Diversity and Equal Opportunities
Policy

Ground Floor Wing, Camelford House, Albert Embankment, London SE1 7TP

tel: +44 (0)7704155212 e-mail: post@pan-arts.net  www.pan-arts.net

Charity Reg: 295324 Company No.: 2051893

Updated previous policy in April 2023
Approved by the Board of Trustees in July 2023
To be reviewed in August 2026


mailto:post@pan-arts.net
http://www.pan-arts.net

Diversity & Equal Opportunities Policy

Contents

Diversity and Equal Opportunities Policy
Policy Statement

Scope

3. Code of Practice

4. Employment, Contracting and Agreement Policies
4.1 Objectives
4.2 In Practice
4.3 Recruitment
4.4 Positive action - training, promotion and conditions of service
4.5 Personnel records
4.6 Training

5. Access
6. Monitoring and Data

7. Grievances and Complaints (See Grievances and Complaints Procedure)
7.1 Whistleblowing

8. Code of Conduct

9. Board of Directors

10. Participation

11. Managerial Responsibility

12. Responsibility of the Pan Team
13. Reviewing the Policy

14. Legislation

APPENDIX 1: Definitions

APPENDIX 2: Terminology
1. Language guidelines
1.1 Collective terms and labels
1.2 Positive not negative
1.3 Everyday phrases
2. Words to use and avoid
3. Some tips on behaviour

10

10

11

13
13
13
13
13
13
14



Diversity & Equal Opportunities Policy

1. Policy Statement

This policy applies to all staff, volunteers, trustees, committee members (“Pan Team”), users and the
general public.

Pan Intercultural Arts (“Pan”) recognises that certain groups in society experience discrimination and
are denied equality of opportunity. Pan makes a positive commitment to opposing all forms of
discrimination within the organisation, and will actively work towards promoting equality of opportunity
for all.

Pan undertakes to review and adapt its policies, employment practices, working practices and service
delivery continuously in furtherance of this aim.

Pan is committed to equality of opportunity both as an employer and as a service provider. All
individuals will be treated, or considered for employment and advancement, on the basis of their
relative merits and abilities.

The aim of this policy is to ensure that every employee, prospective employee, volunteer, visitor or
person connected with Pan will receive equally favourable treatment regardless of their age, gender,
marital status, sexual orientation, race, ethnic/national origins, colour, disability, religion or belief, or
parental responsibility (this list is not exhaustive).

The Pan Team are charged with the responsibility of implementing this policy and challenging the
views of those who oppose it.

Pan is committed to a process of consultation, positive action and monitoring to make this policy
properly effective. Harassment, discrimination or victimisation on the grounds listed above is
unacceptable to Pan in its role both as an employer and as the provider of a service to our
participants.

Pan aims to reflect society as a whole, to recognise and celebrate diversity as a fundamental and
positive component of both the organisation and the community it serves, and to promote opposition
to all other forms of discrimination.
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2. Scope

This policy and the associated arrangements shall operate in accordance with statutory requirements.
The policy applies specifically to discrimination and equality of opportunity in respect of ‘protected
characteristics’ as defined in the Equalities Act 2010:
o Age
Disability
Race
Sex
Religion or cultural beliefs
Gender reassignment
Marital status and civil partnership
Sexual orientation
Pregnancy and maternity

The policy applies across the range of employment policies and practices. All the Pan Team will be
made aware of this policy.

It also affects how the Pan Team work with our participants, their families/carers, the schools and
locations we work at and all suppliers and partners whom we work with.

3. Code of Practice

Pan believes that commitment to equal opportunities creates a positive environment that makes full
use of the wide range of talents and resources of the Pan Team. By creating a conducive environment
and atmosphere it will also encourage effective Team relations within the organisation.

Pan’s aim is to make equal opportunities an integral part of the company. Equal opportunities mean
improving the quality of judgements made and actions taken by removing unjustified bias, prejudice
and stereotyping. Pan seeks the support and cooperation of the Pan Team in making equal
opportunities work.

4. Employment, Contracting and Agreement Policies

Pan will actively promote equal opportunity through the application of recruitment policies, which will
ensure that individuals receive treatment that is fair, equitable and consistent with their relevant
aptitudes, skills and abilities.
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Selection, recruitment, training, promotion and employment practices will be subject to regular review
to ensure that they comply with the Diversity and Equal Opportunities Policy. In particular, no applicant
or Pan Team member will be placed at a disadvantage by requirements or conditions that are not
necessary to the performance of the job, or that constitute indirect unfair discrimination. Conditions of
employment will be reviewed to ensure that they do not discriminate against any particular group, but
provide for the varying needs of all the Pan Team. Pan Team members that fail to adhere to the
Diversity & Equal Opportunities Policy will be subject to disciplinary measures.

4.1 Objectives

e To promote equality of opportunity

e To ftreat individuals equally in areas of recruitment, appraisal, training, salary/fees,
development, promotion and redundancy

e To treat disabled individuals according to The Employment Service Code of Good Practice on
the Employment of Disabled People

e To take positive action if needed to encourage a minority group to apply for jobs where
normally they have been underrepresented in the Pan Team

e To deem sexual, disability, religious, age or racial harassment as unacceptable

e o celebrate and value diversity

e o eliminate unlawful direct and indirect discrimination

4.2 In Practice

e All the Pan Team are briefed on this policy and agree to apply it in practice. New staff will be
introduced to the policy during their induction period.

e This policy is deemed to be incorporated in the contract of employment, freelance contract or
volunteer agreement. It is a condition of service with Pan that the Pan Team understands and
operates this policy fully.

e Individuals who breach this policy may invoke a disciplinary procedure, which could ultimately
lead to dismissal.

4.3 Recruitment

e All employment vacancies for posts will be advertised simultaneously internally and externally
and Pan will ensure that all opportunities are advertised widely and will ensure that individuals
are recruited, selected, promoted and treated on objective criteria, having regard to relevant
experience, potential, skills and abilities.

e Steps will be taken to ensure that knowledge of vacancies reaches under-represented groups
internally and externally.

e All vacancy advertisements will include an appropriate short statement on equal opportunities.
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e Selection criteria (job description and employee specification) will be kept under constant
review to ensure that they are justifiable on non-discriminatory grounds as being essential for
the effective performance of the job.

e At least two people must be involved in the selection interview and recruitment process, and
all should have received training in equal opportunities.

e Reasons for selection and rejection of applicants for vacancies must be recorded.

4.4 Positive action - training, promotion and conditions of service

e Efforts will be made to identify and remove unnecessary/unjustifiable barriers and provide
appropriate facilities and conditions of service to meet the special needs of disadvantaged
and/or under-represented groups.

4.5 Personnel records

e In order to ensure the effective operation of this policy (and for no other purpose) a record will
be kept, wherever possible, of all employees' and job applicants' gender, racial origins and
disabilities.

e \Where necessary, employees will be able to check/correct their own record of these details.
Otherwise, access to this information will be strictly restricted. All personal information will be
managed in line with GDPR regulations.

e \Where suitable such records will be analysed regularly, and appropriate follow-up action
taken.

4.6 Training

e Pan will provide on-going Diversity & Equalities training for all the Pan Team on a regular basis.
Unconscious Bias Training will be mandatory for the Pan Team.

e |f a staff member highlights a particular training which would be beneficial to their development
in their role, we will take reasonable steps to arrange this.

5. Access

Wherever possible Pan aims to provide work spaces that meet any access needs. The Pan office is
wheelchair accessible but does not have a wheelchair accessible toilet. Pan has applied for
permission and funding that will allow us to make the necessary changes. The Pan office is in a listed
building and we are aware that it might not be possible to make the changes.
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Whilst Pan has no control over the provision made by the venues that it performs at, all venues must
supply Pan with Disabled Access information and any information that can inform future choices.

Pan's workshop leaders will be trained to ensure that they can respond appropriately to people with
disabilities and have been informed of access requirements by the booker prior to an event in order to
minimise any discomfort to individuals.

Pan will strive to avoid causing a disadvantage to a disabled person by making all reasonable
adjustments to any physical feature of premises occupied by Pan, or any arrangements made by or
on behalf of Pan.

6. Monitoring and Data

Monitoring will be carried out on a yearly basis and will help Pan target areas in which to improve or
modify provision, leading to the prioritisation of changes in certain areas and to ensure that Pan’s
work is accessible to all sections of the population and does not discriminate, and will take active
steps to ensure that participation is representative.

Pan securely records all data in the eTapestry database as recommended by the Charity Evaluation
Service.

7. Grievances and Complaints (See Grievances and Complaints Procedure)

Any grievances and complaints will be taken seriously and will be investigated thoroughly by Pan.
There will be appropriate action taken where necessary, for which the Artistic Director, John Martin,
will be the first point of call. If the grievance is against the Artistic Director, the trustees will oversee the
complaint and the Chair of the Board will be the first point of call.

Should a member of the Pan Team consider that they are suffering from unequal treatment on the
grounds of race, colour, ethnic or national origins, marital status, gender, sexual orientation, age,
disability or religious beliefs, they may make an appropriate complaint which will be dealt with through
the agreed procedure for dealing with grievances.

Pan will treat seriously any complaints of unlawful discrimination on any of the stated grounds made
by the Pan Team, clients or other third parties and will take action where appropriate. All complaints
made by external parties will be investigated in accordance with Pan’s Grievances and Complaints
Procedure and the complainant will be informed of the outcome. In the event of an investigation
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concerning a complaint against an employee, Pan’s Grievances and Complaints Procedure will be
followed and any action necessary dealt with under Pan’s Disciplinary Procedure.

Complaints will be monitored annually and any outcomes/action recorded.

7.1 Whistleblowing

For any Diversity, Equity and Inclusion matters where you feel that they have not been addressed by
the staff at Pan, you may raise a formal complaint with a board trustee appointed by the Chair through
contacting our chair Brian on b.stlouis@pan-arts.net. They are there specifically for any diversity
issues or matters where you personally feel you do not want to raise with your Project Director, or
Pan’s Artistic Director John Martin, or you have raised it with them but do not feel like it was dealt with
appropriately. If this is the case, please get in contact with him and he will be there to fully support
your needs and make appropriate actions.

8. Code of Conduct

All the Pan Team will be treated with dignity and respect. At all times people’s feelings will be valued
and respected. Language or humour that people find offensive will not be tolerated by Pan. Pan will
not condone harassment, abuse or intimidation by or of the Pan Team or service users. All incidents of
harassment, abuse or intimidation will be treated seriously. If the matter cannot be resolved by way of
an acceptable apology and an undertaking the offence will not be repeated, the following action will
be taken:

Empl ff
In the case of an incident involving a member of staff disciplinary action will be taken according to the
procedure outlined in the contract of employment.

Freelance Staff
In the case of an incident involving a contracted freelance member of staff, disciplinary action will be
taken and Pan may decide to cease their contract.

Volunteer
In the case of an incident involving a volunteer, disciplinary action will be taken and Pan may decide to

cease their volunteering arrangement.

Partners, organisations or venues
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In the case of an incident involving a partner organisation or venue, the incident will be investigated
and depending on the seriousness of the incident, Pan may decide not to partner with them or use
their services.

Board of Directors
In the case of an incident involving a member of the Board of Directors, the incident will be brought to

the attention of the Chair who will arrange for it to be discussed and resolved at a meeting of the
Board.

9. Board of Directors

Pan will strive to ensure the Board of Directors has a balanced representation including those with
lived experience of migration or past participants within Pan’s work.

10. Participation

All materials produced by Pan should acknowledge the diversity of our community as a positive
benefit. Pan aims to ensure that positive images of diversity reinforce our belief in the equal worth of
individuals from all groups in the community. Publicity material will be designed for, and where
possible by members of the community for which it is intended.

11. Managerial Responsibility

The responsibility for ensuring the effective implementation and operation of the arrangements will rest
with the Artistic Director who will strive to ensure that all the Pan Team operate within the policy and
arrangements, and that all reasonable and practical steps are taken to avoid discrimination. The
Artistic Director has overall responsibility for ensuring that equality of opportunity is provided and will
ensure that:
e All the Pan Team are aware of the policy and the arrangements, and the reasons for the policy
e Grievances concerning discrimination are dealt with properly, fairly and as quickly as possible
e Proper records are maintained
e There is appropriate monitoring of the policy in respect of employees and job applicants
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12. Responsibility of the Pan Team

Whilst the responsibility for ensuring that there is no unlawful discrimination rests with the Artistic
Director, the attitudes of the Pan Team are crucial to the successful operation of fair employment
practices. In particular, all members of staff should:
e Comply with the policy and arrangements
e Not discriminate in their day to day activities or induce others to do so
e Not victimise, harass or intimidate other staff or groups on the grounds specified in the policy
statement
e Inform the Artistic Director or Project Director if they become aware of any discriminatory
practice

A breach of the Diversity & Equal Opportunities Policy constitutes a disciplinary offence and will be
dealt with under the Disciplinary Procedure.

13. Reviewing the Policy

Board Trustees will review the Equal Opportunities Policy regularly, to assess the effectiveness of the
policy and identify where further action is required. This process shall be undertaken at least every
three years, shall include the review of each component of the policy, and shall aim to seek the views
of organisations representing the interests of those groups referred to in this policy. The Pan Team will
be required to review their working practices, literature, publicity material etc., on a regular basis to
ensure that they adhere to the policy in all aspects of their work. Promoting understanding of the
Diversity & Equal Opportunities Policy will be a fundamental part of staff induction training.

Last Review: February 2020

Current Review: April 2023

Date of approval by the Board of Trustees: July 2023
Next Review: August 2026

14. Legislation

This policy has been developed using existing legislations, including:
e Equalities Act (2010)
e Sex Discrimination Act (1975 and amendment 1986)
e Disability Discrimination Act (1995)
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Human Rights Act (1988)

Protection From Harassment Act (1997)

Employment Relations Act (1999)

Equal Pay Act (1970) and National Minimum Wage Act (1998)
Employment Rights Act (1996)

Maternity & Parental Leave Regulations (1998 and 2002)
Data Protection Act (1998)

Health & Safety at Work Act (1974)
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APPENDIX 1: Definitions

Protected Characteristics The protected characteristics as listed in the Equality Act 2010 are sex,
sexual orientation, marriage or civil partnership, gender reassignment, race, religion or belief, age,
disability, pregnancy and maternity.

Disability Under the Equality Act 2010, a person is disabled if they have a physical or mental
impairment which has a substantial and long-term adverse effect on their ability to carry out normal
day-to-day activities.

Gender reassignment A transsexual person is someone who proposes to, starts or has completed
a process to change his or her gender. The person does not have to be under medical supervision.

Race Race includes colour, nationality and ethnic or national origins. A racial group can be made up
of two or more different racial groups (e.g. Black Britons).

Religion or belief Under the Equality Act 2010, religion includes any religion. It also includes lack of
religion, in other words employees or jobseekers are protected if they do not follow a certain religion
or have no religion at all. Additionally, a religion must have a clear structure and belief system. Belief
means any religious or philosophical belief or a lack of such belief. To be protected, a belief must
satisfy various criteria, including that it is a weighty and substantial aspect of human life and
behaviour.

Sexual orientation Includes bisexual, gay, heterosexual, and lesbian people.

Direct discrimination Direct discrimination occurs when someone is treated less favourably than
another person because of a protected characteristic they have or are thought to have (see perceptive
discrimination below), or because they associate with someone who has a protected characteristic
(see associative discrimination below).

Associative discrimination This is direct discrimination against someone because they are linked or
associated with another person who possesses a protected characteristic.

Perceptive discrimination This is direct discrimination against an individual because others think
they possess a particular protected characteristic. It applies even if the person does not actually
possess that characteristic.

Indirect discrimination Indirect discrimination can occur when you have a condition, rule, policy or
even a practice in your company that applies to everyone but particularly disadvantages people who
share a protected characteristic and which cannot be justified in relation to the job.
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For example, a dress policy which prevents women wearing trousers discriminates against women of
a particular race or religion; a higher language standard than is actually needed to do the job
discriminates on the grounds of nationality/race; a training policy which excludes part-time staff may
discriminate against women, who fill the majority of part-time jobs.

Harassment Harassment is “unwanted conduct related to a relevant protected characteristic, which
has the purpose or effect of violating an individual’s dignity or creating an intimidating, hostile,
degrading, humiliating or offensive environment for that individual”.

Sexual Harassment Sexual harassment is conduct which is imposed on another person because of
their gender or gender realignment. It is unwanted, unreciprocated and regarded as offensive by the
recipient. Whether or not the harasser intended to be offensive is, in law, irrelevant. This includes
unwelcome comments, looks, physical contact, the circulation and display of offensive material and
suggestions which embarrass, offend or intimidate the victims. Sexual harassment may also amount
to indecent assault. Victims of sexual harassment may have claims under the Sex discrimination Act.
In addition to the company’s liability for any unlawful actions under the Act, employees are also liable if
the working environment becomes intolerable and their performance can suffer as a result.

Racial Harassment This includes comments about a person’s colour or race which offend or
intimidate the person; verbal abuse and physical attack. Victims of racial harassment may have claims
under the Race Relations Act. In addition to the company’s liability for any unlawful actions under the
Act, employees are also liable if the working environment becomes intolerable and their performance
can suffer as a result.

Third party harassment Harassment of employees by people (third parties) who are not employees
of your company, such as promoters or artists. Applause has a duty to prevent harassment and may
be liable if aware that harassment has occurred on at least two previous occasions and does not take
reasonable steps to prevent it from happening again.

Victimisation Victimisation occurs when an employee is treated badly because they have made or
supported a complaint about discrimination or harassment, or raised a grievance under the Equality
Act; or because they are suspected of doing so. An employee is not protected from victimisation if
they have maliciously made or supported an untrue complaint.

Positive action Some people with protected characteristics are disadvantaged or under-represented
in some areas of life, or have particular needs linked to their characteristics. They may need extra help
or encouragement if they are to have the same chances as everyone else. The new positive action
provisions held within the Equalities Act 2010 enable service providers to take proportionate steps to
help people overcome their disadvantages or to meet their needs. Once those from
under-represented groups have applied, however, they must — in law — be treated the same as all
other applicants. Appointments must be made on merit and the most suitable person - according to
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the job criteria — selected. Appointing an individual chiefly because of their race or gender would
constitute positive discrimination which is unlawful.

APPENDIX 2: Terminology

Consider these guidelines when communicating with or about disabled people. Taken from www.gov.uk

1. Language guidelines
Not everyone will agree on everything but there is general agreement on some basic guidelines.

1.1 Collective terms and labels

The word ‘disabled’ is a description not a group of people. Use ‘disabled people’ not ‘the disabled’ as
the collective term.

However, many deaf people whose first language is BSL consider themselves part of ‘the deaf
community’ — they may describe themselves as ‘Deaf’, with a capital D, to emphasise their deaf identity.

Avoid medical labels. They say little about people as individuals and tend to reinforce stereotypes of
disabled people as ‘patients’ or unwell.

Don’t automatically refer to ‘disabled people’ in all communications — many people who need disability
benefits and services don’t identify with this term. Consider using ‘people with health conditions or
impairments’ if it seems more appropriate.

1.2 Positive not negative
Avoid phrases like ‘suffers from’ which suggest discomfort, constant pain and a sense of hopelessness.

Wheelchair users may not view themselves as ‘confined to’ a wheelchair — try thinking of it as a mobility
aid instead.

1.3 Everyday phrases

Most disabled people are comfortable with the words used to describe daily living. People who use
wheelchairs ‘go for walks’ and people with visual impairments may be very pleased — or not — ‘to see
you’. An impairment may just mean that some things are done in a different way.
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Common phrases that may associate impairments with negative things should be avoided, for example

‘deaf to our pleas’ or ‘blind drunk’.

2. Words to use and avoid

Avoid passive, victim words. Use language that respects disabled people as active individuals with

control over their own lives.

Avoid

(the) handicapped, (the) disabled

afflicted by, suffers from, victim of

confined to a
wheelchair-bound

wheelchair,

mentally handicapped, mentally defective,
retarded, subnormal

cripple, invalid

spastic

able-bodied

mental patient, insane, mad

deaf and dumb; deaf mute

the blind

Use

disabled (people)

has [name of condition or impairment]

wheelchair user

with a learning disability (singular) with learning disabilities
(plural)

disabled person

person with cerebral palsy

non-disabled

person with a mental health condition

deaf, user of British Sign Language (BSL), person with a
hearing impairment

people with visual impairments; blind people; blind and
partially sighted people
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an epileptic, diabetic, depressive, and so  person with epilepsy, diabetes, depression or someone who

on has epilepsy, diabetes, depression
dwarf; midget someone with restricted growth or short stature
fits, spells, attacks seizures

3. Some tips on behaviour

use a normal tone of voice, don’t patronise or talk down

don’t be too precious or too politically correct — being super-sensitive to the right and wrong
language and depictions will stop you doing anything

never attempt to speak or finish a sentence for the person you are talking to
address disabled people in the same way as you talk to everyone else

speak directly to a disabled person, even if they have an interpreter or companion with them

Additionally, you should address individuals with the pronoun of their choice. For example, trans people
might want to be referred to as He, She or They.

Further Information on legislation and good practice

https://www.gov.uk/workplace-bullying-and-harassment
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