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1��				CONTROLLED DOCUMENT 

DO NOT PRINT – DRAFT



TITLE	EQUALITY & DIVERSITY 



PURPOSE/SCOPE	Cardonald College is committed to promoting equality of opportunity for all its students and staff in all aspects of College life.  Ensure that no-one has any reason for claiming discrimination on grounds of race, colour, nationality, ethnic or national origins, religion, gender, sexuality, marital status, disability, age, class, prior educational attainment, spent offences and mental health.



Equal opportunities will be evident in all aspects of College life, e.g.:-



	Board of Management and College committees

The presentation of correspondence and promotional material

Recruitment, selection and development procedures for staff and students

	The use of College facilities

	The delivery of the Curriculum



RESPONSIBILITY	The Principal shall be responsible for overseeing the effective implementation of this procedure.



	The Strategic Management Group shall be responsible for monitoring this procedure.



DEFINITIONS	



APPENDICES	Legislation and Codes of Practice - Appendix 1





RELATED

INFORMATION	All College policies and procedures
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1	GENERAL



1.1	The College will ensure that all services are provided and delivered in a way that promotes equal opportunities.



The College will ensure that all employees, students, applicants for jobs and courses and sponsors of courses are aware of the inclusion policy and their rights and responsibilities within it.



1.3	Aggrieved employees will have the opportunity to invoke the College Grievance Procedure.



1.4	Aggrieved students will have the opportunity to invoke the College Complaints Procedure.



1.5	The College will take appropriate action through established disciplinary procedures against employees and students who infringe the equality and diversity procedure.



1.6	The College will provide training for staff to clarify their responsibilities under the law in relation to equal opportunities.



1.7	The College will monitor all staff issues relating to equality and diversity through the Joint Consultation and Negotiation Committee.



1.8	The College will monitor other related issues through the Inclusion Group.



1.9	The effectiveness of the Inclusion and Equality & Diversity Procedure will be regularly monitored by the Strategic Management Group as indicated under monitoring sections.





2	BOARD OF MANAGEMENT AND COMMITTEES



	Board of Management



2.1	While the Further and Higher Education (Scotland) Act 1992 determines the number and composition of the Board of Management, the Board will act in accordance with the Equal Opportunities Policy and endeavour to promote the equal opportunities ethos.
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Committees



	External



2.2	While on external committees, College members of staff will take cognisance of the College Inclusion Policy and Equality & Diversity Procedure.



Internal



2.3	Members of internal committees will take cognisance of the College Equality & Diversity Procedure in the setting up of these committees in relation to the balance of the membership.



2.4	Committee meetings will be conducted taking cognisance of the Equality & Diversity Procedure.



2.5	Monitoring



2.5.1	Monitoring will be carried out by delegated members of the Strategic Management Group.





3	THE PRESENTATION OF CORRESPONDENCE AND PROMOTIONAL MATERIAL



The College will ensure that marketing and promotional materials and all correspondence are free from bias and are monitored for suitability in promoting equal opportunities.



3.2	Monitoring



3.2.1	The Head of Marketing will assist the Assistant Principal – Marketing and Student Services with the monitoring of all marketing and publicity materials.



4	RECRUITMENT AND SELECTION PROCEDURES FOR STAFF



4.1	Recruitment and Selection - Staff



4.1.1	Person Specifications



The Person Specification will be free from bias and will outline the appropriate standards required from candidates in relation to qualifications, training, work experience, knowledge and skills.
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4.1.2	Shortlisting



	The selection process will be carried out consistently for all jobs at all levels in a fair and non-discriminatory manner.  Leeting is based on the applicant’s suitability for the post and each individual will be measured against a set criteria specified in advance.



4.1.3	Interview Panels



In accordance with the Recruitment and Selection Procedure, members of the interview panel will ensure fair treatment by providing special arrangements if required and asking all candidates comparable questions which relate only to the requirements of the post.  Interviewers must avoid questions or selection tests which could be construed as discriminatory and offer alternatives where appropriate. 



4.1.4	Selection



	Selection will be free from bias and based on application documents and candidates’ performance at interview.



4.2	Monitoring



4.2.1	Application procedures and forms will be reviewed regularly so that only information essential for the job is sought.  The Personnel Manager will assist the Assistant Principal – Quality and Human Resources in monitoring staff recruitment and selection.



4.2.2	The Assistant Principal – Quality Development and Human Resource Management assisted by the  Personnel Manager, will file and monitor the Equality & Diversity Monitoring forms.



4.2.3	For profile monitoring, a system will be adopted to keep statistical records of applicants for posts, candidates interviewed and new appointments.





5	STAFF DEVELOPMENT



5.1	The College will continue to encourage and provide development training opportunities for all staff.  In addition, staff will be provided with training to support the implementation of the Equality & Diversity Procedure.
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Induction



5.2	Staff Development Officer will ensure that all new staff will receive information and training relating to the College Equality & Diversity Policy at induction.



5.3	Monitoring



5.3.1	The Staff Development Officer will assist the Assistant Principal – Marketing  and Student Services with the monitoring of the equality of opportunity to train and develop.  The Staff Development Officer will develop and adopt an appropriate system to keep statistical records of staff training.





6	RECRUITMENT AND SELECTION PROCEDURES FOR STUDENTS



6.1	Student Admissions



	Pre-Entry Guidance

	

6.1.1	All advice, information and support to applicants, who are considering entry to Cardonald College will be non-discriminatory.  Where appropriate, information will be forwarded to under-represented groups by mail shots, etc.  Additional support will be made available to certain groups or categories that may require specialist guidance.



Admissions



6.1.2	The College student admissions procedures will be carried out with regard to individual support needs for all courses and programmes.



6.1.3	The College will ensure that all students are interviewed and admitted on a non-discriminatory basis as specified on the admissions material.  Only those qualifications or attributes which are essential for entry will be established as criteria for selection to a course or programme.



Induction



6.1.4	During induction, students will be made aware of the College Inclusion Policy, and three statements related (inclusion, race equality and disability) of  the College Complaints procedure.
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Guidance and Careers Advice



6.1.5	All students will receive fair and unbiased treatment regarding guidance and all students will be given impartial advice on career planning.



Ongoing Guidance



6.1.6	Guidance and support will be provided to students in an individually appropriate and non-discriminatory manner.



6.2	Monitoring



6.2.1	The context statement of the College Strategic Development Plan will outline the statistics of under-represented groups within the College via CMIS.



6.2.2	The Assistant Principal – Quality Development and Human Resource Management assisted by the Quality Development Manager will monitor student complaints regarding equal opportunities.



The Assistant Principal - Information Systems, assisted by the CMIS Supervisor will monitor the Student Admissions Procedure with regard to equal opportunities issues.



The Assistant Principal - Student Services and Marketing, assisted by the Head of Student Support will review for effectiveness the Student Admissions Procedure for those with additional support needs.



The Assistant Principal – Information Systems assisted by the CMIS Supervisor will monitor retention and success of all students and provide comparative statistics for identified minority groups.



7	DELIVERY OF THE CURRICULUM 



	Teaching methods



7.1	Teaching methods and resources will comply with legislation, meet the individual needs of the students and reflect the Equality & Diversity policy as fas as is practicable.



	Assessments



7.2	Staff will ensure that assessments are free from bias available in alternative formats and with special arrangements if required.
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7.4	Monitoring



7.4.	Internal Verifiers will ensure using SQA guidelines that teaching materials and assessments are accessible, free from bias and cater for diversity.  



8	ACCESS AND FACILITIES



Careful consideration will be given to the availability of facilities to all users and potential users of the College.



The College will continue to improve access and facilities for individuals with mobility issues and other disabled people. 



8.3	In new building or renovation access for the disabled will be incorporated at the design stage.



Students will be given the opportunity to discuss issues on access to the College and its resources on the College Disability Committee.



	Staff



8.5	All staff will be individually responsible for acting in accordance with the Equality & Diversity Procedure.



8.6	Monitoring



8.6.1	The Depute Principal, assisted by the Estates and Facilities Manager will monitor access to the College and College facilities on a regular basis.



9	REVIEW OF EQUALITY & DIVERSITY PROCEDURE



9.1	This procedure will be reviewed every three years.
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