	EQUAL OPPORTUNITIES CHECKLIST

	CRITERIA
	PROMPTS
	EXAMPLE
	YES/NO
	COMMENTS/EVIDENCE

	There is a documented statement of General Policy


	The policy should contain a statement outlining a) the aim of the organisation, b) to whom the policy relates and c) the kind of discrimination to be avoided


	a) aim is to encourage, value and manage diversity amongst all staff and service users

b)  Covering staff, volunteers, trustees and service users

c) on the basis of gender, race, religion, age, physical ability, nationality or sexuality


	
	

	Equal opportunities objectives are defined
	There should be additional, more detailed information about the aims of the policy in all key areas of the organisation.
	
	
	

	CRITERIA
	PROMPTS
	EXAMPLE
	YES/NO
	COMMENTS/EVIDENCE

	There is a clear management intent


	There should be examples in the body of the policy that show how the policy will be implemented.

The policy should contain details of how the organisation will monitor the progress of the policy to prevent it becoming redundant and who will carry out this monitoring

A statement should be in place which backs up the policy and sets out in more detail what actions will take place, by when, and who will have responsibility for this.
	By reading the policy you should be able to see that there is intent to implement the policy.  This may include statements about

· Who has overall responsibility (usually senior manager)

· Communication to all employees at all levels

· The support of management and trade unions

· A commitment to equality training and guidance.

· The complaints procedure

· Recruitment monitoring, annual reviews or surveys

It should contain targets which are measurable to demonstrate the effectiveness of the policy.

It may for example set a target for an increase in the number of jobs available for job sharing, or for changes in advertising the service in order to attract more peoples from minority groups


	
	

	Communication
	The action plan should detail how the policy will be made known to workers at all levels and to the service users
	This should be covered in the induction of new staff and may be available in printed form on the organisations webs sites

Existing staff might be made aware of the policy and progress on the action plan through appraisal and staff briefing sessions


	
	

	CRITERIA
	PROMPTS
	EXAMPLE
	YES/NO
	COMMENTS/EVIDENCE

	Equality training and guidance for all staff and service users
	Equality training should be encompassed into the policy for both new and existing employees.


	Training should cover recruitment, appraisal, section for promotion, supervision, allocation of resources etc.

Additionally a good policy will allow for periodic refresher training

A good policy will also provide specialist training for staff who recruit, and where appropriate for front line staff through effective customer care training


	
	


