[Insert Company Logo Here]	Equality, Diversity and Inclusion Policy  |  [Company policy]
[COMPANY NAME]  –  POLICY
EQUALITY, DIVERSITY AND INCLUSION POLICY
How we make sure everyone is treated fairly and with respect – when we recruit, train, pay and promote, on site and in the office – and what to do if something is not right.
	Reference
	Version
	Date issued
	Review date

	ARB-POL-18
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it covers
	Equal opportunities, the nine protected characteristics, fair recruitment, fair treatment at work, reasonable adjustments, and raising concerns.

	Who it applies to
	Everyone who works for us or on our behalf, including subcontractors, agency workers and job applicants.

	The key rule
	Decisions are based on the job, skills and tickets, never on who someone is. Everyone is treated with dignity and respect.

	Who to contact
	[Named contact, phone]. A Director: [name, phone].

	Time to read
	About 18 minutes. The one-page summary takes 2 minutes.

	Where it is kept
	[Shared drive / HR app / office]. Reviewed every 12 months.



	Guidance for the business owner – remove before issue
In force now (checked 26/09/2026)
1. Equality Act 2010 (England, Wales and Scotland) protects job applicants, employees, many workers and subcontractors, and former staff from discrimination, harassment and victimisation because of the nine protected characteristics (ss4 to 12). It also covers how you treat customers (Part 3). Key sections: direct discrimination s13; discrimination arising from disability s15; indirect discrimination s19; reasonable adjustments ss20 and 21; harassment s26; victimisation s27; pre-employment health questions s60; equal pay ss64 to 80 (pay discussions protected by s77); positive action ss158 and 159. You are liable for acts of staff in the course of employment unless you took all reasonable steps to prevent them (s109).
1. Worker Protection (Amendment of Equality Act 2010) Act 2023: since 26 October 2024 employers must take reasonable steps to prevent sexual harassment of employees (EqA s40A). A tribunal can uplift compensation by up to 25% for a breach (s124A), and the EHRC can take enforcement action. See ARB-POL-09.
1. Meaning of "sex": the Supreme Court held in For Women Scotland v The Scottish Ministers (16 April 2025) that "sex" in the Equality Act means biological sex. Gender reassignment remains a protected characteristic. The EHRC’s updated Code of Practice for services came into force on 5 August 2026. Its employment guidance is still to be updated. Take advice before setting rules on single-sex facilities or roles.
1. Other laws: Part-time Workers Regulations 2000; Fixed-term Employees Regulations 2002; Agency Workers Regulations 2010 (equal basic conditions after 12 weeks); Management of Health and Safety at Work Regulations 1999 regs 16 to 18 (new and expectant mothers risk assessment); Protection from Redundancy (Pregnancy and Family Leave) Act 2023 (redundancy protection extended, in force since April 2024).
1. Sikh head protection: Employment Act 1989 s11, extended to all workplaces by the Deregulation Act 2015 s6 (from 1 October 2015), exempts turban-wearing Sikhs from safety helmet requirements. The exemption does not apply to people whose job involves an urgent response to fire, riot or other hazardous situations where a helmet is needed. Get advice before applying this to storm or emergency call-out work (ARB-POL-17).
1. Gender pay gap reporting: only for employers with 250 or more employees on the snapshot date (5 April for private and voluntary sector). Report on GOV.UK and your website by 4 April the following year.
1. Time limits: from 1 October 2026 most tribunal claims, including discrimination, must be brought within 6 months (was 3 months).
Coming changes to watch
1. 30 October 2026: the sexual harassment duty becomes all reasonable steps, and employers become liable for harassment of employees by third parties (customers, clients, the public) unless they took all reasonable steps (Employment Rights Act 2025). Update: Section 8, ARB-POL-09 and ARB-POL-12, your harassment risk assessment and your customer terms.
1. 1 January 2027: unfair dismissal qualifying period falls to 6 months and the compensation cap is removed. Handle any dismissal of a pregnant employee, new parent or disabled employee with extra care.
1. 2027 (date to be confirmed): stronger protection from dismissal for pregnant women and those returning from maternity leave; NDAs that stop workers disclosing harassment or discrimination become void except in limited cases; flexible working refusals must meet a reasonableness test. Update: Section 6 and the Employee Handbook.
1. Spring 2027 (250+ employees): gender pay gap and menopause action plans become mandatory (voluntary now).
1. EHRC employment guidance is expected to be updated after For Women Scotland. Check before issue and at each review.
Who it applies to. Every employer, whatever its size. Northern Ireland has separate equality law: take local advice if you work there.
Sources: legislation.gov.uk (Equality Act 2010; Worker Protection Act 2023; Employment Act 1989 s11; Deregulation Act 2015 s6); GOV.UK gender pay gap and action plan guidance; GOV.UK Access to Work; Acas "Employment Rights Act 2025" timeline; published commentary on the EHRC services Code.
Tailor it. Fill in the names in [red]. Check Section 6 matches what you can offer (for example welfare facilities on remote sites). Decide whether to use the monitoring form in Appendix C. Delete this box before issue.
Arborella provides this template as documentation support. It is not legal advice.



	If your business is larger (optional – delete if it does not apply)
250+ employees: publish your gender pay gap each year, and prepare for the mandatory gender pay gap and menopause action plans in 2027.
50+ employees or several depots: collect and analyse anonymised monitoring data every year, set simple targets (for example applications from women for apprenticeships), and report to the board.
Public sector contracts: councils have their own Public Sector Equality Duty and may ask for evidence of your equality practice in tenders. Keep Appendix B checklists and monitoring summaries ready.
HR function: train all recruiting managers, use structured scored interviews, and consider the Disability Confident scheme.



	This policy on one page
1. Everyone is treated fairly, with dignity and respect: colleagues, applicants, customers and the public.
1. Jobs, pay, training, overtime and call-outs are based on skills, tickets and the needs of the job, never on who someone is.
1. The law protects nine characteristics: age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex, and sexual orientation.
1. If you have a disability or health condition, we will talk about reasonable adjustments with you.
1. Discrimination, harassment and victimisation are disciplinary offences, and can be gross misconduct.
1. Speak up to your Team Leader, a Manager, [named contact] or a Director. Nobody will be punished for raising a concern.



	1
	Why we have this policy
Section 1 of 10  ·  About 1 minute to read  ·  Everyone

	1.1	We want a workplace where everyone is treated fairly, with dignity and respect, and where people can do their best work whatever their background.



1.2	Our industry has not always looked or felt welcoming to everyone. We think a wider mix of people makes us better: more ideas, better decisions, better service to customers, and more people to recruit from when good arborists and groundspeople are hard to find.
1.3	We give equal opportunities in employment. We do not unlawfully discriminate against anyone, and we do not tolerate discrimination, harassment, bullying or victimisation in any form.
We aim to
1. give everyone a fair chance to join us, train, progress and be paid fairly;
1. make decisions on skills, experience, tickets, qualifications and suitability for the job, not on who someone is;
1. create crews and an office where people feel they belong and can speak up;
1. prevent unlawful discrimination, and deal with it quickly if it happens;
1. make reasonable adjustments so disabled people can work safely and well;
1. support everyone to reach their full potential.
1.4	If you would like this policy in a different format, read aloud, or someone to go through it with you, just ask [name].

	2
	Who and what this policy covers
Section 2 of 10  ·  About 1 minute to read  ·  Everyone

	2.1	It applies to everyone who works for us or represents us: Directors, Managers, Team Leaders, employees, apprentices and trainees, agency and temporary workers, subcontractors, consultants and volunteers. It also protects job applicants and people who used to work for us (for example, when we give a reference).



2.2	It covers every part of working life: job adverts, recruitment and selection, terms and conditions, pay and benefits, training and tickets, promotion, work allocation, rotas and call-outs, discipline and grievances, redundancy, dismissal and references.
2.3	It covers anywhere connected with work: sites and customers’ gardens, the yard, depot and office, vehicles, training courses, work social events, and online, including crew WhatsApp groups.
2.4	Customers and the public are protected too. The Equality Act also applies to how we provide our services. We quote, work and deal with complaints fairly for every customer, and we make reasonable adjustments where needed, for example ringing rather than emailing a customer with a sight impairment.

	3
	The protected characteristics
Section 3 of 10  ·  About 3 minutes to read  ·  Everyone

	3.1	Under the Equality Act 2010 it is unlawful to discriminate against someone because of a protected characteristic. There are nine:



	Protected characteristic
	What it includes
	An example of getting it wrong in our work

	Age
	Any age or age group, young or old.
	Not sending a 58-year-old climber on a refresher because "he’ll retire soon". Advertising for "young, energetic lads".

	Disability
	A physical or mental impairment with a substantial, long-term effect on normal day-to-day activities. Cancer, HIV and MS count from diagnosis.
	Refusing to consider a groundsperson with dyslexia for a Team Leader role because of the paperwork, without looking at adjustments.

	Gender reassignment
	Someone who is proposing to undergo, is undergoing or has undergone a process to reassign their sex. No medical treatment is needed.
	Mocking a colleague who is transitioning, or refusing them time off for appointments you would give for other reasons.

	Marriage and civil partnership
	Being married or in a civil partnership (in employment only).
	Assuming a married woman "won’t want" storm call-outs and leaving her off the rota.

	Pregnancy and maternity
	Being pregnant, on maternity leave, or treated unfavourably because of pregnancy or breastfeeding.
	Cutting someone’s hours or holding back a pay rise because she told you she is pregnant.

	Race
	Colour, nationality, and ethnic or national origins.
	Only giving saw work to British staff. Assuming an applicant has no right to work because of their accent.

	Religion or belief
	Any religion or philosophical belief, or lack of one.
	Refusing any flexibility for Friday prayers when it could easily be managed around the job.

	Sex
	Being a man or a woman.
	Asking only female applicants about childcare. Paying a female groundsperson less for the same work.

	Sexual orientation
	Being gay, lesbian, bisexual or heterosexual.
	"Jokes" about a colleague’s partner, or leaving them out of the crew because of it.



3.2	The law also protects people who are treated badly because someone thinks they have a characteristic (perception), or because of someone they are linked to, such as a disabled child or a partner of another race (association).
	What this means for you
A customer rings and says she does not want "that foreign lad" on her job. We do not change the crew because of someone’s nationality. The office explains politely that our crews are chosen for their skills, and that if she has a genuine concern about the work, we will look into it. Your Team Leader and the office back you up.



	4
	What counts as unlawful discrimination
Section 4 of 10  ·  About 3 minutes to read  ·  Everyone

	4.1	The Equality Act sets out several kinds of unlawful treatment. You do not need to remember the legal names. What matters is spotting unfair treatment and speaking up.



	Type
	What it means
	Example

	Direct discrimination
	Treating someone less favourably because of a protected characteristic.
	Not interviewing a skilled climber because she is a woman.

	Indirect discrimination
	A rule or practice that applies to everyone but puts people with a characteristic at a disadvantage, and cannot be justified as a proportionate way of achieving a legitimate aim.
	Requiring all Team Leaders to have a full driving licence when some Team Leader roles never drive. Some disabled people cannot hold a licence.

	Discrimination arising from disability
	Treating a disabled person unfavourably because of something linked to their disability, which cannot be justified.
	Giving a warning for sickness absence caused by a disability, without looking at adjustments first.

	Failure to make reasonable adjustments
	Not taking reasonable steps to remove a disadvantage a disabled person faces.
	Refusing to read the site RAMS aloud to a groundsperson with dyslexia.

	Pregnancy and maternity discrimination
	Treating a woman unfavourably because of pregnancy, pregnancy-related illness or maternity leave.
	Counting pregnancy-related sickness towards absence warnings.

	Harassment
	Unwanted conduct related to a protected characteristic that violates dignity or creates an intimidating, hostile, degrading, humiliating or offensive environment. Sexual harassment is unwanted conduct of a sexual nature.
	Nicknames about someone’s religion. Sexual comments to a colleague or a customer.

	Victimisation
	Treating someone badly because they complained about discrimination, or helped someone else to complain.
	Leaving someone off the overtime rota after they raised a grievance.



4.2	Any of these by anyone covered by this policy is a disciplinary matter. Serious cases may be gross misconduct and lead to dismissal. For subcontractors, it can mean removal from site and ending the contract.
What is not discrimination
4.3	Genuine job requirements are lawful when they are needed for the work and applied fairly. For example: every climber must hold the right tickets and pass the aerial rescue refresher; everyone near a chainsaw wears the right PPE; and people under 18 cannot do some tasks by law. The test is whether the rule is really needed for the job, not whether it has always been done that way.
4.4	Positive action is also lawful in some cases. For example, we may encourage applications from women or other under-represented groups, or run a taster day for them. We never lower the standard or guarantee anyone a job because of a protected characteristic.

	5
	Fair recruitment and selection
Section 5 of 10  ·  About 2 minutes to read  ·  Directors, Managers and anyone recruiting

	5.1	We recruit on skills, experience, qualifications and suitability for the role. We use the fair recruitment checklist in Appendix B every time.



1. Adverts: describe the job and the tickets or licences genuinely needed. Use neutral words: "groundsperson", not "groundsman" or "lad"; "physically active work", not "young and fit". Advertise where a wide range of people will see it.
1. Shortlisting and interviews: use the same criteria and questions for everyone, and score against them. Where we can, two people shortlist and interview.
1. Practical assessments: a climbing, saw or knot test is fine if it matches the job and is the same for everyone.
1. Adjustments: ask every applicant if they need an adjustment for the interview or assessment, for example extra time, a paper copy of questions, or a ground-level assessment spot.
1. Health questions: we do not ask about health or disability before offering a job, except for the narrow reasons the law allows, such as checking whether someone needs an adjustment for the interview. Fitness for work is checked after an offer (ARB-HR-010).
1. Right to work: we check every new starter’s right to work in the same way, before they start (ARB-HR-004). We never assume someone does or does not have the right to work from their name, accent, colour or nationality.
1. Records: keep notes, scores and reasons for decisions for [6 months] so we can show decisions were fair.
	What this means for you
You are helping interview for a groundsperson. One applicant mentions they are a Muslim and will be fasting during Ramadan. That makes no difference to whether they can do the job. Score them on the same questions as everyone else. If they get the job, we can talk about sensible arrangements, such as break times, at the start. Never note their religion on the scoring sheet.



	6
	Fair treatment at work
Section 6 of 10  ·  About 3 minutes to read  ·  Everyone

	6.1	Pay and progression. Pay, bonuses, overtime, call-outs and promotion are based on the job, competence and performance. Men and women doing equal work get equal pay. You may talk about your pay with colleagues if you want to find out whether there is a difference linked to a protected characteristic. We will not treat you badly for doing so.



6.2	Training and tickets. Training is offered fairly and based on the needs of the job and the person. Apprentices and new starters get a clear plan. We track who gets training so nobody is quietly left behind (ARB-HR-014).
6.3	Fair share of work. Team Leaders share out tasks, overtime and call-outs fairly. If someone keeps the same task, there should be a clear reason, such as they do not yet hold the ticket.
6.4	Part-time, fixed-term and agency workers are not treated less favourably than comparable full-time or permanent staff without a good reason. Agency workers get the same basic pay and conditions after 12 weeks in the same role.
6.5	Flexible working. Anyone can ask for flexible working. We consider every request fairly and give reasons if we cannot agree.
6.6	Religion and belief. We try to be flexible about prayer times, religious festivals, fasting and dress, as long as the work can still be done safely. Ask your Manager early, especially at busy times such as storm season.
6.7	Head protection and turbans. The law gives turban-wearing Sikhs an exemption from wearing a safety helmet at work, with limited exceptions. We talk to the person, and we agree how the job will be planned. See the guidance box.
6.8	Pregnancy and new mothers. Once you tell us in writing that you are pregnant, have given birth in the last six months or are breastfeeding, we do a risk assessment. We look at climbing, chainsaw vibration, manual handling, chemicals, noise and long days, and change tasks or hours where needed, with no loss of pay if we have to suspend you on health and safety grounds.
6.9	Menopause. Menopause symptoms can affect work, especially outdoors or in heavy PPE. We make practical changes, such as access to toilets and welfare stops, lighter PPE layers, or flexibility on start times. Talk to your Manager or [named contact].
6.10	Welfare. Every site has access to a clean toilet and washing facilities. Where we can, we use lockable single-occupancy facilities that everyone can use with privacy.
	What this means for you
A grounds person on your crew tells you she is pregnant. Do not tell the rest of the crew unless she agrees. Pass it to the office so a risk assessment is done straight away. She might stop feeding the chipper, lifting rings or using the brushcutter for a while, and do traffic management, raking up, or office work instead. Her pay and her place on the team stay the same.




	7
	Disability and reasonable adjustments
Section 7 of 10  ·  About 2 minutes to read  ·  Everyone

	7.1	If you have a disability or health condition, or develop one, you do not have to tell us. But if you do, we can help. We will:



1. talk with you privately about what would help;
1. consider reasonable adjustments and agree them with you, using the form in Appendix A;
1. get medical or occupational health advice where needed, with your consent;
1. look at help from the government’s Access to Work scheme, which can pay for equipment, support workers or travel;
1. review adjustments with you regularly, and when your job changes.
7.2	Adjustments can include changes to duties, equipment, hours, where you work or how information is given to you. Safety comes first: some adjustments may not be possible in safety-critical roles, but we always look properly before deciding, and we explain why.
	Situation
	Examples of adjustments

	Dyslexia or reading difficulties
	RAMS and method statements read aloud at the site briefing. Picture-based checklists. Voice notes instead of written reports. Extra time for written tests.

	ADHD or autism
	Clear daily job sheet with one task at a time. The same crew where possible. Warning of changes. Short, written follow-ups after verbal instructions.

	Hearing loss
	Visual stop signals agreed at the briefing. Radios with headset kits compatible with hearing aids. Face-to-face briefings rather than shouting across a site.

	A back or joint condition
	Rotation off heavy lifting and chipper feeding. Mechanical aids (log tongs, winches, tracked barrows). Planned shorter days.

	Mental health condition
	Adjusted start times for appointments. A named person to check in with. Fewer call-out weeks for a period. See ARB-POL-10.



7.3	Health information is kept confidential and only shared with people who need to know, with your agreement where possible.

	8
	Harassment, bullying and sexual harassment
Section 8 of 10  ·  About 1 minute to read  ·  Everyone

	8.1	Harassment and bullying are not tolerated, whether it happens on site, in the yard, in the van, at work events or online. This includes offensive "jokes" and comments, nicknames, exclusion, intimidation and unwanted physical contact.



8.2	We have separate policies with the full detail and reporting steps:
1. Anti-Bullying and Harassment Policy (ARB-POL-12) for bullying and non-sexual harassment;
1. Sexual Harassment Prevention Policy (ARB-POL-09) for anything of a sexual nature, including our duty to take steps to prevent it.
8.3	We also protect staff from harassment by customers, clients and the public. You can stop work and move to a safe place if you are being abused. You will not lose pay.

	9
	How to raise a concern
Section 9 of 10  ·  About 2 minutes to read  ·  Everyone

	9.1	If you think you, or someone else, has been treated unfairly, harassed or victimised, please tell us. You do not need proof. The earlier you tell us, the easier it is to put right.



	1
	If you feel safe to, you can raise it with the person directly. You never have to.

	2
	Tell your Team Leader, Manager, [named contact outside line management] or a Director, in person, by phone or in writing.

	3
	Say what happened, who was involved, when and where, and who saw it. Keep any messages or photos.

	4
	We will talk with you within [2 working days] about your options: informal resolution, or a formal grievance under the Grievance Procedure in the Employee Handbook (ARB-HR-002).

	5
	If your concern is about a Director, or is about wrongdoing more widely, you can use the Whistleblowing Procedure (ARB-HR-002).



9.2	We deal with concerns promptly, fairly and confidentially. You can bring a colleague or trade union representative to formal meetings.
9.3	Nobody will be treated badly for raising a concern, or for helping someone who does. That would be victimisation. Only a complaint that is knowingly false and made in bad faith may lead to disciplinary action. A concern that turns out to be mistaken is not misconduct.
9.4	For free, impartial advice you can contact Acas (acas.org.uk) or the Equality Advisory and Support Service (equalityadvisoryservice.com). Correct at 26/09/2026.

	10
	Training, monitoring and review
Section 10 of 10  ·  About 1 minute to read  ·  Directors and Managers

	10.1	Everyone is briefed on this policy at induction (ARB-HR-006) and in a toolbox talk at least [once a year]. Team Leaders and Managers get extra training on fair recruitment, reasonable adjustments, challenging poor behaviour and handling complaints.



10.2	We check the policy is working by looking at: complaints and grievances and their outcomes; who applies, who is appointed, who gets training and who leaves; staff feedback and exit interviews; and pay by role.
10.3	We may ask people to fill in an optional, anonymous equality monitoring form (Appendix C). Nobody has to answer, and it is never used for decisions about an individual.
10.4	A Director reviews this policy and the monitoring results at least every 12 months, and acts on anything found. See "Review this policy sooner if…" at the end.
Who is responsible for what
	Who
	What they must do

	Directors
	Own this policy and lead by example. Make sure there are enough time, money and training to put it into practice. Review the policy, complaints and monitoring results every year and act on them.

	Managers
	Recruit, promote and allocate work fairly using Appendix B. Agree reasonable adjustments. Deal with poor behaviour promptly. Support people who raise concerns and protect them from victimisation.

	Team Leaders
	Set the standard on site and in the van. Share out tasks, overtime and call-outs fairly. Challenge offensive language or "jokes" straight away. Pass concerns to a Manager the same day.

	Named contact
	[Name, role]. A confidential first point of contact outside line management.

	Everyone
	Treat others with dignity and respect, in person and online. Follow this policy. Report concerns. Co-operate with any investigation.

	Subcontractors and agency workers
	Follow this policy on our jobs, brief their own staff, and tell us about any concern.



Evidence auditors may ask for
	Evidence to keep
	Where / how often
	✓

	Signed and dated copy of this policy
	Policy file – yearly
	☐

	Induction and toolbox talk records showing staff have been briefed
	Training records – at induction and yearly
	☐

	Recruiting manager and Team Leader training on equality and fair recruitment
	Training matrix
	☐

	Completed fair recruitment checklists (Appendix B) and scored interview notes
	Recruitment file – each vacancy
	☐

	Reasonable adjustment records (Appendix A), reviewed
	Confidential file – as agreed
	☐

	Complaints and grievance log with outcomes, anonymised for auditors
	Confidential file – reviewed yearly
	☐

	Annual review of monitoring data, training and pay, with actions
	Policy file – yearly
	☐

	Evidence subcontractors have been told about this policy
	Subcontractor file (ARB-HR-007 / 008)
	☐





	A
	Appendix A: Reasonable adjustment agreement
Manager and employee together  ·  About 20 minutes

	Use this form to agree adjustments and keep a record. The employee keeps a copy. Store it in the confidential file, not the main personnel file.



	Employee name
	

	Job role and crew
	

	Completed by (Manager)
	

	Date of meeting
	



	What is the difficulty at work?
Describe the effect on work, not the diagnosis. For example: "Finds long written RAMS hard to follow at the start of a job."

	



	Adjustment agreed
	Who arranges it
	By when
	Review date

	
	
	
	

	
	
	
	

	
	
	
	



	✓
	Check
	Notes

	☐
	Safety-critical tasks considered (climbing, saws, chipper, driving)
	

	☐
	Occupational health or medical advice needed (with consent)
	

	☐
	Access to Work application discussed
	

	☐
	Team Leader told only what they need to know (with consent)
	

	☐
	Any adjustment not agreed: reasons explained and recorded below
	



	Adjustments considered but not agreed, and why

	



	
	Employee
	Manager

	Name
	
	

	Signature
	
	

	Date
	
	





	B
	Appendix B: Fair recruitment checklist
Whoever is recruiting  ·  About 10 minutes per vacancy

	Tick each item as you go and keep this with the recruitment file for [6 months] after the appointment.



	✓
	Check
	Notes

	Before advertising

	☐
	Job description and person specification list only what is needed for the job (ARB-HR-015 to 019)
	

	☐
	Tickets, licences and experience asked for are genuinely needed for this role
	

	☐
	Wording checked: neutral job titles, no age, sex or "fit young" language
	

	☐
	Advert says how to ask for adjustments, and is placed where a wide range of people will see it
	

	Shortlisting and interview

	☐
	Same scoring criteria used for every applicant; two people shortlisting where possible
	

	☐
	Every applicant asked if they need an adjustment for interview or practical test
	

	☐
	Same questions for everyone; no questions about age, family plans, childcare, religion or health
	

	☐
	Practical test (for example climbing, knots, saw handling) matches the job and is the same for all
	

	Offer and start

	☐
	Reasons for the decision written down against the criteria
	

	☐
	Health questionnaire used only after the offer (ARB-HR-010)
	

	☐
	Right to work checked the same way for every new starter, before they start (ARB-HR-004)
	

	☐
	Unsuccessful applicants told, with feedback on request
	





	C
	Appendix C: Equality monitoring form (optional)
Applicants and staff  ·  About 3 minutes

	This form is optional. You can leave any question blank or tick "prefer not to say". It is kept separately from your application or personnel file, and is only used, without names, to check our policy is working.



	Age group
	☐ 16–24   ☐ 25–34   ☐ 35–44   ☐ 45–54   ☐ 55–64   ☐ 65+   ☐ Prefer not to say

	Sex
	☐ Female   ☐ Male   ☐ Prefer not to say

	Do you consider yourself to have a disability or long-term health condition?
	☐ Yes   ☐ No   ☐ Prefer not to say

	How would you describe your ethnic group?
	[write in]   ☐ Prefer not to say

	Religion or belief
	[write in, or "none"]   ☐ Prefer not to say

	Sexual orientation
	☐ Heterosexual   ☐ Gay or lesbian   ☐ Bisexual   ☐ Other   ☐ Prefer not to say

	Where did you hear about this job? (applicants only)
	



	Privacy note
This form collects special category data. We use it only to monitor equality of opportunity, under UK GDPR Article 9 and the Data Protection Act 2018 Schedule 1 (equality of opportunity or treatment condition). Filling it in is voluntary. It is kept confidential and separate from recruitment and personnel files, seen only by [named person], and reported only as totals so nobody can be identified. We keep it for [12 months], then destroy it securely. See ARB-POL-04.



	Owner note on Appendix C – remove before issue
Only use this form if you will actually review the results. In a very small firm, even totals can identify people: report only where numbers are large enough to keep people anonymous. You can add or change categories, for example using the ethnic group categories from the most recent Census.



		Policy statement
We are committed to equality, diversity and inclusion. We will treat everyone fairly and with respect, make decisions on skills and the needs of the job, make reasonable adjustments, and act promptly on any concern.



Signed on behalf of [COMPANY NAME]. This policy is reviewed at least every 12 months.
	
	Director / Managing Director

	Name
	

	Signature
	

	Date
	






Review this policy sooner if…
1. the law or official guidance changes (for example the 30 October 2026 harassment changes, 2027 Employment Rights Act changes, or new EHRC employment guidance);
1. there is a discrimination complaint, grievance or tribunal claim, or monitoring shows a pattern;
1. you recruit apprentices or young workers for the first time, or grow past 50 or 250 employees;
1. you take on public sector contracts that ask for equality evidence; or
1. the way you work changes, for example new sites, welfare arrangements or shift patterns.

Related documents
	Reference
	Document

	ARB-POL-09
	Sexual Harassment Prevention Policy

	ARB-POL-12
	Anti-Bullying and Harassment Policy

	ARB-POL-10
	Mental Health, Wellbeing & Fatigue Policy

	ARB-POL-17
	Emergency Call-Out Policy

	ARB-POL-04
	Data Protection Policy (UK GDPR)

	ARB-HR-002
	Employee Handbook (Grievance, Disciplinary and Whistleblowing Procedures)

	ARB-HR-004 / 010
	Right to Work Check Record; Medical (Fitness for Work) Questionnaire

	ARB-HR-006 / 014
	Employee Induction Checklist; CPD Record

	ARB-HR-007 / 008
	Subcontractor Agreement and Onboarding Checklist



Document control
	Document
	Equality, Diversity and Inclusion Policy (ARB-POL-18)

	Owner
	Company Director

	Approved by
	[Name, role]

	Status
	Controlled template – Live once approved

	Review
	At least every 12 months, and sooner if the law, guidance or the way you work changes (see the list above)



	Ver.
	Date
	Author
	Summary of changes

	1.0
	[DATE]
	[INITIALS]
	First edition created
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