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Equal Employment Opportunity - EEO


Policy

EEO is making sure that the workplace is free from all forms of unlawful discrimination and harassment.

This means having workplace rules, policies, practices and behaviours that are fair and do not disadvantage people because they belong to a particular group or groups.

In such an environment all workers are valued and respected and have opportunities to develop their full potential and pursue a career path of their choice.

EEO AT MACROBUTTON NoMacro [Click here and type the organistion's name]
EEO is designed to achieve the following outcomes:

· A diverse and skilled workforce;

· Improved employment access and participation by EEO groups; and

· A workplace culture displaying fair workplace practices and behaviours.

FAIR PRACTICES AND BEHAVIOUR

EEO aims to achieve fair practices and behaviour in the workplace, including:

· Recruitment, selection and promotion practices that are open, competitive and based on merit.  This means the best applicant is selected for the job;

· Reasonable adjustment in the workplace will be implemented where a disabled person is to be considered for employment;

· Access for all employees to training and development;

· Flexible working arrangements that meet the needs of employees and the Organisation and create a productive workplace;

· Grievance handling procedures that are accessible to all employees and deal with workplace complaints promptly, confidentially and fairly;

· Communication processes to give employees access to information and allow their views to be heard;

· Management decisions being made without bias;

· No unlawful discrimination or harassment in the workplace;

· Respect for the social and cultural backgrounds of all employees and the Organisation’s clients.

ELIMINATING DISCRIMINATION

Discrimination is treating somebody unfairly, or harassing them, because they belong to a particular group.  Under anti discrimination legislation it is against the law for any employer to discriminate against an employee or job applicant because of their:

· Age;

· Gender;

· Sexual preference;

· Pregnancy;

· Disability (includes past, present or possible future disability or impairment);

· Race;

· Marital status;

· Gender history;

· Religious or political conviction; or

· Family responsibilities.

Both direct and indirect discrimination are against the law.

Direct discrimination means treatment that is obviously unfair or unequal.  For example, if an employer won’t hire someone just because they are a woman, this is likely to be direct sex discrimination.

Indirect discrimination means having a requirement that is the same for everyone that has an effect or a result that is unfair to particular groups.  For example, not considering an employee’s overseas skills and training when determining his or her level of pay can constitute indirect race discrimination.

It is not only the responsibility of the Organisation, but that of every employee to help prevent unlawful discrimination in the workplace.

THOSE WHO BENEFIT FROM EEO

Employees benefit by:

· Working in a fair environment which is free from unlawful discrimination and harassment;

· Equal access to jobs training and other development opportunities;

· Fair processes to deal with work related complaints and grievances.

Managers benefit by:

· More co-operative workplace relations and reduced workplace conflict;

· Increased employment, job satisfaction and morale;

· Increased productivity.

The Organisation benefits by:

· A more productive workplace;

· The selection of the best applicants improves the efficiency of the Organisation to provide the services to the clients;

· Skilled staff are retained;

· Improved quality of work.

A workplace that is fair and free from unlawful discrimination and harassment is more productive and better able to meet its business goals.

Clients benefit by:

· An efficient and effective service;

· Services which are responsive to the needs of the clients.

HARASSMENT FREE WORKPLACE

It is the Organisations endeavour to achieve and maintain a workplace, which is free from all forms of harassment.

Principles

To provide or deal with harassment in the workplace, the Organisation has adopted this policy based on the following principles:

· Management has responsibility to ensure the workplace is free of harassment;

· Good people management practices;

· Fostering standards of ethical behaviour in conduct that contribute to a productive and client focused work place;

· Prompt action to be taken when harassment occurs, and 

· Employees are to treat each other and clients fairly and with respect and sensitivity.

What is harassment?

Harassment is unwelcome and unreciprocated behaviour, which makes an employee or client feel, intimidated, offended or belittled in the work place.  It can take place between;

· An employee and manager or supervisor;

· A co-worker, or

· An employee or other person in the workplace, for example a client.

Harassment can occur in any location where people are working, including those where services are delivered at a client’s home.

Examples of Harassment

If unwelcomed and unreciprocated the following behaviours can be examples of harassment:

· Physical contact or request for sexual behaviours.

· Persistent following or stalking.

· Suggestive looks implying a sexual interest.

· Persistent verbal abuse and/or threats.

· Persistently disrupting an individual’s work, work space, equipment or interfering with their personal property.

Other forms of harassment whether directed at a person or a group include;

· Jokes, derogatory or dismissive comments,

· Gestures that are insulting or belittling,

· Circulating or displaying pictorial material that is offensive or belittling.

Impact of harassment on the workplace

Workplace harassment imposes substantial costs.  These can include lost productivity, lowering of moral and loss of reputation of the Organisation as a service provider.  Harassment can result in employees suffering a loss of reputation or the termination of employment where circumstances justify.

Sound people principles

The prevention of harassment is assisted by sound people management principles that maintain the workplace where:-

· People are valued, have dignity and treat each other with respect and sensitivity;

· Where there is trust and effective communication;

· People are treated as partners in the business of the work place;

· The focus is on mutually agreed outcomes with identified performance standards, and

· Work practices take account of the diversity of employees.

Accountabilities and Responsibilities

Accountability for people management including the prevention of harassment is the responsibility of the Chief Executive, managers and supervisors.

Executive, Managers and Supervisors

The Executive and Management Team have a leadership role in demonstrating acceptable work place behaviour.  The executive, managers and supervisors are responsible for ensuring the work place is free of harassment.  They should:-

· Actively promote and support the Organisation’s policy and strategies for harassment prevention, and

· Take appropriate action in circumstances where they believe and become aware of harassment without a complaint being lodged.

Employees

Employees have a responsibility to ensure their behaviour;

· Meets an acceptable standard, and

· Contributes to a productive work place environment.

Any improper behaviour observed should be reported to a supervisor, manager or other authorised person.

Employees or clients who experience harassment should ensure they take action which can include:-

· Seeking advice and support through the Organisation’s procedures established to deal with employee work related concerns and grievances;

· Telling the person concerned to stop the offending behaviour (the employee may seek support before taking this step), and/or

· Lodging a complaint through the Organisation’s Grievance Procedure.

An employee or client with a complaint of harassment is to be made aware of:-

· Appropriate internal processes which are part of the Organisation’s Grievance Policy;

· Appropriate external avenues for dealing with the issue, and

· In the case of an employee the entitlement to seek the advice and support of their union and be represented by the union.



Procedure

WAYS TO IMPROVE EMPLOYMENT ACCESS & PARTICIPATION FOR EEO GROUPS AT THE ORGANISATION INCLUDE:

· Carrying out needs based employment;

· Making reasonable workplace adjustments for people with a disability;

· Training Managers to identify and implement workplace change which supports EEO group participation;

HOW DOES EEO AFFECT PEOPLE AT THE ORGANISATION?

As a Staff Member:

Each staff member has the right to:

· A workplace that is free from unlawful discrimination and harassment;

· Fair practices and behaviour in the workplace;

· Competitive, merit-based selection processes for recruitment or selection;

· Training and development that enables the individual to be productive in the workplace and to pursue a career path;

· Fair processes to deal with work related complaints and grievances.

Each employee has a responsibility to:

· Work to the best of their ability and provide quality service to the Organisation’s clients;

· Recognise the skills and talents of other staff members;

· Act to prevent harassment and discrimination against others in the workplace;

· Respect differences among colleagues and clients, such as cultural and social diversity;

· Treat people fairly and not to discriminate against them or harass them.

As a Supervisor/Manager:

Supervisors and Managers have the same rights and responsibilities as a normal staff member, but also have the responsibility to:

· Take steps to ensure that all work practices and behaviours are fair in the workplace;

· Ensure the work environment is free from all forms of discrimination and harassment;

· Provide employees with information and resources to enable them to carry out their work;

· Consult employees about decisions that affect them directly;

· Provide an employee with equal opportunity to apply for available jobs, higher duties, job rotation schemes and flexible working arrangements that suit The Organisation and the employee;

· Ensure selection processes are transparent and the methods used are consistent;

· Provide all employees with equal access to fair, prompt and confidential processes to deal with complaints and grievances;

· Provide equal access to relevant training and development opportunities;

· Identify special training and development needs of EEO group members in work areas or department teams and help them to gain access to training and development opportunities;

· Participate in learning opportunities and seek feedback to help with the effective management of staff.

ROLE OF THE EXECUTIVE MANAGEMANT

The Organisation’s executive management has formal responsibility for The Organisation’s corporate EEO strategy and performance.  An important feature of the role is to ensure that internal systems and services are capable of supporting Line Managers to deliver EEO (the role links the Executive with the Managers of each section).

EEO Accountabilities for the Executive Management:

The following are accountability measures for the Executive to provide:

· Corporate initiatives to enhance recruitment, retention and career development for the Organisation’s staff;

· EEO principles are built into human resource management systems and Industrial Relations instruments and deliver fair processes and outcomes;

· EEO is championed through regular communications with staff;

Examples of the Executives actions:

A Diverse and Skilled Workforce:

· Provide continuity of attention to EEO outcomes in Executive planning and reporting;

· Make the business case for EEO strategies in Business Plans;

· Review pay equality outcomes and promote strategies to address causes of inequities.

A Workplace Culture Displaying Fair Practices and Behaviours:

· Require respect for diversity for Managers, staff and contractors in the way they treat other staff and clients;

· Monitor and improve grievance handling systems;

· Review policies and systems for consistency with EEO principles.
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