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Equal Opportunities Policy
This policy sets out basic guidance for avoiding unlawful discrimination – on the grounds of race, sex, disability, sexual orientation, and religion or belief. Knowles Associates is committed not to unjustifiably discriminate against any individual on the grounds of their disability, in relation to any aspect of their employment.  Furthermore, we will make any and all reasonable adjustments to ensure that such individuals are not substantially disadvantaged during the course of their employment.

Detailed below are a number of key areas which must be addressed to ensure we are compliant with the law.

Recruitment

● Be clear what the job entails and what the key duties are.

● Ask applicants for information that will tell you they can do the job.

● Don’t ask questions unrelated to the job – get the facts and be open-minded.

● Treat people on their merits.

● Don’t make assumptions about who won’t “fit in”.

● Advertise all vacancies openly.

● Where reasonable to do so, adaptation of our methods of recruitment so that disabled people can apply and attend for interview.

● When using a recruitment agency, make sure you do not ask them to act unlawfully.

● Ensure starting pay is set fairly and equitably, verify successful applicant’s former pay with former employer.

Managing Staff

● Maintain open channels of communication with all staff 

● Ensure opportunities for promotion and training are made known to all staff and are available on a fair and equal basis.

● Make new recruits feel welcome by implementing our “settling in” procedure
● Ensure staff are fully aware that harassment and bullying will not be tolerated and refer them to the company handbook for further guidance.
● Apply disciplinary action fairly and consistently regardless of race, sex, disability, sexual orientation, religion, belief, or age.

The following information will be retained to improve business effectiveness and will also be necessary if a complaint is ever made against Knowles Associates.  
● how your staff group is made up – by sex, ethnic group, those with a disability.

● job applicants and appointments;

● sick leave/absences and reasons;

● disciplinary action/grievances;

● hours that staff work;

● rates of pay;
● training received.

Flexibility/reasonable adjustments

Where possible and within reason changes to overcome physical and non-physical barriers that make it difficult for a disabled person to work within the company will be made.  Similarly, where reasonable, the change of working practices or arrangements that may put disabled employees or job applicants at a substantial disadvantage will be reviewed.
Maternity/paternity law

When an employee becomes pregnant we will:
● allow her paid time off for antenatal care;

● provide additional health and safety protection for her and her child during her pregnancy, while she is a new mother, or as long as she is breastfeeding; and

● allow her to return to her job after a period of maternity leave.

More detailed information is contained within the company handbook.

Equal pay

Pay arrangements will be made ensuring that men and women are getting equal pay and conditions that:
● is the same, or broadly similar;

● has been rated as equivalent under a job evaluation scheme; or

● is of equal value in terms of the effort, skills, knowledge and responsibility required.

Employees should know how their pay is made up. It should be clear, for example, how any bonuses can be earned, and how they are calculated. This applies to both full-time and part-time employees. The same work should be paid the same hourly rate, whether it is done by men or women, and whether it is done full-time or part-time.

Equal Pay Act 1970

Knowles Associates will abide by the Equal Pay Act 1970 that gives an individual a right to the same contractual pay and benefits as a person of the opposite sex in the same employment, where the man and the woman are doing the same work, work rated as equivalent work, or work of equal value.

Sex Discrimination Act 1975

Knowles Associates enforces the sex discrimination act 1975 and understands this makes discrimination on the grounds of sex or marriage unlawful. The Sex Discrimination Act applies to women and men of any age, including children.

Race Relations Act 1976

Knowles Associates promotes racial and gender equality, we understand the race relations act 1976 makes discrimination on the grounds of race, colour, nationality (including citizenship), or ethnic or national origin unlawful. The law covers people from all racial groups, including white people. 
Disability Discrimination Act 1995

This act deals with discrimination against disabled people – that is, when someone treats a disabled person less favorably than someone else, without justification, for a reason related to their disability. Discrimination also occurs if, without justification, a ‘reasonable adjustment’ is not made. Knowles Associates is fully committed to ensuring that no person will be discriminated against under this act.
Employment Equality (Sexual Orientation) Regulations 2003

Knowles Associates will not discriminate by way of employment or training on the grounds of sexual orientation. It covers people whether they are gay, lesbian, bisexual or heterosexual.
Employment Equality (Religion or Belief) Regulations 2003

Knowles Associates will not discriminate by way of employment and training on the grounds of religion or philosophical belief.
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