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Statement and Purpose

Multi Trades Training (‘Multi Trades’, ‘we’, ‘our’ or ‘the provider’) is committed to to equality and
diversityforall, both asanemployerand atraining provider.

Itisthepolicy of MTTtoensurethatno personinvolved orassociated with usreceivesless
favourable orlessfairtreatmentthananyotherindividualon anygroundsrecognisingeach
individual's starting point and preferred route to achieving their goal. We expectthat all those
connected with us will fully comply with this policy. In accordance with the Equality Act 2006 we
encompassallstrandsofequality and diversity legislation (Age, Disability, Race and Ethnicity,
GenderandSex,Religion,BeliefandNon-Beliefand SexualOrientation).

We facilitate the sharing and development of good practice whilst demonstrating a commitment
tovaluingthediversity ofallexistingand potential staff, learners,employers, parents/carers and
customers.

This policyisto provide and maintain equal opportunity within our working environment including
accesstoresources and working practices for allits employeesto enablethemto achievetheir
goalsandto provide suchinformation, advice and guidance asthey needforthis purpose.

Toensurethatallemployees, irrespective of position withinthe Company, understand the
Company’s commitment to equality, copies of this Policy will be placed within the internal
digitalplatform‘RecordMy’ forstaffand issued atinduction aswellasinthe learner and employer
areas of Quals Direct. We support the concept of consultation with its employees on equality of
opportunity matters.

The companyis anequalopportunityemployer. Noteam memberwillbe discriminated against on
grounds of colour, race, nationality or ethnic origin, nor on grounds of sex, sexual orientation,
marital status, religion, political views, disability or age.

We aimtoensurethatnojob applicantorteam memberreceives less favourable treatmentoris
discriminated against in any circumstances and that allteam members are recruited, trained,
transferred and promoted on the basis of the individual’s aptitudes and the requirement of the
job.

Multi Trades practises and guidelinesrelatingto equal opportunities mustbe strictlyadheredto
byallteam members. Discrimination, abuse or failure to observe these guidelines mayresultin
disciplinary action being taken, up to and including summary dismissal (without notice) in
seriouscases.

Scope

Thisstatementoutlinesthegeneralresponsibilities and requirements Multi Trades Training
expectfrom members of staff, learners, and employeesintheirday-to-day activities.

Itis the responsibility of each director, manager and all tutors, coaches and assessorsto ensure
thatthis Equality & Diversity Policyis fully observed and thatthereis no discrimination against
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learners. Behaviourthatis notin accordance with policy is unacceptable and mayresultin
disciplinary action being taken.

Positive Action

o Everyeffortwillbe madetoinformlearnersandstaffofopportunitiestobreakoutof
stereotypicalroles atwork.

e Anypersonwhohasadisability, physicalormental (hidden)willbe given opportunity
equalto all others and based on merit and suitability for positions and course

e AsTrainingProviders,MTTarecommittedtobeingproactiveinencouragingstaff,
learners and all others connected to usto embrace the diversity of individuals

e Learnersandstaffwillbe supportedtomakesuretheyunderstandtheirdutyto
cooperate and complywith any measures setouttoimprove or sustain equalityand
diversitywithinMTT.

e |earners,staffandothersareaskedtoreportanyincidentinorderthatitmaybe
addressed.

o Allstaffareaskedtocarryouttheirdutiesinaprofessionaland propermanner

considering the requirements of legislation and commitment to compliance.

Breach of Policy

Disciplinaryaction willbe taken against any employee, associate or learner,whoisfoundto have
committed an actof discrimination or harassment. Serious breaches of policy willbe takenas
gross misconduct.

Harassment, Bullying, Victimisation

Harassmentis unsolicited and unwelcome workplace behaviourthat adversely affects the
dignity oftherecipient. Where such behaviouris motivated by gender, sexualorientation,
marital status, race, colour, national or ethnic origin, nationality, age, or disability it also
amountsto infringement of equal employment opportunity.

Bullyingis persistent, offensive, malicious, intimidating, or humiliating behaviour, often
associated with the misuse of power or position, which aims to underminethe confidence or
self-esteem of the recipient.

Victimisation, as aresult of givinginformation aboutany act by any person that contravenesthis
Equality & Diversity policy,orforanyotherreasonwillnotbetolerated.No person, staff, or learner,
will be victimised for their religion, religious or philosophical beliefs, sexual orientation.

We arecommitted to ensuring thatno harassmentorvictimisation at work, whatever the
motivation, is overlooked or condoned. Such behaviour canrangefromextremeformssuch as
violence or bullyingto less obvious actions like practical jokes and ridiculing colleagues or
subordinates.
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Conduct becomes harassment if it persists after the recipient has made clear thatitisregarded as
offensive, although a single offensive act can amount to harassment if it is so serious as to be
obviously offensive towardsthe recipient.

Ifyoubelieveyouarethe subject of any of these, you should make aformalcomplaint. (Theaim
throughoutistoresolvethe complaints sensitively, impartially, effectively, and quickly) Depending
ontheseriousnessoftheallegation,theallegedharassermaybe suspendedwhile the matteris
beinginvestigated underourdisciplinary procedures.

For learners, the procedures of theiremployerwillapply.
Allstaff mustdiscourage sexualorracialharassmentand seekto preventitfromtakingplace.

In particular, they should: -

e Takepromptactiontostopanyformofharassmentassoonasitisidentified.

o Ensurethatpotentially offensive materialisnotdisplayed or circulated inthe mobile
workshops, training centre or main office.

e Makeitcleartothatthis kind of behaviouris notacceptable and where appropriate will
betreated as adisciplinary matter.

Confidentiality

Any information disclosed thatis considered personal or sensitive including disability willbe on
the understandingthatitisdone soinconfidence andwillonly be shared withrelevant personnel
by priorwritten agreementand notshared without explicit consentbeinggiven bythe individual.

Where written permissionis given by individualsto pass oninformationthe whole organisation
shallbe considered to know. It will be the responsibility of the informed person to pass
informationto the appropriate individuals and make all appropriate arrangements to facilitate
the needsofthe memberof stafforlearnerwithoutcausetoembarrassmentordisadvantage.

MTTwillthroughinductionforstaffandlearnersensuretheyunderstandtheimportance of
maintaining confidentialityand howto maintainit.

Complaints & Grievances

In orderto protectstaffand learnersalike MTT willensure thateach personhasredress against
harassmentand bullyingatworkorduringanypartof learning.

We willensurethatanyemployee/learnerwho feels thatthey have beentreated unfairly or
subjected todirect or indirect unfair discrimination can raise the matter through the appropriate
grievance procedurewheneveryeffortwillbe madeto secure asatisfactoryresolution. Any
employee/learner making a complaint of unfair discrimination will be protected from any
victimisation in any form.

e |earnersmustusetheguidelines and proceduresissuedtothem as partoftheir
induction.
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o Arecordofallcomplaintsmadebylearnerswillbe heldinconfidence ontheirlearner
file.
e Staffmustusetheline managementstructurethatisinplace.
e Arecordofallcomplaints made by staffwillbe held bythe HOteamin accordance with
their procedures and in compliance of all legislation.
e Thereasonforallcomplaints willbereviewed and actiontakenwhere appropriateinan
endeavourto preventareoccurrence.

Right to Advice, Counselling & Mediation

MTTsupporteveryone’srighttoadviceandtolegalprotection.MTTaimtoaddressgrievances
internallythroughits own policies and procedures. If thisis not possible MTT willendeavourto
sourceindependent advice, counselling, or mediation forthe individualto pursue, ifthey so wish.

Monitoring

Regular monitoring of our saferrecruitmentprocesses together with all other equality and
diversity policies and processes for both staffand learners will take place to ensure thatwe
pursue an effective policy of equality of opportunity.

Information Computer Technology (ICT)

The use of electronic communication and online training materials willbe monitored, where
possible, to ensurethatno offensive materialisintroducedintothetrainingorworking environment
and that personal privacy of datais protected.

Anyonewhosepersonaldatais stored byMTTwillhavetherightofaccesstoit. MTTarefullyin
agreementwith and supportstheregulationsinthe Data Protection Act 1998.

Allstaffand associatesarerequiredto participateinthe Update Service, the online subscription
service thatallowsyouto keepyour standard orenhanced certificates up-to-date, and allows
employersto check a certificate online.

Recruitment and Selection

The Safer Recruitment of staffand associates willbe onthe sole basis of the applicant’s
abilities and followthe guidelines for ensure that applicants are suitable to work with young
people and vulnerable adults. Adisability (physical or mental) will not of itself justify the non-
recruitment of an applicant. MTT willtake into account previous qualifications, achievements
and experience for the purposes of recruitment and accreditation of prior learning for all
learnersand staff.

Beforean applicantisjudgedbecause of areasonrelatedto theirdisability to have failedto meet
the requirements oftheirjob description and personalspecification orto beenless suitable than
other applicant’s full consideration will be given asto whether areasonable adjustmentcanbe
made which will counteract this disadvantage.
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Selection of learners will be based on their application and aptitude for the standard they are
applyingfor.Aninitialassessmentwillallow supportinterventions to be identified and planned
for.

Reasonable adjustmentstothe application procedures willbe made as required to ensure that
applicants are notdisadvantaged because of disability. Forexample, wherewritten testsare used,
alternative arrangements willbe madeforvisuallyimpaired applicants.

Consequently, in addition to following the company’s initial selection procedure the following
generalguidelines should befollowed to ensure Equal Opportunities forall:

e Makeitclearthatapplications both forjobsand Governmentfunded training
programmes are welcomefromallpeople.

e Ensurethatrecruitmentand selectionmethodsusedreachawiderangeand
representative cross section of the community.

e Choosephotographs orillustrations for recruitment literature and training materials
thatreflectdiversity of oursociety.

e Eliminatetheuseofracistorsexistlanguage.

e Donotpre-judge people’sabilities because of theirrace, sexor disability.

e Donotfavourcandidatesbasedoninformalapproachesand recommendationsor
fromunsolicited representation made on their behalf.

e Plan interviews carefully to ensure any questions asked relate directly to the position
applied for in order to make decisions based on knowledge, abilities, experience and
merit.

o Whereverpossibleaskthesame questions,inthe samewords, ofeveryonebeing
interviewed.

o Keepfulland accuraterecords of testresults, interviews and reasons for selection or
non- selection.

e Beawareofthedangersofstereotypingonthegroundsof age, disability, sex, sexual
orientation, race, religion or belief, marriage or civil partnership, pregnancy or

maternity when considering individual abilities.

Induction

When a disabled employee /learner commencestheiremployment/programme it willbe the
responsibility ofthe managers, directors and MTT staffin consultationwiththedisabled employee
/learnertoensurethatsuchreasonable adjustmentsare madeasarerequiredto enablethemto
work safely and effectivelyand to secure equal accesstothe benefits of employment.Wherethe
managers/MTT staffdonothavetherelevantexpertisetoresolvethe problemtheywill consultwith
the directors/MTT and whererequired an outside specialistmay be consulted.

Tutors, coaches and assessors should ensure thatlearners are made aware thatthe policyalso
relatestotheirownbehaviourtowards others. They mustbe made aware thatthey must not
harass, abuse orintimidate otherlearners, stafforplacement providerson accountoftheirage,
disability, sex, sexualorientation, race, religion or belief, marriage or civil partnership, pregnancy
ormaternity.
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Staffshould ensurethatlearnersareinformed of the grievance procedureand howtheycanuse it
inregardto equalityissues.

Training and Career Development

MTTwilltrain, develop and promote onthebasis of meritand ability and encourage employees,
associates, learners and applicantsfrom allbackgroundsto progress. In particular,each element
ofthe promotion procedure and alltraining willbe made accessibletoemployeesby such
adjustmentsasarereasonable.

Whereduringtheiremployment/programme adisabled employee/learnerrecognisestheir need
toareasonable adjustmentto be madeto employment/trainingarrangements or premisesthey
should discussthisrequirementwiththeirmanager. The managerin consultation with the
directors will then determine the appropriate action.

Everyeffortwillbe madetotrytoprovideinternalorganisationalsupport. Whereitisidentified and
agreedthatadditionalsupportisneededforamemberofstaffMTTwillmakeeveryeffortto tryto
provideinternalorganisationalsupport. In cases where this cannotbe achieved accessto other
agenciesororganisationswill be sought sothata continuous pathwayof help and advice is
identified forthatindividual.

Whereitisidentifiedandagreedthatthisabilityorskillisinneed of refreshmentatalatertime
re-assessmentcantakeplaceandifnecessary, supportorganised.

Rehabilitation of Offenders

Wewillnotdiscriminate againstanyone who has a spent conviction underthe Rehabilitation of
OffendersAct1974.

Havinga criminalrecord willnotnecessarily barsomeone fromworking for MTT. Criminal
records will be taken into account for recruitment purposes only when the convictionis
relevant.

MTT undertake nottodiscriminate unfairly againstany subjectof a Disclosure onthe basis of
convictionorotherinformationrevealed. Whenreaching arecruitmentdecision, the following
factors will be taken into account:

o Whetherthe conviction orother matterrevealed is relevantto the positioninquestion

e Theseriousnessofanyoffenceorothermatterrevealed

e Thelengthoftimesincetheoffenceorothermatteroccurred

e Whethertheapplicanthasapatternofoffendingbehaviourorotherrelevantmatters

o Whetherthe applicants’ circumstances have changed since the offendingbehaviouror
the otherrelevant matters, and

e Thecircumstancessurroundingthe offence andthe explanation(s)offered ofthe
offendingperson.

There are,however, particularoffencesthatwould automatically preventan offerof
employmentwithbeingconfirmed. Theseinclude:

e Rape
e Incest
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e Unlawfulsexualintercourse

e Indecentassault

e Grossindecency

e Takingordistributingindecentphotographs

e Otheroffenceswhichmakeitunlikely (although notautomatic)foranofferof
employmentinaschooltobe confirmedinclude the following:

e Violentbehaviourtowardschildrenoryoungpeople

e Asexual,orotherwiseinappropriate relationship with a pupil (regardless of whetherthe
pupilis overthe legalage of consent)

e Asexualoffenceagainstsomeoneovertheageof16

e Anyoffenceinvolvingseriousviolence

e Drugtraffickingandotherdrugrelatedoffences

e StealingMTTpropertyormonies

e Deceptioninrelationto employmentasateacherorataschool, forexamplefalse
claims about qualifications, or failure to disclose past convictions

e Anyconvictionwhichresultsin asentence of morethan 12 months imprisonment

e Repeated misconductormultiple convictions unless of avery minor nature.

If appropriate, applicantswill be invited to discussdisclosure information before afinal
recruitmentdecision is made.

As partofthe DisclosureBarring Service (DBS)update service,whereanupdatetotherecordof an
existingemployeeisfoundto have criminalrecord, they willnot be dismissed as a matter of course.
Each casewillbe considered on its merits, and an assessmentof risk and relevance will beinvolved.

Benefits

Disabled employees/ learners willhave equalaccessto all benefits and facilities and
reasonable adjustments willbe made where necessary. The responsibility forimplementation of
the policy will lie with the managers in consultation with the directors and the learners’
employers.

Retention

As part of its commitment to equal opportunities for disabled people MTT willensure that all
reasonable measures aretakentoretaindisabled employees/learnersinemployment.

Itwillbe theresponsibility of the directors to identify when there is an issue of retention foran
individualemployee/learnerforexample where dismissal of adisabled personisbeing
considered onthegrounds of sickness orincapacity.

MTTwillmake such adjustmentsasarereasonabletoenableadisabled employee/learnerto carry
outhisorherduties. Thiswillinclude butis not limited to consideration of the provision of
specialistequipment, job re-design, re-training, flexible hours, remote working and/or re-
deployment.
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Ifas aresult of theirdisability an employee/learneris absentfrom workfor a period of 4 weeks a
phased returntowork should be arranged in consultation with the directors and the learner’s
employer.

Duringthis period either side may requestvocational, medical, or functionalassessment.

Ifre-deploymentis necessary, the employee willbe viewed as aprioritywithinthere- deployment
procedure.

Adjustment

The prime responsibility for arrangingthe appropriate adjustmentwill lie with the directors.
However, in many casesateam approach bythe managers anddirectorswillbe appropriate.

The person with responsibility for arranging adjustments will at all time consult with the
employee/learnerconcerned whose agreementwillbe sought. The expertise ofthe disabled
employee/learner concerningtheirown disability will be recognised.

Wherethe personwithinitialresponsibility does not have the relevant expertise to resolve the
problemthey will consult with the directors. Where required an outside specialist may be
consulted with prior authorisation from the directors.

Onceanadjustmenthasbeen madethisoperationmayneedtobereviewed atagreedintervals
to assess its continuing effectiveness.

Action Plan - Removal of Barriers

MTTrecognisetheimportanceoftakingpro-active measurestoremovebarrierstodisabled
peoplefromthe working environment.

An action plan will be reviewed in consultation with the staff/learnerindicatingwhichactions will
be taken over a certain period of time and who has responsibility for various aspects of the plan
and how it willbe monitored. Thisis contained within the RecordMy platform.

The plan(s) willaddress physical access to premises, access to benefits of employment, terms
and conditions of employment, recruitment and arrangements for recruitment, performance
assessment, promotion andretention. The plan willconsiderthe incorporation of access
improvements into maintenance plans and anyrefurbishmentorbuilding works.

Notification

Itisimportantthatyoulet us knowifyouhave any particular day-to-day care or medical needs, so
thatwe cantrytomakesuitable arrangementsforyou.Youcantellus confidentiallyin personorby
writingwhatyou need onthe applicationform.

Wetreat allmedicaldisclosuresincludingthe carrying of prescribed drugs confidentially and
only share thisinformation with other medical or paramedical personnel if necessary and with
your sighed agreement. We ask fordetails of someone we can contactonyourbehalfinthe event
ofyoubeingtakenill. If we knowyour previous medical condition the right treatmentcan begiven
toyouassoonaspossible.

Wehavestaffthatcanhelpyouifyouhavedifficulties withreading, writing,and working with
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numbersorEnglishifitisyoursecond language.
We can also help with:

e Learning generally
e Behaviourand/orsocial
e Physicaland/ormentalhealth

MTT willaccess agencieswhich can help with information, supportguidance and/or specialist
equipment:

¢ Visualimpairment, Hearingimpairment, Physical & Mentaldisability
¢ AllofourCentreshave ITequipmentaccessibletoall staff/learners with staffto help.

Age

Discrimination orharassmentongrounds of age by employersis prohibitedinthe areas of
recruitment, promotionandtraining. There can be direct and indirect age discrimination.

Disability
MTT are committed to equal opportunities foremployees/learnersregardless of whetherornot

theyhave adisability. Anyemployee/learnerwhobelievesthathe orshe hasbeen unfairly
discriminated against for reasonsrelated to their disability can use the complaints procedure.

Race & Ethnicity

MTT are committed toracialequalityforalllearnersand employees. We aimto ensurethatthe
environmentis supportive, where allindividuals are treated with courtesy and respect and their
contributiontothe learning processis valued. We aim to create and maintain the conditions
wherebylearners and staffaretreated solely onthe basis of their merits, abilities and potential,
regardlessofethnic ornationalorigin.

Gender & Sex

MTTwillgivedueweighttotheneedtopromotegenderequality. ThedutyrequiresMTTto identify
and tackle discrimination, to prevent harassment, and to ensure that their work promotes
equality of opportunity between menand women.

The dutyrequires MTTto take actiononthe mostimportantgenderequalityissues withintheir
functions.Underthe dutyMTTalsohave an obligationto eliminate discriminationand harassment
towards current and potential transsexual staff.

MTT will:

e Ensurethatallofatrans-person’srightsare met, asare everyemployee'srights, under the
SexDiscrimination ActandEqualTreatmentDirective;

e Ensurethattrans-members of staffhave equalaccesstoallformsoftrainingand staff
development;

e Ensure that there is no discrimination on the grounds of gender identity in relation to
dismissal of staff. In particular, shall a redundancy situation occur; it will ensure that
gender identity and gender reassignment is not factors in the selection of those to be
maderedundant.
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Externalsupport:

The GenderTrustisrecognisedasanauthoritativecentreforprofessionalpeoplewho encounter
genderidentity-related issuesinthe course oftheirwork. Thisgroup includes employers,
humanresources officers, health workers and information services.

Website: http://www.gendertrust.org.uk
Equal Pay

Men and women are entitled to be paid equally without any bias onthe grounds of sexand that this
rightis setoutinthe Treaty of Rome and is enforceable under UK Law. All reasonable steps will be
takento ensurethat male and female staffreceives equal pay for the same work and for work rated
asequivalentandforworkofequalvalue.

Sexual Harassment at work

Sexual harassmentis a particularform of harassment. Itis conduct atwork directed towards an
employee by anotheremployee orgroup of employees whichis of a sexualnature, orwhichis
basedonaperson'ssex,andwhichisregarded asunwelcome or offensive to the recipient.

Thefollowing examplesillustratethe sort of conduct thatmaybe treated as sexualharassment:

e Unwanted physical contact orconductwhich isintimidating or physically or verbally
abusive.Harassmentcanalsobenon-verbal,forexample, staringorgestures;

e Suggestionsthatsexualfavours mayfurtheraperson's career,orthatrefusalmayhinder it;

e Sexualadvances, propositions, suggestionsor pressure for sexualactivity atoroutside
work;

e Derogatoryordemeaningremarksbasedongender,orthedisplayof sexuallyexplicit
materialin the workplace.

e Sexualharassmentisadenialofequalemploymentopportunityand has the effect of
insultinganddemeaningtheemployeewhoisharassed.

Religion, Belief & Non-Belief

Throughtheimplementationoftherelevantpoliciesand procedures, MTT seekstoensurethat:

e Recruitmentand selection are based entirely onrelevant criteria, whichdo notinclude
religiousbeliefor non-belief (exceptinthe case of agenuine occupationalrequirement).

e Membersofanyreligion,ornone, aretreated with equaldignity andfairness.

e Under-representedgroupsinsocietyareencouragedtoapplyforjobs.

e Wherepossible, appropriate services are providedto meetthe culturalandreligious
needsofallemployees.

Therightto freedom ofthought, conscience andreligion is absolute, but the right to manifest
beliefsisqualified bythe need toprotecttherights andfreedomsofothers.

Sexual Orientation

ItisMTT’saimto create aninclusive community where people are enabled to meet their full
potentialand aretreated as individuals. Thisincludesrecognisingand supportingaperson’s
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self-identity. This commitment is an important aspect of its overall commitment to providing
equal opportunities in employment and to ensure that no current or prospective members of
staffare subjecttodiscrimination orvictimisation as aresult oftheir sexual orientation

Complaints procedure
Initial — informal stage

Complaintisdealtwith atlocallevelwith aresolution agreed within five working days.
Formal process

e AnEqualityandDiversitycomplaintismadeinwritingand logged. Ifamember of staff- itis
sentdirectly tothe Directorand CEO for investigation.

¢ Nominated memberofstaffwillinvestigateand produce areportwithin 10workingdays
of receiving the written complaint.

e Written statements willbe obtained and signed by all parties to supportthe report.
e Aresolutionwillbe proposed and if agreementmetimplemented.

e Allrecordswillbe signed off and held as confidential records within HRfor staffand a
sealed envelopeinsidethe learnerfile.

e Acentrallogoftypesof complaints and outcomeswill be maintained and used to
inform future improvements.

o WhereresolutioncannotbeagreedMTTwillseeklegalguidanceand proceedas
advised.

Communication

This policy willbe communicated as part of all staffinduction processes and as part of the
annualteambuildingand CPDtrainingprocess.

Monitoring and Review arrangements

Wewillreviewthe policy annually as part of ourannual self-evaluation and assessment
reporting(SAR)arrangements.Thiswillberevisedas,andwhen,necessaryinresponseto
actionsfromthe qualificationsregulators, legislation, orfeedback from externalagencies,
customerand learnerfeedback.

Associated Policies

This policy should be read in conjunction with:

e Safeguarding

o SafeUseoflCTInternetSafety
e Complaints

e Appeals
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Contact Information
MultiTradesTraininglLtd Unit

8

Moniton Trading Estate,

WestHamLane,
Basingstoke,
Hampshire,
RG226NQ

Tel:+44(0)2034883801
E:info@mttraining.co.uk

Document Control

Date Review &Revision Owner Version
08/06/2023 | Updatedtoadvisethispolicyisheldin QualityLead V12023
RecordMyandQualsDirect.Addition of
DBSUpdateservice.
18/07/2024 | Updatedaddressdetails QualityLead V12024
29/07/2025 | Transferredto newformat, no material QualityLead V12025
changes
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