EQUAL OPPORTUNITY
DIVERSITY AND DIGNITY AT WORK POLICY
Our Commitment
RCB Ltd, (‘’the company’’) is committed to providing equal opportunities in employment and to avoiding unlawful discrimination in
employment and against customers. Striving to ensure that the work environment is free from harassment and bullying and that
everyone is treated with dignity and respect is an important aspect of ensuring equal opportunities in employment.
The Law
It is unlawful to discriminate (directly or indirectly) in recruitment or employment against any of the ‘’protected characteristics’’
listed below:
•
•
•
•
•
•
•
•
•

Age
Disability
Sex
Gender reassignment
Pregnancy
Maternity
Race(which includes colour, nationality and ethnic or national origins
Sexual orientation
Marriage or in a civil partnership

Discrimination after employment may also be unlawful, e.g. refusing to give a reference for a reason related to one of the protected
characteristics.
Employees should not discriminate against or harass a member of the public whether the employee or the member of the public is
providing a service or goods.
Types of Unlawful Discrimination
Direct discrimination is where a person is treated less favourably than another because of a protected characteristic. An example of
direct discrimination would be refusing to employ a woman because she is pregnant. In limited 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 where a provision, criterion or practice is applied that is discriminatory in relation to individuals who have a
relevant protected characteristic (although it does not explicitly include pregnancy and maternity, which is covered by indirect sex
discrimination) such that it would be to the detriment of people who share that protected characteristic compared with people who
do not, and it cannot be shown to be a proportionate means of achieving legitimate aim.
Harassment Is where there is unwanted conduct, related to one of the protected characteristic (other than marriage and civil
partnership, and pregnancy and maternity) that has the purpose or effect of violating a person’s dignity; or creating 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 or 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)

1

Third –party harassment occurs where an employee is harassed and the harassment is related to a protected characteristic (other
than marriage and civil partnership, and pregnancy and maternity), by third parties such as clients or customers. For an employer to
be liable:
•
•
•

The harassment must of occurred on at least two separate occasions (although not necessarily by the
same harasser or suffering the same type of harassment;
It must be aware that the previous harassment has taken place; and
It must have failed to take reasonable steps to prevent harassment happening again.

Victimisation occurs when an employee is subjected to detriment, such as being denied a training opportunity or a promotion
because they made or supported a complaint or raised a grievance under the Equality Act 2010, or they are suspected of doing so.
However, an employee is not protected by victimisation if they acted maliciously or made or supported an untrue complaint. There is
no longer a need for a complaint to compare their treatment with someone who has not made or supported a complaint under the
Equality Act 2010. For example, if a blind employee raises a grievance that the employer is not complying with its duty to make
reasonable adjustments, and is then systematically excluded from all meetings; such behaviour could amount to victimisation.
Failure to make reasonable adjustments is where a physical feature or a provision, criterion or practise puts a disabled person at a
substantial disadvantage compared with someone who does not have that protected characteristic and the employer has failed to
make reasonable adjustments to enable the disabled person to overcome the disadvantage.

Equal Opportunities in Employment
The company will avoid unlawful discrimination in all aspects of employment including recruitment, promotion, opportunities for
training, pay and benefits, 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 candidates with a disability.
Disability and personal or home commitments will not form the basis of employment decisions except where necessary.
The company will consider any possible indirectly discriminatory effect of its standard working practices, including the number of
hours worked, the times at which these are to be worked and the place at which work is to be done, when considering requests for
variations to these standard working practices and will refuse such requests only if the company considers it has good reasons,
unrelated to any protected characteristic, for doing so the company will comply with its obligations in relation to statutory requests
for contract variations. The company will also make reasonable adjustments to its standard working practises to overcome barriers
caused by disability.
The company will monitor the ethnic, gender and age composition of the existing workforce and of applicants of jobs (including
promotion), and the number of people with disabilities within these groups, and will consider and take appropriate action to address
any problems that may be identified as a result of the monitoring process.

Customers, Suppliers and Other people not Employed by the Company
The company will not discriminate unlawfully against customers using or seeking to use goods, facilities or services provided by the
company.
Employees should report any bullying or harassment by customers, suppliers, or visitors or others to their manager who will take
appropriate action.
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Grievances
If you consider that you may have been unlawfully discriminated against, you may use the company’s grievance procedure to make a
complaint. If your complaint involves bullying or harassment, the grievance procedure is modified as set out in the dignity at work
policy below.
The company will take any complaint seriously and will seek to resolve a grievance that it upholds. You will not be penalized for
raising a grievance, even if your grievance is not upheld, unless the complaint is both untrue and made in bad faith
Use of the company’s grievance procedure does not affect your right to make a complaint to an employment tribunal. The complaint
to an employment tribunal must normally be made within three months of the complaint of discrimination being made.
Monitoring and Review
This policy will be monitored periodically by the Company to judge its effectiveness and be updated in accordance with changed in
the law.
In particular, the Company will monitor the ethnic and gender composition of the existing work force and of applicants for jobs
(including promotion), and the number of people with disabilities within these groups, and will review its equal opportunities policy
in accordance with the results shown by the monitoring
If changes are required, the company will implement them.
Information provided by job applicants and employees for monitoring purposes will be used only for these purposes and will be dealt
with in accordance with the Data Protection Act 1998.
Dignity at Work
The company is committed to creating a work environment free of harassment and bullying, where everyone is treated with dignity
and respect.
Some harassment is unlawful discrimination and serious harassment may be a criminal offence.
Bullying is offensive, intimidating malicious or insulting behaviour, and/or an abuse or misuse of power that is meant to undermine,
humiliate or injure the person on the receiving end.
Examples of bullying would include picking on someone or setting them up to fail or making threats or comments about soeones job
security without good reason.
Harassment is unwanted conduct related to relevant protected characteristics, which are sex, gender reassignment, race (which
includes colour, nationality and ethnic or national origins), disability, sexual orientation, religion or belief and age, that:
•
•

Has the purpose of violating a person’s dignity or creating an intimidating, hostile degrading, humiliating or offensive
environment for that person: or
Is reasonably considered by that person to have the effect of violating their dignity or of creating an intimidating, hostile,
degrading, humiliating or offensive environment for them, even if this effect was not intended by the persons conduct.

Examples of Harassment include:
•
•
•
•
•

Physical conduct ranging from unwelcome touching to serious assault;
Unwelcome Sexual advances
Demeaning comments about a person’s appearance
Unwelcome jokes or comments of a sexual or racial nature or about an individual’s age:
Excluding an individual because they are associated or connected with someone with a protected characteristic, e.g. their
child is homosexual, spouse is black or parent disabled.
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•
•
•

Repeated name calling related to an individual’s religion or belief,
Ignoring an individual because they are perceived to have a protected characteristic (whether or not they do, in fact, have
the protected characteristic), e.g. and employee is thought to be Jewish, or is perceived to be transsexual.
The use of obscene gestures; and the open display of pictures or objects with sexual or racial overtones, even if not
directed at any particular person, e.g. magazines, calendars or pin ups.

Conduct may be harassment whether or not the person behaving in that way intends to offend. Something intended as a “joke” may
offend another person. Everyone has the right to decide what behaviour is acceptable to them and have their feelings respected by
others.
Behaviour that any reasonable person would realise would be likely to offend will be harassment without the recipient having to
make it clear in advance that behaviour of that type is not acceptable to them, e.g. sexual touching.
It may not be so clear in advance that some other forms of behaviour would be unwelcome to, or could offend, a particular person,
e.g. certain “banter”, flirting or asking someone for a private drink after work. In these cases first time conduct that unintentionally
causes offence will not be harassment but will become harassment if the conduct continues after the recipient has made it clear, by
words or conduct, that such behaviour is unacceptable to them.
A single incident can be harassment if it is sufficiently serious.
If you think you are being bullied or harassed, you may be able to sort out matters informally the person may not know that their
behaviour is unwelcome or upsetting. You may feel able to approach the person yourself, or with the help of someone else in the
company. You should tell the person what behaviour you find offensive and unwelcome, and say that you would like it to stop
immediately.
If an informal approach does not resolve matters, or you think the situation is too serious to be dealt with informally, you can make a
formal complaint by using the company’s grievance procedure. In the case of grievances about bullying or harassment, the normal
grievance procedure is modified so that 6you can choose whether to raise your grievance with your manager or another manager.
All complaints will be investigated promptly and, if appropriate, disciplinary proceedings will be bought against the alleged harasser.
You will have the right to be accompanied by a work college or trade union representative of your choice at any meeting dealing with
your grievance. You will be kept informed of the general progress of the process of investigation and the outcome of any disciplinary
proceedings.
The company will treat complaints of bullying and harassment sensitively and maintain confidentiality to the maximum extent
possible.
You have a right not to be victimised for making a complaint in good faith, even if the complaint is not upheld.
However, making a complaint which you know to be untrue may lead to disciplinary action being taken against you.
Your Responsibilities
Every employee is required to meet its commitment to provide equal opportunities in employment and avoid unlawful
discrimination.
Employees can be held personally liable as well as, or instead of, the company, for any act of unlawful discrimination. Employees
who commit serious acts of harassment may be guilty of a criminal offence.
Acts of discrimination, harassment, bullying or victimisation against employees or customers are disciplinary offences and will be
dealt with under the company’s disciplinary procedure. Conduct of this type will often be gross misconduct which can lead to
dismissal without notice.
The Company is committed to providing equal opportunities in employment and to avoiding unlawful discrimination in employment
and against customers.
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Prevention of Illegal Working
It is an offence for the company to employ someone, aged 16 or over, who no right to work in the United Kingdom, or no right to do
the work we are offering. Therefore, every employee is required provide documentary evidence of your right to work as outlined
under the immigration, Asylum and Nationality Act 2006.
Documents required are as listed below, and all offers of employment are conditional upon you providing the company with
documentary evidence of your right to work. There are three options on respect of which documents the company is required to
obtain. Failure to present the original documentation to the HR department/ specific person for verification could result in your
start date being delayed.
Option 1
You must provide the company with ONE of the following documents:i.

A United Kingdom passport describing the holder as a British citizen or as a citizen of the United Kingdom and
Colonies having the right to abode in the United Kingdom.

ii.

A passport containing a certificate of entitlement issued by, or on behalf of the government of the United
Kingdom, certifying that the holder has the right of abode in the United Kingdom.

iii.

A passport or national identity card, issued by a state which is a party to the European Economic Area Agreement
or Switzerland, which confers right if entry to or residence in the United Kingdom, which described the holder as
a national of a state which is a party to that agreement.

iv.

A United Kingdom Residence or Permit issued to a national of a state which is party to the European Economic
Area Agreement, or Switzerland, which confirms that the holder has the rights of entry to or residence in the
United Kingdom.

v.

A passport or other travel document, or a residence document or certificate issued by the Home Office which is
endorsed to show that the holder has a current right of residence in the United Kingdom as the family member of
a named national of a state which is a party to the European Economic Area Agreement or Switzerland, which
confers right of entry to or residence in the United Kingdom, and who is resident in the United Kingdom.

vi.

A passport or other travel document endorsed to show that the holder is exempt from immigration control, has
indefinite leave to enter, or remain, in the United Kingdom or has no time limit on their stay.

vii.

A passport or other travel document endorsed to show that the holder has current leave to enter, or remain in,
the United Kingdom and is permitted to take the employment in question, provided it does not require the issue
of work permit.

viii.

A registration card which indicates that the holder is entitled to take employment in the United Kingdom.

ix.

A Biometric Immigration Document is sued by the Border and Immigration Agency to the holder indicating that
the person named in it is allowed to stay indefinitely in the UK, has the right of abode in the UK, or has no limit on
their stay in the UK.

If none of the above Option 1 documents are available then you must provide for inspection the originals of the documents under
Option 2 or 3 below:-
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Option 2
i.

B A document issued by a previous employer, Inland Revenue, the Department of Work and Pensions, Jobcentre Plus,
the Employment Service, the Training and Employment agency (Northern Ireland) or the Northern Ireland Social Security
agency which contains the National Insurance number of the person named in the document; and one of the following:

ii.

A Full Birth Certificate issued in the United Kingdom which specifies the name of the holders parents:

iii.

A Full adoption certificate issued in the UK which includes the name(s) of at least one of the holders adoptive parents:

iv.

A Birth certificate issued in the Channel Islands, the isle of man, or Ireland: or

v.

An adoption certificate issued in the Channel Islands, Isle of Man or Ireland: or

vi.

A certificate of registration or naturalisation as a British Citizen: or

vii.

A letter issued by the Home Office, to the holder, which indicates that the person named in it has been granted
indefinite leave to Enter or Remain in the United Kingdom: or

viii.

An Immigration Status Document issued by the home office or Border immigration Agency to the holder, endorsed with
a United Kingdom Residence Permit, which indicates that the holder has been granted Indefinite Leave to Enter or
Remain in the United Kingdom: or

Option 3
The following documents that are provided will be checked on a 12 monthly basis:
i.
A work permit or other approval to take employment issued by Works Permits UK and one of the following:
ii.

A passport or other travel document endorsed to show that the holder has current leave to enter, or remain in, the
United Kingdom and is permitted to take the work permit employment in question: or

iii.

A Biometric Immigration Document issued by the Border and Immigration Agency to the holder indicating that the
person named in it can stay in the UK and is allowed to do the work in question.

iv.

A letter issued by the Home Office to the holder, which indicates that the person named in I t has subsisting leave to
enter or remain in the United Kingdom and is entitled to take the employment in question in the United Kingdom: or

v.

An Immigration Status Document Issued by the Home Office to the holder, endorsed with a United Kingdom Residence
Permit, which indicates that the holder has been granted Limited Leave to Enter or Remain in the United Kingdom and is
entitled to take the employment in question in the United Kingdom.

Step 1
Please return copies of the relevant document (s) with your confirmation of acceptance of our offer to the HR Department.
Step 2
On your First Day of employment, you will be required to produce the original(s) for verification. A further copy will be taken and
forwarded to the HR department.
Signed by _________________________________

Date: November 2020

Name: Jo-Anne Shuckford

Position: PA to MD
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