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EQUAL OPPORTUNITIES POLICY

1
Scope

1.1
This policy 

· applies to the whole of Ataxia UK, including trustees, staff, branches, and members

· aims to ensure that every potential and current member and employee (including volunteers) of Ataxia UK is treated fairly so that 

· members and staff can maximise their contribution to Ataxia UK

· Ataxia UK can maximise its contribution to the needs of people affected by ataxia.

1.2
In providing its services and recruiting people to work for it, whether on a paid or voluntary basis, Ataxia UK will avoid unlawful or unfair discrimination, particularly 
on grounds of 

· disability 

· type of ataxia

· sex

· ethnic origin

· offending background

· age

· sexual preference

· religion

1.3
A copy of this policy will be given to every member and employee. Ataxia UK will provide any training and guidance needed to implement this policy. 

2
Recruitment and employment (staff and volunteers)

2.1
Ataxia UK will normally advertise permanent paid jobs and volunteer vacancies by any or all of 

· press advertising

· vacancies on website and in The Ataxian
· using recruitment agencies

Ataxia UK will not normally recruit temporary staff for longer than 6 months.

2.2
Staff and volunteers will be recruited against:

· comprehensive job descriptions

· person specifications with no unnecessary requirements 

General

2.3
In assessing candidates, Ataxia UK will 

· focus on their ability to meet the person specification

· avoid irrelevant questions

· adopt a flexible approach

· not make assumptions about their abilities

· take expert advice if need be

· keep records of why applicants were or were not appointed

Disability

2.4

Where the preferred applicant is disabled, Ataxia UK will make any reasonable adjustment to remove an obstacle that would prevent them from performing at their best. Ataxia UK will review adjustments annually to see if further adjustments may be needed.

2.5

Although Ataxia UK   has too few employees to come within the employment provisions of the Disability Discrimination Act, it will aim to observe the spirit of the law. Accordingly, where a member of staff or volunteer has become disabled Ataxia UK will discuss their condition with him/her, and will aim to make any reasonable adjustments that will help them to remain in post. Ataxia UK relies on the person concerned to tell it about any disability.

Offending background.

2.6
Ataxia UK will make it clear that an offending background is not necessarily a bar to 
employment (paid or unpaid) and will discuss it with the person concerned  before withdrawing an offer of a position or initiating disciplinary action.  However, anyone 
who has been convicted of an offence involving deception or dishonesty, unless the conviction is spent, is disqualified by law from acting as a charity trustee or nominee, without the prior permission of the Charity Commission.

2.7
Ataxia UK will ask all candidates for any paid position if they have an unspent criminal conviction, and enable them to disclose this confidentially. In addition, 
Ataxia UK will carry out a risk assessment for each vacancy that arises (whether paid or voluntary) to decide whether to seek disclosure of criminal records under 
the Police Act 1997, and if so at what level.  The criterion for seeking disclosure is that the post offers substantial opportunity for unsupervised, personal contact with 
vulnerable adults and/or children. In this context, unsupervised will not normally include work undertaken from the Office, and vulnerable includes disabled. Ataxia UK will warn all candidates at the application stage if Disclosure is to be sought.

2.8
Where the preferred applicant has a criminal record, Ataxia UK will decide whether or not to employ him or her after considering

· whether the conviction or other information obtained through Disclosure  is relevant to the position in question

· the seriousness of the offence or other matter

· the length of time since the offence or other matter occurred

· whether there is a pattern of offending behaviour or other relevant matters

· whether the applicant's circumstances have changed since the offending behaviour or other relevant matters

· the circumstances surrounding the offence and the explanation offered by the convicted person

2.9
Where a current member of staff or volunteer is convicted of a criminal offence, Ataxia UK will decide whether or not to maintain their employment using the criteria at 2.9 above.

Records

2.10
Where Ataxia UK becomes aware of an unspent or relevant 


criminal conviction, it will

· maintain strict confidentiality

· keep the information securely

All offending and Disclosure information will be placed in an envelope sealed under dated signature and placed in the Office safe. The envelope is to be addressed to the Chief Executive, who alone may open it.  Breach of confidentiality is a serious disciplinary offence. Unauthorised disclosure is also a criminal offence.

2.11
In Disclosure cases The Chief Executive will 

· keep records  of 

· any person to whom she (necessarily) reveals the information

· the date and type of Disclosure

· the name of the subject

· the position

· the Criminal Record Bureau identification number

· the recruitment decision taken

· destroy the information by shredding after 3 months (unsuccessful candidates) or 6 months (successful candidates)

3
Access

3.1
Ataxia UK will hold meetings and locate its office in premises which are accessible to disabled people.  

3.2

Ataxia UK will meet the costs of carers where these are necessary for trustees or staff to participate effectively.

3.3
Ataxia UK will identify groups that it is not reaching and devise ways of doing so, including translating literature into other languages, and presenting it in different ways (e.g. aural). 

4
Presentation



All recruitment and PR materials, whether for members or staff, will 

· present people with ataxia positively 

· be written in

· language that is neutral for gender and ethnicity

· presented in ways that are helpful for people with visual disabilities

5

Monitoring and compliance

5.1    Ataxia UK will 

· collect and monitor anonymous information on disability, gender, age and ethnicity and ataxia type for members generally and for those receiving welfare grants

· take corrective action if necessary

· make regular reports to the National Committee 

5.2
Ataxia UK will treat breaches of this policy by staff as a disciplinary matter. 
Breaches by individual members will be dealt with by any two trustees, except that 
the Chairman shall be one of the trustees if the alleged breach is by another trustee.
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