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Who is this publication for?

All projects funded by the Local Network Fund must
have an Equal Opportunities Policy written for and
approved by the group. This Guide is primarily
intended for small community groups that do
not currently have an Equal Opportunities
Policy. It may also be helpful if you wish to review
or update an existing policy.

An Equal Opportunities Policy is not at present
required by law, but it is good practice for groups to
create one. An Equal Opportunities Policy is also a
requirement of most funding bodies as they wish to
ensure that the funding will be used to benefit the
whole community.

Developing an Equal Opportunities policy is about
ensuring equal treatment for everyone, tackling
discrimination and biased practices in groups and
individuals. It is also about ensuring that everyone’s
needs are met, in order that they can participate
equally. The main aim should be to ensure
employment opportunities and activities are free
from prejudice, and equally open to all.

Writing your policy

It is important when developing your policy to
involve your whole group, and either to collect their
views before starting or have a meeting to discuss
the policy when you have a draft ready.

Also, if you are hoping to involve a wider range of
people — such as members of minority communities,
or particular age/race/social groups — it would be a
good idea to speak to some people from those
communities and ask them what they think.

This enables you to write a policy that has drawn
upon the skills/experience of all the people who you
hope to be involved in your group and they will feel
they own the policy. This will make it more
effective.




Step 1
Equal opportunities statement:

This should show that your organisation/group
recognises that certain people or groups of
people are discriminated against, that your group
is opposed to this and has procedures in place to
ensure it doesn’t happen.

Your statement can be general, or you could list
the types of people relevant to your group that
are vulnerable to discrimination.

You should state how people are going to be
made aware of your policy and your group’s
commitment to Equal Opportunities.

Step 2

What are your group’s equal
opportunities objectives ?

What are your targets? What changes do you
hope to achieve?

You need to think about recruitment — for staff,
volunteers or trustees/ committee members.

How could you advertise your group’s activities
to encourage a broad range of people to attend?

Think about the different barriers or challenges
that might exist, which could be preventing some
people from getting involved. For example:

— You may want to make information available
on tape, in large type, in or in Braille, for people
with visual impairments.

— You should ensure that people with mobility
difficulties also have the chance to join in.

— If you want to welcome people who speak
other languages, you may want to have some
of your information translated, or get an
interpreter on board.

— Some people from different faith groups may
have certain requirements, such as not being
able to come to meetings on certain days or at
certain times.

— The type of refreshments on offer may be an
issue for some people.

— Think about the language you use in your
printed information and at your meetings.
Might it be difficult for some people to
understand? How could you simplify things to
be welcoming for everyone?

— Look at the people who already come to your
meetings. Do you have a lot in common, in
terms of your age, class, background or
culture? Imagine how someone from a
different social group or cultural background
might feel coming in. Can you do anything to
make your activities more welcoming, and to
really value the input of different types of
people?

Step 3
Putting your policy to work

This is where you show how you are going to meet
your objectives.

Who does the policy apply to? State that
everyone has a responsibility to implement the

policy.

Look at the structure of your committee, your
decision making processes, bearing equal
opportunities in mind. It may be time to make
some changes.

Who is responsible for ensuring the policy is
followed? It is often helpful to have an action
plan stating who is responsible in each area and
making it available to all the members of the
group, so that they know who to go to with ideas
on how to improve equality for all.



State how you are going to make your group
accessible to all. Can wheelchair users or those
with mobility problems get in? Does your
meeting time make it difficult for some people to
attend your group? Could you cover expenses or
help with any caring responsibilities a person may
have?

State how you will ensure that all the people you
aim to help can access your project or service.

Step 4
Membership

What are your group’s membership rules?
Put procedures in place to ensure everyone who
is allowed to join finds it easy to do so.

E.g. A village youth club should be welcoming to all
in the appropriate age range regardless of gender,
ethnicity, disability, sexuality or religion.

Step 5
Employment

You need to have a set of guidelines to ensure
equality of opportunity when recruiting paid staff,
volunteers and management committee
members. It is important that you think about
how you advertise the vacancy to ensure that
anyone with the right skills could apply, not just
people from within your group, or people who
seem like they would 'fit in" easily with your group

When trying to fill a vacancy make sure there is a
clear description of the role. When an application
pack is requested, you should send out a person
specification listing the skills and qualities you are
looking for. This helps people to see how they meet
the requirements of that role. It is also helpful to
send out an evaluation form to people applying for
vacancies. This could highlight any problems people

have with your recruiting procedures. Procedures
for grievances and disciplinary actions should be in
place for any workers.

Step 6
Discrimination/harassment

You need to have a written procedure in place for
dealing with complaints or allegations of
discrimination or harassment.It should be made
clear that any breaches of the policy will be dealt
with through your disciplinary procedures or
complaint policy.

Step 7
Monitoring

You should monitor the types of people applying to
work for your group (whether voluntarily or paid)
and all the members and users of your group.

This can be done by handing out a clear form for
people to fill in. The form should ask for details such
as age, gender, sexuality, ethnic background, and
anything else you would like to know about the
range of people using your group. You can find
sample Equal Opportunities Monitoring Forms on
the internet or from your local Council for Voluntary
Services. Some members may need help with filling
out the form. You may need to make it available in
large print, electronically, in Braille or on audiotape.

How to use the information

The information you gather from monitoring will
enable you to examine how your Equal
Opportunities policy and action plan are working.

You may find that certain areas need to be
improved — maybe there are groups of people
within your local community who are not making
use of your activities.



You could discuss the changes you could make to
your policy at an AGM or Special Meeting.

How could you make it easier for people who are
not using your group to do so?

It is important to carry out proper monitoring as it
can show you things you might not have noticed.
You may want to try to find out why some people
aren’t using your services.

The laws on equality

There are laws in place to ensure everyone is
treated fairly and you need to make sure that your
group follows them. Listed here is a brief summary
of some of the main acts of Parliament.

Sex Discrimination Act 1975 and 1986

This aims to prevent direct and indirect
discrimination on the grounds of sex or marital
status in employment, education, and provision of
services or goods.

Equal Pay Act 1970 and Equal Pay
Amendment Regulation 1983

This is aimed at all organisations, whatever their
size or age. All employees should get equal
treatment/pay for doing the same types of jobs.

Race Relations Act 1976 and

Race Relations Amendment Act 2000

This makes all racial discrimination illegal.

The 2000 amendment extends the law to protect
against racial discrimination by public authorities
including all their public functions, not just
employment.

Disability Discrimination Act 1995

This makes it illegal for anyone to discriminate
against someone because of a disability. This act
is going to be implemented in stages.

Part Ill of the act came into force in 2004 and is
particularly relevant to community groups. It
states that facilities should be, within reason,
physically accessible to all.

Protection from Harassment Act 1997
This makes harassment of any sort a criminal
offence.

Human Rights Act 1998
This is legislation to protect everyone’s individual
rights.

The government is developing legislation that
would make discrimination on religious grounds
illegal.



Further sources of information

ACAS

Independent employment relations service
National helpline: 0845 7 47 47 47
Equality direct: 0845 6 00 34 44
Website: www.acas.org.uk

Commission for Racial Equality

Gives information, advice and guidance on issues of
racial discrimination

London: 020 7939 0000

Disability Rights Commission

Gives advice, information and guidance in issues of
disability discrimination.

National helpline: 0845 7 622 633

Email: enquiry@drc-gb.org.uk

Website: www.drc.org.uk

For advice in making your service accessible:
www.open4all.org.uk

Equal Opportunities Commission

Gives information in issues of sex discrimination
and equal pay.

National helpline: 0845 601 5901

Email:  info@eoc.org.uk

Website: www.eoc.org.uk

Other reading

The Equal Opportunities Handbook by Helen Collins,
Blackwell, London 1992

The Equal Opportunities Guide by Phil Clements and
Tony Spicks, Kogan Page Ltd, London 1996

Equality in Action: Introducing Equal Opportunities in
Voluntary Organisations by Mee-Yan Cheung-
Judge and Alex Henley, NCVO Publications,
London 1994
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About Action in rural Sussex

Action in rural Sussex (formally known and
registered as Sussex Rural Community Council) is a
charity formed in 1931 to serve rural communities.
Our major role is to identify problems and respond
to the needs of rural communities — providing
practical support and helping villages in Sussex
remain vibrant living and working places. Action in
rural Sussex works from a community development
approach helping to support and build active and
sustainable communities. Our activities are wide-
ranging and include: enterprise, training, housing,
transport, and community health and care support.

Action in rural Sussex is committed to working on
the issues that face children and young people in
the communities we serve. We do this through our
core work — giving advice to local communities,
development work with specific communities across
the two counties and operating services that are of
benefit to children and young people that live
rurally. These include:

The Your Bus Your Call Healthy Living Centre
Project, a mobile youth resource and helpline
service in Lewes District.

The East Sussex Project — targeted projects
supporting young people in rural Wealden and
Rother, funded from the Transforming Youth Work
Fund.

Action
Sussex

Sussex House, 212 High Street, Lewes BN7 2NH

Tel: 01273 473422

Fax: 01273 483109

Email: info@ruralsussex.org.uk
www.ruralsussex.org.uk

department for

education and skills

creating opportunity, releasing potential, achieving excellence

About the Local Network Fund

The Local Network Fund provides grants of between
£250 and £7,000 to locally managed voluntary,
community or self-help groups to run projects or
activities with disadvantaged children or young
people aged 0-19 or their parents/carers.

local network fund

for children and young people

Applications are assessed on a rolling basis.
For an application form and grant guidelines,
ring the national call centre:

0845 113 0161

Action in rural Sussex is the local administrator for
the Local Network Fund across East Sussex, West
Sussex, Brighton and Hove. If you have questions
about the Local Network Fund or about your
application, please call the Local Network Fund
Administrator on 01273 407305.

All projects funded by the Local Network Fund must
have a constitution or set of rules written for and
approved by the group.

Date of publication: July 2006

This guide is available electronically at
www.ruralsussex.org.uk

If you would like additional print versions, or would
like a copy of our other guides:

How to develop child protection policies &
procedures,

How to write a risk assessment,

How to write a constitution

please contact: claire.reynolds@ruralsussex.org.uk
01273 407305.



