Draft affirmative action plan

Declaration of Commitment

__________________________ is committed to ensuring fair participation of both communities in its workforce.

It is the policy of ______________ to comply with the provisions of the Fair Employment and Treatment (Northern Ireland) Order 1998 and to ensure that all its employment practices conform with the recommendations of the Fair Employment Code of Practice.

The Company formally adopts an Equal Opportunity Policy and is committed to ensuring that this is put into effective and visible practice.  The Company has conducted a review of its employment composition and practices under Article 55  of the Fair Employment and Treatment (Northern Ireland) Order 1998.

To demonstrate its commitment to ensuring fair participation of both communities in its workforce the Company will undertake the following programme of affirmative action.

Equal Opportunities Policies and Procedures

The Company will develop an Equal Opportunities Policy and ensure that it is openly communicated to its workforce, potential applicants and the community.

· The Equal Opportunities Policy will be circulated to all employees and applicants for employment.

· It will be made clear that breaches of policy and practice will be regarded as misconduct which could lead to disciplinary proceedings.

· Overall responsibility for equality of opportunity has been allocated to the Managing Director.

· Day to day responsibility has been allocated to the  (post holder).

· Responsibilities for ensuring compliance with the Equal Opportunities Policy will be incorporated into the job descriptions of management and supervisory staff.

· A programme of equal opportunities awareness training will be developed to ensure that all staff are fully aware of the Company’s equal opportunities objectives and their role in ensuring that these are met.

The Working Environment

The Company recognises and is determined to safeguard the right of all workers to work without intimidation or harassment.  Further, the Company is committed to the provision of a working environment free from flags, emblems, posters, graffiti or other materials likely to be provocative, offensive intimidating or in any way likely to cause discomfiture or unease for employees or applicants for employment within the Company.

· Religious or political harassment of any kind is unlawful and will be regarded as an offence of misconduct which may lead to dismissal.

· A separate policy and procedure to deal with discrimination, harassment and victimisation will be developed.  These policies and procedures will be communicated to all employees through the Company’s equal opportunities awareness training programme.

· Specific training will be provided for management and supervisory staff to:

· familiarise them with the Company’s policies and procedures for dealing with discrimination, victimisation and harassment;

· ensure that they are fully aware of how these policies and procedures can be effectively implemented.

Employment Practices

The Company will undertake annual audits of its employment practices and procedures to ensure that they comply with the systematic and objective methods as outlined at paragraph 5.3 of the Fair Employment Code of Practice.  The Company will ensure that:

· job descriptions, personnel specifications and selection criteria exist for all positions;
· selection criteria for employment, promotion, education, transfer, training and redundancy will be reviewed to ensure that they are appropriate in every case and do not adversely impact on either community;
· a redundancy policy and procedure will be developed;
· shortlisting and interviews for all posts will be conducted by at least two persons who have been trained in selection techniques.  This training will have particularly addressed fair employment legislation and its implications;
· records of decisions at each stage of the selection process including all notes and assessment records of interviews will be made and retained for three years in a separate file for each recruitment exercise;
· as far as is practicable there will be cross community representation on all selection panels;
· exit interview forms will be completed for all leavers and requests will be made on exit interview forms for leavers’ views on equal opportunities in the Company;
· following the conclusion of any complaint of unlawful discrimination whether pursued internally or externally the Managing Director will identify the equality issues raised, any procedural defects or misapplications of the procedures and implement any necessary changes.
Outreach Measures

The Company is committed to ensuring that members of both communities are aware of and encouraged to apply for job opportunities and that the best person for the job is appointed.  In order to promote fair participation the Company will undertake the following action to particularly encourage applications from the  (under-represented community)
All vacancies for employment will be advertised widely, ensuring that newspapers read mainly by the under-represented community are included.

· Where Training and Employment Agency  offices are used staff will be requested to ensure that advertisements include the Company’s equal opportunity statement.

· Links will be developed with schools, training schemes, job clubs, community schemes and community groups which serve the under-represented community in an effort to attract applicants from that community and to offer work experience to trainees.

· As part of its equal opportunities awareness training, the Company will make all employees aware of its commitment to encouraging applications from the under-represented community.

· Meetings will be arranged with influential individuals and organisations from the under-represented community with a view to encouraging applicants from that community.

Goals and Timetables

The Company is committed to reviewing the effectiveness of its affirmative action programme and recognises the importance of setting goals and timetables against which progress can be measured.

The Company believes that goals and timetables should be both challenging and realistic if they are to be useful as a means of promoting and measuring change.

In setting goals and timetables the Company has taken into account the availability of both communities and the level of turnover of jobs in its workforce.  It has also recognised that the current level of (under-represented group) in its workforce is lower than would be expected.

Taking all factors into account the following goals and timetables will be set.  Progress towards these goals will be reviewed on an annual basis in consultation with the Equality Commission and may be adjusted in the light of experience.
(i)
A target of increasing the (under-represented group) proportion of applicants and appointees for all posts to not less than [     %] over the next three years.

(ii)
An overall goal of increasing the (under-represented group) proportion of its workforce to [     %].
Review of Progress

The Company is committed to the effective implementation of this Affirmative Action Programme.

The following action will be taken to ensure that progress is regularly reviewed.

(i)
An action plan for the implementation of this Affirmative Action Programme will be developed.  This will include target dates for the implementation of each measure.

(ii)
The progress of the Action Plan will be considered at meetings of the concern’s senior management team.

(iii)
The individual responsible for equal opportunities on a day to day basis will prepare an annual report on progress for the Director who will be responsible for any revisions or amendments to the affirmative action programme and/or goals and timetables.

(iv)
The Company will, with each annual monitoring return, provide the Commission with an additional report which will include details of each recruitment and promotion exercise during the relevant year.  The report will include;


-
full details of the composition by community background of applicants, 
those shortlisted and those appointed;


-
copies of job advertisements and where and when advertised;


-
details of how selection panels were constituted and a completed checklist 
indicating which records have been retained at each stage of the 
recruitment process;


-
a copy of the Action Plan prepared to facilitate implementation of the 
affirmative action programme;


-
a record of progress on each affirmative action measure;


-
details of how and when the affirmative action programme was 
considered by the Senior Management Team


-
a copy of the annual report on progress prepared for the Director

(v)
Following receipt by the Commission of this annual report the Company will meet the Commission to review progress.

