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Equal Opportunities & Diversity Policy 
 

SAY Women provides support to young women, 16 – 25 years, who have 
experience childhood sexual abuse and other forms of sexual violence, who are / 
risk of homelessness. 
 
SAY Women reflects the Scottish Government position; 
 
“By this [all forms of violence against women and girls] we mean violent and 
abusive behaviour directed at women and girls precisely because they are women 
and girls, carried out predominantly by men. Behaviour that stems from ongoing 
inequality between men and women, and includes domestic abuse, rape, sexual 
assault, forced marriage, female genital mutilation (FGM) and prostitution.” 
 
SAY Women was created to provide direct services for women / those who identify 
as women, only. This recognises violence against women within an inequality 
context and these services strive to increase the equality of opportunity for all 
women, and those who identify as women, but particularly those who have 
experienced sexual abuse / violence. 
 
The nature of SAY Women’s work requires, confidentiality, clear understanding of 
violence of violence against women and its impact, the value of emotional and 
physical safety in supporting survivors in their recovery. 
 
SAY Women is committed to the development of a positive policy to promote 
equality of opportunity and combat discrimination, direct and indirect, in its 
committee structure, employment practices and provision of service. 
 
SAY Women will seek to develop an effective positive programme of action to 
ensure that all members and staff (full or part-time or temporary) and all 
applicants for employment will be given equal opportunity in all aspects of 
employment and training, age, disability, gender reassignment, marriage and 
civil partnership, pregnancy and maternity, race (including colour, nationality, 
and ethnic or national origin), religion or belief, sex (gender) and sexual 
orientation. (E.g.: conditions, pay, hours of work, holiday entitlement, overtime, 
workload, sick pay, pensions, training, promotion, redundancy, etc). 

SAY Women will ensure that in its service provision it will not discriminate against 
any groups or individuals on any of the above grounds. 
 
SAY Women will seek to ensure representation in its membership and committee 
structure of currently under-represented groups. 
 
SAY Women will undertake to monitor and review all aspects of its equal 
opportunities policy, and, where necessary, amend it to ensure its effective 
implementation. 
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Equal Opportunities 
  
1.   Introduction 
 
1.1     SAY Women is committed to the development of a positive policy to 

promote equal opportunity and combat discrimination, direct or indirect, in 
it employment practices and provision of services. 

 
1.2     SAY Women will seek to develop an effective positive programme of 

action to ensure that all members and staff  (full or part-time or 
temporary) and all applicants for employment are given equal opportunity 
in all aspects of employment and training irrespective of age, disability, 
gender reassignment, marriage and civil partnership, pregnancy and 
maternity, race (including colour, nationality, and ethnic or national origin), 
religion or belief, sex (gender) and sexual orientation, (e.g.: conditions, 
pay, hours of work, holiday entitlement, overtime, workload, sick pay, 
pensions, training, promotion, redundancy, etc). 

1.3     SAY Women will ensure that in its service provision, it will 
not discriminate against any groups of individuals on any of the above 
grounds. 

 
1.4     There will be no discrimination against part-time workers. 

Conditions of service will apply equally on a pro-rata basis. 
 
1.5     Staff employed by SAY Women will be made aware of the provisions 

of this policy, which will also apply to its internal organisation. The policy 
will also be circulated to member organisations in an attempt to encourage 
them to adopt similar policies for the promotion of equal opportunity. 

 
1.6     SAY Women undertakes to consider the institution of positive action 

programmes If there is evidence that members of particular racial groups 
and registered disabled people are under-represented within both the total 
staff complement and within individual employee categories. Examples 
include:  
 the physical adaptation or initial design of workplaces to suit the needs 

of employees with restricted mobility. 
 Internal training programmes designed to aid career development. 
 Willingness to alter working conditions to suit the particular cultural or 

religious requirements of employees from an ethnic minority 
background.    

 
2. Purpose of Policy 

 
2.1     This policy commits SAY Women to equality of opportunity for all 

employees regardless age, disability, gender reassignment, marriage and 
civil partnership, pregnancy and maternity, race (including colour, 
nationality, and ethnic or national origin), religion or belief, sex (gender) 
and sexual orientation, as protected under the Equality Act 2010. 
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2.2     SAY Women will provide equality of opportunity to all employees 
regardless of whether they are full time, part time, sessional, volunteers or 
students. 

 
2.3     Enforce that all employees will be entitled to equal 

opportunity within their post without discrimination including; pay and 
benefits, terms and conditions of employment, dealing with grievances and 
discipline, dismissal, redundancy, leave for parents, requests for flexible 
working, and selection for employment, promotion, training or other 
developmental opportunities 

 
 
3  Recruitment Advertising 
 
3.1     All vacant permanent posts will be formally and widely advertised 

externally. A newspaper advertisement should be included where possible 
in any specialised press or newsletters circulated amongst SAY Women 
members, so that it reaches as many disadvantaged groups and individuals 
of both sexes as possible.   

 
3.2     For reasons of staff development, temporary/ seconded posts may 

not always be advertised externally in the first instance. 
 
3.3     Advertisements and recruitment drives will be aimed at as wide a 

group of suitably qualified and experienced people as possible. 
 
3.4     Vacancies will be internally circulated to staff who may already 

possess appropriate qualifications or have relevant experience. 
 
3.5     Applicants will be given clear, concise and accurate information about 

posts through advertisements to enable them to assess their own 
suitability. Language used must not deter any potentially disadvantaged 
applicant from applying. Potential applicants should be given an 
opportunity to speak to members of staff. 

 
3.6     Adverts will state that SAY Women operates an Equal Opportunities 

Policy, and a statement forwarded to applicants. If  Job Centres or 
Employment Agencies are used, they should be familiar with the policy and 
also abide by the relevant Codes Of Practice issued by the Commission for 
Racial Equality and the Equal Opportunities Commission. 

 
4. Selection and Interviewing 

 
4.1     An interview panel will be selected (as opposed to any individual) of 

relevant and knowledgeable people including, where feasible people who 
are representative of disadvantaged groups, (e.g. black, disabled) and the 
SAY Women membership.  Any existing bias or imbalance will simply be 
continued if only people already in positions of power are involved.  
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4.2     The interview panel must be clearly informed and agreed on the 
selection criteria or personnel specification before any interview is 
conducted, and must apply these criteria consistently.  Person 
specifications should be written for all posts and written in such a way that 
does not discriminate directly / indirectly against any group of persons 
(essential / non-essential where only criteria which are essential are 
sought.  Pre-set questions must therefore be agreed and it should be 
decided if any of the questions must be “fully met” in order to appoint. 
Answers to “open” questions used initially to encourage conversation 
should not be used as selection criteria. 

 
4.3     The interview panel will be given guidance and training on the effect 

which generalised assumptions and prejudices can have on selection 
decisions, and made aware of the possible misunderstanding that can occur 
between applicants of different cultural backgrounds. 

 
4.4     There will be a standard application form which will ask only relevant 

questions relating to the necessary requirements for the job. 
 
4.5     Interviews will be thorough, conducted on an objective basis and deal 

only with the applicants’ suitability for the job and ability to fulfil the job 
requirements. Applicants’ potential will be taken into account. 

 
4.6    Where it is necessary to assess whether personal circumstances will affect 

performance of the job (e.g. where it involves unsociable hours or 
extensive travel) this will be discussed objectively avoiding assumptions 
about marital status, children and domestic obligation. Information 
necessary for personnel records can be collected after a job offer has been 
made. 

 
4.7     If the applicant’s capacity to do the job is in doubt because of 

disability or   health problems, the opinion of medical and other relevant 
professionals with experience of the care and treatment of the particular 
problem (e.g. HIV or AIDS) will be sought, with prior agreement of the 
applicant. 

 
4.8     Candidate’s performance at the interview will be formally measured 

and  recorded. This would be of particular benefit should any unsuccessful 
candidate appeal or ask SAY Women to justify the appointment. 

 
4.9     SAY Women’s normal practice will be for managers to meet with staff 

who have been unsuccessful in the interest of staff development. 
 
4.10   Candidates will have an equal opportunity to meet on a formal basis with 

those involved in the relevant staff appointment. 
Different vacancies may require a different composition of the interviewing 
panel. References from nominated referees will only be consulted after the 
interview stage, and the successful candidate informed after these 
references have been obtained. The panel will be able to clarify any items 
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of concern with the nominated referees, and no reference other than these 
should be taken into account. 

 
 
5   Recruitment 
 
5.1     Applicants will be given as much clear and accurate information 

about posts through advertisements, job descriptions and interviews in 
order to enable them to assess their own suitability for a post. 

 
5.2     For each vacant post, an accurate Job Description will include a 

personnel specification to indicate the essential and/ or desirable 
characteristics of the ideal candidate. This would also help to ensure that 
unnecessary standards for qualifications, experience or personal qualities 
which may unfairly or unlawfully discriminate are avoided. 

 
5.3     All posts will be advertised through as many outlets as possible, in 

particular in places that are accessible to all communities, or communities 
of protected characteristics. 

 
 
6   Staff Training 
 
6.1     Written procedures for promotion, transfer and training shall be 

made available to all staff. It shall be clearly stated who is designated to 
approve appointments, transfers and promotions and to take part in the 
selection process for posts at the various levels. The procedures shall be 
adhered to on all occasions. 

 
6.2     It is the policy of SAY Women that it will not discriminate in the 

provision of training courses. Appropriate training shall be provided to 
enable staff to perform their jobs effectively. Such training will make 
provision where necessary for individuals returning to work following a 
break for domestic reasons. 

 
6.3     Adequate steps will be taken to ensure that all workers and the 

Board members receive appropriate training, information and advice 
including anti-discrimination courses and equal opportunities training for all 
staff in supervisory/management positions. 

 
 
7 Harassment, Victimisation and Confidentiality 
 
7.1 Particular care will be taken to deal sensitively and effectively with any 

complaints of discrimination and harassment. SAY Women will protect 
employees raising such grievances from victimisation. 
 

7.2 SAY Women recognises that harassment can be experienced by employees 
based on protected characteristics under the Equality Act 2010; 
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 Age 
 Disability 
 Gender identity  
 Race 
 Religion / Faith 
 Sex 
 Sexual Orientation 

 
7.3 SAY Women recognises the definition of harassment under the Equality Act 

2010, including 
 

 unwanted conduct related to a relevant protected characteristic, 
where the conduct has the purpose or effect of 

 violating dignity, or 

 creating an intimidating, hostile, degrading, humiliating or offensive 
environment for an individual or group 

 engagement in unwanted conduct of a sexual nature 

 engagement in unwanted conduct of a sexual nature or that is related 
to gender reassignment or sex, 

The presence of harassment will, in line with the Equality Act 2010, be 
determined by; 

 the perception of B; 

 the other circumstances of the case; 

 whether it is reasonable for the conduct to have that effect. 

 
7.4     If any employee considers that they are suffering from harassment, 

they are encouraged to report this, and may make a complaint which will 
be dealt with through the grievance procedure. 

 
7.4 The rights of workers to absolute confidentiality should they develop HIV or 

AIDS will be respected at all times. 
 

7.5     If any worker knows that another worker has a non-notifable 
infectious disease, such as HIV / AIDS or Hepatitis, that worker cannot 
disclose such information to their line manager and those members of the 
Staffing Group responsible for staffing issues, except with the agreement of 
the affected worker. 
 

7.6     Any other disclosure will be grounds for immediate dismissal. If any 
Members know that a worker has HIV infection or AIDS, that member may 
not disclose such information to those members of the Staffing Group 
responsible for staffing issues, except with the agreement of the affected 
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worker. Any other disclosure will be ground for immediate expulsion from 
the Membership and for legal proceedings. 

 
 
 
8   Support 
 
8.1     Workers with a disability, HIV or AIDS or any other serious or chronic 

illness will not be required to adopt different work practices or otherwise 
have their job description altered or amended as a result of their condition 
except at their own request. 

 
8.2     Any member of staff who develops HIV or AIDS or any other serious 

or chronic illness will be given every form of support to enable them to 
remain at work and reasonable arrangements will be made with other 
workers to facilitate this objective. 

 
8.3     A request by any worker for leave to care for a person on health 

grounds where they have responsibility for that person will be regarded as 
suitable grounds for compassionate leave. 

 
8.4     SAY Women will seek to establish links with relevant agencies to 

ensure that counselling and advisory services are available to any worker 
concerned about their health and health related issues. 

 
8.5     SAY Women will support campaigns designed to increase the level of 

provision by statutory and voluntary organisations involved in counselling, 
advisory and support services for people with HIV infection or AIDS. 

 


