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Acas can help i s
employment relations needs

Every year Acas helps employers and employees from thousands of
workplaces. That means we keep right up to date with today’s
employment relations issues — such as discipline and grievance
handling, preventing discrimination and communicating effectively in
workplaces. Make the most of our practical experience for your
organisation — find out what we can do for you.

We inform

We answer your questions, give you the facts you need and talk
through your options. You can then make informed decisions. Contact
us to keep on top of what employment rights legislation means in
practice — before it gets on top of you. Call our helpline 08457 47 47 47
or visit our website www.acas.org.uk.

We advise and guide

We give you practical know-how on setting up and keeping good
relations in your organisation. Look at our publications on the website
or ask our helpline to put you in touch with your local Acas adviser.
Our Equality Direct helpline 08456 00 34 44 advises on equality issues,
such as discrimination.

We train

From a two-hour session on the key points of new legislation or
employing people to courses specially designed for people in your
organisation, we offer training to suit you. Look on the website for what
is coming up in your area and to book a place or talk to your local Acas
office about our tailored services.

We work with you

We offer hands-on practical help and support to tackle issues in your
business with you. This might be through one of our well-known
problem-solving services. Or a programme we have worked out
together to put your business firmly on track for effective employment
relations. You will meet your Acas adviser and discuss exactly what is
needed before giving any go-ahead.
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About this guide

This is a quick-start guide for smaller businesses wanting to deliver
on equality. It looks at three key steps you can take:

1. Review your existing equality policy and action plan — or write
a new policy if you don’t have one

2. Monitor how the policy is working in practice — this is the
critical stage in delivering equality in the workplace

3. Take action, where it is needed, to address inequality or promote
diversity.

This quick-start guide takes you though these areas and gets you
started. For a full good practice guide covering all aspects see the
Acas Guide on Delivering equality and diversity.

1. Review your equality policy and
action plan

The starting point to address fairness at work is an equality policy
with an action plan to back it up.

Your policy should contain:

e a statement of your aim to encourage, value and manage
diversity

e your commitment to providing equality for all

e your wish to attain a workforce that is representative of the
communities from which it is drawn to secure the widest pool
of talent possible.
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Sample equality policy

(Company name) is committed to eliminating discrimination and
encouraging diversity amongst our workforce. 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.

To that end the purpose of this policy is to provide equality and fairness
for all in our employment and not to discriminate on grounds of gender,
marital status, race, ethnic origin, colour, nationality, national origin,
disability, sexual orientation, religion or age. We oppose all forms of
unlawful and unfair discrimination.

All employees, whether part-time, full-time or temporary, will be treated
fairly and with respect. Selection for employment, promation, 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 organisation.

Our commitment:

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

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

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

e Fquality in the workplace is good management practice and
makes sound business sense.

e \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.

e This policy is fully supported by senior management and has
been agreed with trade unions and/or employee representatives.
(Insert details if appropriate).

e The policy will be monitored and reviewed annually.
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What about the action plan?

Your action should be a simple list about what will be done, by when
and by whom. You can:

e set dates on when you will do the things such as monitoring,
reviewing procedures, and training

e expand on how these will be done and by whom

e set your measures of success — how you will evaluate them
and how and when will you review the overall working of your
policy?

2. Monitor how the policy is working

What is monitoring and why should | do it?

The purpose of monitoring is to enable you to make sure your policy
and action plan are working. If they are not working well you need to
ask yourself ‘why?’ and do something to put it right.

Monitoring involves gathering individual personal information on the
diversity of your potential recruits or existing employees at certain
times and then comparing and analysing this against:

e other groups of employees in your company
e jobseekers in your local community or even
¢ the broader national labour market.
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What information should | collect?

Only collect information you are going to use. Collecting information
for its own sake is pointless and will not help your planning or
decision-making. Organisations will often collect information on:

e gender
e race
e disability
® age
You can monitor sexual orientation, gender identity and religion and

belief. If you want more information about how to do this see the
Acas Guide on Delivering equality and diversity.

Ask job applicants for monitoring data on a sheet that can be
detached from the application form. That way the information can
be kept separate from the selection process. It should be made
clear that the information will only be used for equality monitoring
and not in the short-listing process.

To get an accurate picture of your organisation and to identify any
inequalities you will also need to monitor the existing workforce.
Once again, explain your reasons for monitoring. Make it clear that
you are trying to ensure that every employee has the same access
to training, promotion and other opportunities.

Framework monitoring form

How to use this form

Overleaf is a simple montoring form you can use the whole form or
only use particular sections of it to construct your own monitoring
form tailored to your company requirements. For information on
monitoring sexual orientation, religion and belief and gender identity,
see the Acas Guide Delivering equality and diversity.
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Sample monitoring form:
Employee Pay Number ----/------ (please enter)

Our guidance throughout recognises that monitoring is strictly
confidential but not anonymous. Pay numbers are a way to
identify employees for monitoring purposes to ensure fairness
and access to opportunity. For job applicants, you should
enter the job applied for title.

Monitoring ethnicity

How would you describe yourself?
Choose ONE section from A to E, and then tick the
appropriate box

A []White
[] British
[Jlrish
[] Scottish
[]English
[]Welsh
Any other White background, please write in box

B Mixed Heritage
[] White and Black Caribbean
[ White and Black African
[]JWhite and Asian
Any other Mixed background, please write in box

C Asian or Asian British
[JIndian
[] Pakistani
[] Bangladeshi
Any other Asian background, please write in box
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D Black or Black British
[] Caribbean
[] African
Any other Black background, please write in box

E Chinese or other ethnic group
[]Chinese
Any other, please write in box

|
F [] Prefer not to say

Disability monitoring

Do you consider yourself to have a disability or a long-term
health condition?

[JYes []No

What is the effect or impact of your disability or health
condition?

| |
[] Prefer not to say

Gender monitoring

Would you describe yourself as:
[1Male []Female?

[] Prefer not to say
Age monitoring

What is your Date of Birth?
100/ 00007/ I ] ] (do/mméyear or age bands - see Acas guidance on age)

[] Prefer not to say
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Understanding the data
— what does monitoring tell me?

[t is unlikely that you will find exactly the same proportions of

men and women or other groups. Monitoring is about looking for
significant differences between groups and then asking yourself the
question, why is this so?

[t is important to bear in mind that any difference, in itself is not bad,
indeed it would be more surprising if all the figures were the same!

A widely used rule of thumb to assess difference is known as the
four-fifths rule. The four-fifths rule suggests that if any group is less
than four-fifths of the rate of the group with the highest success
rate, it may indicate bias.

Example

Williams and Co, a call centre operation recruited for 30 new
posts and interviewed 200 people who were equally split
between men and women — 20 men and 10 women were
offered appointments.

e Male success rate 20/100 (as a percentage) = 20%
e Female success rate 10/100 (as a percentage) = 10%
e 4/5ths of highest success rate = 16%

In the example, there is significant disparity because the female
success rate (10%) is less than four-fifths the male success
rate (16%). Further investigation is needed to understand this
difference. But remember, there may be entirely reasonable
and non-discriminatory reasons for this difference. Do not jump
to conclusions!

The four-fifths rule can be used at each stage of a selection process
or any other monitoring you may do.
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3. Take action Take action:

If you find that: v Encourage more people
to apply for posts by
considering job-sharing
and part-time working

e your organisation is not attracting the
jobseekers you might expect or

¢ sections of your workforce are not v Advertise widely
progressing within the company to attract a diverse
do not impose rapid, false solutions. workforce
v Publish recruitment
Look at your recruitment and selection results internally where
procedures. Is one group benefiting at the appropriate — it will help
expense of another? Does any particular group promote transparency
appear to be disadvantaged? v Maintain confidentiality
— individuals should not
If monitoring shows that people from some be identified
groups do not appear to succeed as well as / Offer work experience
others: iy
opportunities or
* review your procedures and practices mentoring for students
e consider using legal Positive Action v Work with community
where appropriate. For further groups and arrange
information on this, see the Acas local sponsorships.

Guide Delivering equality and diversity.

Information in this booklet has been revised up to the date of the last reprint
— see date below.

Legal information is provided for guidance only and should not be regarded as
an authoritative statement of the law, which can only be made by reference to
the particular circumstances which apply. It may, therefore, be wise to seek
legal advice.

Acas aims to improve organisations and working life through better employment
relations. We provide up-to-date information, independent advice, high quality
training and we work with employers and employees to solve problems and
improve performance.

We are an independent, publicly-funded organisation and many of our services
are free.

March 2009
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Acas main offices

Acas National
22nd Floor, Euston Tower,
286 Euston Road, London NW1 3JJ

East Midlands
Lancaster House, 10 Sherwood Rise,
Nottingham NG7 6JE

East of England

Acas House, Kempson Way, Suffolk
Business Park, Bury St. Edmunds,
Suffolk IP32 7AR

London
23rd Floor, Euston Tower,
286 Euston Road, London NW1 3JJ

North East
Cross House, Westgate Road,
Newcastle upon Tyne NE1 4XX

North West
Commercial Union House,
2-10 Albert Square, Manchester M60 8AD

Pavilion 1, The Matchworks, Speke Road,
Speke, Liverpool L19 2PH

Scotland
151 West George Street, Glasgow G2 2JJ

South East
Cygnus House, Ground Floor, Waterfront
Business Park, Fleet, Hampshire GU51 3QT

Suites 3-5, Business Centre,
1-7 Commercial Road, Paddock Wood,
Kent TN12 6EN

South West
The Waterfront, Welsh Back,
Bristol BS1 4SB

Wales
3 Purbeck House, Lambourne Crescent,
Llanishen, Cardiff CF14 5GJ

West Midlands

Apex House, 3 Embassy Drive,
Calthorpe Road, Egbaston,
Birmingham B15 1TR

Yorkshire & Humber
The Cube, 123 Albion Street,
Leeds LS2 8ER

Hd/ﬁlw 08457 47 47 47

08457 38 37 36
Acas Customer Services Team for details
of training and services in your area

08456 06 16 00
for Minicom users

08702 42 90 90
for ordering Acas publications

08456 00 34 44
for questions on managing
equality in the workplace
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INVESTOR IN PEOPLE

www.acas.org.uk
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