused by disability.
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The EFI Group will regularly monitor the composition of its workforce and will consider and take
any appropriate action to address any problems that may be identified as a result of the
monitoring process.

10. CUSTOMERS, SUPPLIERS AND OTHER PEOPLE NOT EMPLOYED BY THE EFI GROUP

The EFI Group will not discriminate unlawfully against customers using or seeking to use
facilities or services provided by the EFI Group.

Staff and students should report any bullying or harassment by customers, suppliers, visitors or
others to their line manager, HR, Tutor or a member of the Student Support and Wellbeing
Services team who will take appropriate action.

11. TRAINING

The EFI Group ensures all new staff receive Unconscious Bias and Equality, Diversity &
Inclusion training as part of their induction when joining the EFI Group, including specific training
for managers, and others likely to be involved in recruitment processes, on ensuring equality of
opportunity when undertaking recruitment and selection.

The EFI Group reviews the need for further training in relation to this policy annually, with regular
refreshers being provided through inset weeks, LinkedIn Learning, manager briefings and other
relevant settings.

The training provided ensures staff, or others engaged to work at the EFI Group, understand
their rights and responsibilities under this policy and what they can do to help create a working
environment free of bullying and harassment and where all individuals’ dignity is respected.

12. RESPONSIBILITIES

All staff have a responsibility to guard against any form of discrimination and avoid any
action which goes against the spirit of this policy. Thus, staff at all levels must ensure that
there is no discrimination in any of their decisions or behaviours. This includes the provision
that all staff must:

report any suspected discriminatory acts or practices;

not induce or attempt to induce others to practice unlawful discrimination;
co-operate with any measures introduced to ensure equality of opportunity;
not victimise anyone as a result of them having complained about, reported or
provided evidence of discrimination;

e not harass, abuse or intimidate others.

However, whilst all staff have a collective responsibility to ensure this policy is successfully
implemented, there are also specific responsibilities within this.

The senior leadership and management teams:

e Have a duty to protect staff against unlawful harassment in the workplace.

e Providing leadership on the equality and diversity approach and policy, acting as
overall champions to ensure the policy is implemented

¢ Communicating the strategy and policy, internally and externally
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Line managers at all levels are responsible for:

¢ Implementing the policy as part of their day-to day management of staff and in
applying employment policies and practices in a fair and equitable way

e Ensuring equality and diversity issues are addressed, seeking guidance from Human
Resources as appropriate

e Ensuring all staff act in accordance with the equal opportunities policy providing
necessary support and direction

e Effectively manage and deal promptly when investigating issues relating to potential
discrimination, including matters concerning students or visitors ensuring they seek
appropriate advice

e Ensuring all policy or service decisions that will change provisions, practices or
policies and affect staff, students, visitors are impact assessed. They should seek
appropriate advice as necessary

Each employee is responsible for:

¢ Implementing the policy in their day-to-day work and their dealings with colleagues,
students and visitors

e Ensuring their behaviour is appropriate to the policy and that they treat people fairly
and equitably and with respect and dignity;

¢ Not discriminating against other employees, students or service users

¢ Notifying their line manager of any concerns with regard to the conduct of other
employees, students, service users, visitors or third parties

Human Resources are responsible for:

e Developing employment policy and supporting the implementation of policy on
equality and diversity

Providing guidance to line managers and staff

Supporting managers in investigating issues relating to potential discrimination
Monitoring employment policies and practices

Championing the equal opportunities and diversity issues, internally and externally
Facilitating training and development initiatives on equality and diversity

13. NON-COMPLIANCE WITH POLICY

The EFI Group will not tolerate any behaviour from staff which breaches the Equal Opportunities
Policy. Any such breaches will be regarded as misconduct, except for serious offences, such as
discrimination on protected grounds; serious offences including harassment, bullying, or
victimisation will be treated as gross misconduct and may lead to disciplinary action including
dismissal from employment without notice.

All categories of staff are responsible for familiarising themselves with this policy and have a duty
to support the EFI Group to meet its commitment to provide equal opportunities in employment
and to eliminate unlawful discrimination.

The EFI Group is responsible for acts of unlawful discrimination. Acts of discrimination,
harassment, bullying or victimisation against staff, students, visitors, the public or any other
service users are disciplinary offences and will be dealt with under the EFI GROUP’s disciplinary
procedure. Those who commit serious acts of harassment may be guilty of a criminal offence.

14. RAISING CONCERNS

If a member of staff feels that they have been treated in a discriminatory manner they should
raise the matter with their line manager or supervisor and if that fails, take the matter to their
senior manager or Human Resources.
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Additional support and advice are available from an externally provided Employee Assistance
programme. Details can be obtained from the HR department.

The EFI Group’s Grievance Policy and Bullying & Harassment Policy detail how concerns can be
raised more formally and are available on the EFI Group Hub or from the HR department.

No person will be penalised for raising a complaint or grievance, even if their grievance is not
upheld, unless it is found that complaints are untrue, malicious and made in bad faith.

15. MONITORING AND REVIEW

This policy will be reviewed annually by the EFI Group to assess its effectiveness, as well as
ensuring it is updated in accordance with changes in the law.

The EFI Group will monitor the composition of its workforce, applicants for jobs and promotions,
and the number of people with disabilities and will review this policy in accordance with the
results shown by the monitoring. If changes are necessary, the EFI Group will implement them.

The EFI Group treats personal data collected for reviewing equality of opportunity during the
employment relationship, the recruitment and selection processes or for any other legitimate
reasons in accordance with its General Data Protection Policy and the basis for processing is
provided in the EFI Group’s Privacy Notice for Employees, Workers, Contractors and Other
Categories or Individuals who Work with the EFI Group and its Privacy Notice for Job Applicants
and Prospective Employees, Workers and Contractors.

16. ADVICE AND SUPPORT

The HR department can advise on the interpretation and can provide support in the implementation
of this policy.
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