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B-EQUAL is a project part funded by the European 
Social Fund and is working towards developing essential 
information for Employers. These include information on 
key employment legislation, diversity management and 
developing key products recommended through research 
undertaken by projects commissioned by B-EQUAL.

Equality and Diversity plays a key role in society. More and 
more businesses are adopting policies and reaping the 
rewards of having a diverse workforce. The business benefits 
of diversity are huge. Employers can take advantage of this 
by tapping into the potential of having a reflective workforce.

Creating and implementing an effective equal opportunities 
policy is vital to any employer, large or small. Having a 
policy that actually works depends heavily upon possessing 
a workforce that is committed to that policy, and understands 
the benefits that emerge from it.

This is a step by step guide to help employers develop and 
promote equality of opportunity in their organisations. The 
aim of this guide is to act as a basis for developing an equal 
opportunities policy. 

These are guidance steps only, and we strongly advise that 
you seek further advice. More information can be obtained 
from the Commission for Racial Equality (www.cre.gov.uk) 
or the Equal Opportunities Commission (www.eoc.org.uk).

Step by Step Guide

For further information please contact:

B-EQUAL   
Department of Policy and Performance   
7th Floor   Jacobs Well   Bradford   BD1 5RW
Tel: 01274 43 20 34   Fax: 01274 43 41 78   Web: www.b-equal.com



STEP ONE

Equal Opportunities
Develop an Equal 

Opportunities Policy
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The first step is the essential step in implementing 
an equal opportunities programme. A good policy 
provides a framework for actions and initiatives.

WHAT IS AN EQUAL OPPORTUNITIES POLICY?

This is a basic statement of equal opportunities aims and 
objectives for the organisation. It outlines specific measures 
aimed at ensuring equality of opportunity for employees. 
A policy will enable you to record organisational intentions 
towards implementing equal opportunity for all. 
Public support for the statement will give the policy status 
and impetus. Make summary copies of the policy and 
disseminate it to employees and prospective applicants 
for jobs.

A good policy will:

•	 Contain a clear statement of the organisations 			
commitment to equal opportunities and keeping within 	
the framework of legislation.  

•	 Have commitment from Senior Management;

•	 Set out clear objectives, which enable priorities for 		
action to be identified and an effective programme to 	
achieve them to be implemented; 

•	 Are explicit and measurable.
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STEP TWO

Action Plan
Set out an Action Plan that 

includes targets
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The next step is to set out an action plan that 
includes targets that need to be achieved within 
a timeframe. 

Now that you have an equal opportunities policy, you will 
find it invaluable to develop an overall action plan with 
targets to help you put it into practice.

THE ACTION PLAN

An action plan highlights a set of actions.  It allocates 
responsibilities so that people know what is expected of 
them, and sets specific objectives and targets. It sets 
deadlines for the completion of targets and specifies how 
and by whom.  Progress on each part of the action plan 
will be measured and assessed. The action plan relates 
to the measures identified in your equal opportunities 
policy statement. The shape it takes will be determined 
by the size of the organisation. 

Larger employers may consider developing plans for 
various parts of their organisations, which will intersect 
into the overall action plan. It will be useful to map out a 
realistic timetable for completing the various actions and 
stages. This will help manage the activity and ensure 
objectives are achieved.
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STEP THREE

Training
Provide Training for All
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The next step is to provide training for all employees 
on Equal Opportunities, including management 
throughout the organisation, to understand the 
importance of equal opportunities and diversity, 
and provide additional training for staff who recruit, 
select and train employees.

Training in equal opportunities plays and important role. 
 It helps brief senior managers, in developing policy; to 
convince staff of the benefits of the policy and gain their 
support; to deliver technical advice, information and skills 
essential to the effective implementation of the policy.

Training for equal opportunities should include:

•	 Awareness of discrimination and prejudice on the 		
grounds of race, sex, disability, gender, religious and 	
cultural belief and sexual orientation;

•	 Examination of the nature of discrimination both direct 	
and indirect;

•	 Providing information and advice on the implication of 	
the legislations;

•	 Explanation to employees what is expected of them in 	
terms of behaviour and assisting them to behave in 		
non-racist and non-sexist ways;  

•	 Examination of the benefits of having a reflective and 	
diverse workforce;

•	 Identification of actions needed to deal with 			
discriminatory behaviour and processes; 

•	 Improving awareness of the help that is available.
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STEP FOUR

Monitor Progress
Monitor the present position 

and monitor progress in 
achieving objectives
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The next step is to monitor the present position 
and to establish the starting point, and monitor 
progress in achieving objectives to identify success 
and shortfalls.

Monitoring is central to the effective implementation of 
equal opportunities policies and action plans.

It provides the basic information you need on all aspects 
of recruitment, selection, promotion and training to assess 
what is happening in your organisation.

It will also provide some of the information you need to 
measure the extent to which your equal opportunities 
policies and practices are succeeding, and your objectives 
are being met.

The approach taken will be dependant on the size and 
circumstances of the organisation. 

It is important to remember that information about 
individuals should be kept confidential and used only for 
monitoring equal opportunities.
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STEP FIVE

Review Procedures
Reviewing recruitment and 

selection, promotion and training 
procedures regularly
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The next step is to review recruitment, 
selection, promotion and training procedures 
regularly to ensure that good intentions are 
being put into practice.

Recruitment, selection, promotion and training procedures 
have a fundamental effect on how an organisation functions 
and progresses. Retaining and developing employees 
requires personnel practices, which are not only effective 
but can be seen to be fair.

An early step in implementing a policy for equal 
opportunities in employment is to examine existing 
personnel procedures and practices to assess whether, 
and to what extent, they promote equality of opportunity. 
This review should cover all aspects of recruitment, 
selection, promotion and training. 

If you discover practices that are unfair, potentially 
unlawful, unnecessary, or which unjustifiably exclude or 
limit opportunities for particular groups, they should be 
changed or discontinued.
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STEP SIX

Job Criteria
Draw up clear and 

justifiable job criteria
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The next step is to draw up clear and justifiable 
job criteria and ensure they are job-related.

The recruitment process should begin with the preparation 
of a job description and person specification. If these are 
drawn up objectively they will help in selecting the most 
suitable person for the job.

WHAT ARE JOB CRITERIA?

The job description sets out specific duties of the job. 
The person specification sets out the specific skills, 
qualifications, knowledge and personal qualities of the 
candidates. These can be compared with the person 
specification and the one who fits it best can be identified. 
Careful use of this approach avoids the risk of inadvertently 
discriminating against any particular group of people.

BENEFITS OF OBJECTIVE CRITERIA

•	 The recruitment process can be a costly investment. 		
Establishing objective criteria, which are clearly related 	
to the needs of the job can help to:

•	 Reduce applications from unsuitable people, and 		
increases the number from those who are suitable.

•	 Choose the most suitable available candidate for 	
the job.

•	 Reduce staff turnover and recruitment and training 		
costs.

•	 Clarify the nature and requirements of the job.
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STEP SEVEN

Pre-Employment Training
Offer pre-employment training 

and positive action training
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The next step is to offer pre-employment 
training, where appropriate, to prepare potential 
job applicants for selection tests and interviews 
and positive action training to help under-
represented groups.

Pre-employment and positive action training helps to tap 
into the under-utilised skills of the labour market and to 
redress existing inequality in the community.

Pre-employment training helps employers to recruit 
unemployed people, amongst whom people from ethnic 
minorities and those with disabilities are all too often 
under-represented.

An employer can participate in a training course which 
unemployed people can attend whilst still continuing 
to draw unemployment benefit. This can demonstrate 
partnership working and promote added value to the 
community.
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STEP EIGHT

Organisation Image
Encourage promotion of the 

organisation as a good employer
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The next step is to consider is the organisations’ 
image. It will be beneficial to encourage applications 
from under-represented groups, women, and people 
with disabilities in recruitment literature, otherwise 
it could be seen as an employer who marginalises 
these groups.

An organisation’s image is likely to be a major selling point 
for talented people when they are considering working for 
an organisation. 

BENIFITS OF A GOOD EQUAL OPPORTUNITIES IMAGE

The image of an employer who is putting an equal 
opportunities policy into practice will help attract a wider 
range and better quality of potential employees, from among 
all those available. You will be better placed to retain 
employees. This will help remain competitive in the modern 
environment and reduce staffing and recruitment costs.

PROJECTING YOUR IMAGE

After establishing an equal opportunities policy, consider 
publicising it to all employees. This can be done, through 
in-house magazines or newsletters, notice boards, 
circulars or memos, contracts of employment, messages 
addressed to each employee, and introductory literature 
for new employees. This will promote the organisations 
commitment and intentions towards equality of opportunity. 
Employees will relay this message to others outside.
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STEP NINE

Flexible Working
Consider flexible working
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The next step is to consider is flexible working, 
career breaks, provision of childcare facilities, 
to help women in particular meet domestic 
responsibilities and pursue their occupations; 
and the provision of special equipment and 
assistance to help people with disabilities.

Providing flexible working arrangements and other facilities 
will make a significant contribution in helping to attract, 
recruit and retain people.  

THE BENEFITS OF A FLEXIBLE APPROACH

Flexible working is one of the most effective steps to attract 
and retain a wide range of potential employees. They will 
include women and men with domestic responsibilities, 
people with disabilities, and people with particular cultural 
and religious needs. Broadening the recruitment field will 
help compete for staff in the tight labour market.

FLEXIBLE WORKING

Flexible working describes a range of working practices, 
which make it easier for employees to combine work and 
family responsibilities and which will also meet the needs 
of employers.

9 Flexible Working



STEP TEN

Community Networks
Develop a network with Community 
Groups, Organisations and Schools
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The final step is to develop networks with local 
community groups, organisations and reach out 
to a wider pool of potential recruits.

Developing partnerships with the local community will be 
a fruitful investment.  It will help cultivate sources, which 
will meet present and future staffing needs.

Increasingly employers are recognising the benefits of a 
diverse workforce and adopting measures to improve 
employment opportunities for people in their local 
community. They acknowledge their responsibility to their 
local communities, which look to them for jobs and from 
which they draw their labour. They view their long-term 
interests as being linked to the education and skill levels 
of those communities.
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To identify and promote innovative ways of 
combating and eliminating all forms of 
discrimination and inequality in the labour 
market. Our aim is to promote a workforce that 
reflects the rich diversity of Bradford District.

This handbook has been produced as a guide and you 
should seek further advice and clarification.  

Below are some useful links that B-EQUAL recommend.

Commission for Racial Equality
www.cre.gov.uk 

Equal Opportunities Commission
www.eoc.org.uk 

Advisory Conciliation Arbitration Service (ACAS)   
www.acas.org.uk 

Department for Work and Pensions
www.dwp.gov.uk/employers
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