
1 of 18 - Welcome	
Welcome to this session on anti-discrimination.

In this session we will be covering:
· What is anti-discrimination?
· How anti-discrimination affects recruitment
· How anti-discrimination affects training
· How to deal with grievances

You will need a pair of headphones.

2 of 18 - What is anti-discrimination?
There are many different types of discrimination that can occur, and legislation provides a range of protective measures against all forms of discrimination.

Anti-discrimination is the prevention of unfair treatment because of age, sex, and religion, among other things. Another session covers unequal treatment which is called discrimination, and that is against the law.

It is important that anti-discrimination practices are followed so that this treatment can be avoided, especially within recruitment and employment.        

3 of 18 – Anti-discrimination in recruitment
There are several stages when recruiting or employing someone:
· Developing the job/placement description
· Advertising
· Application process
· Shortlisting
· Interviewing

All these stages need to be carefully considered when thinking about how to avoid discrimination.

4 of 18 – Job description
The writing of a job description requires understanding the skills and duties that are required so that you only ask for the information that is needed. Other considerations should include:  
· Avoiding asking for unnecessary or discriminatory information (such as sexual orientation)  
· Avoiding the use of discriminatory language   
· Avoiding using personal details (such as age, race, sex)

The job description should also be easy to read and understand. 

5 of 18 – Advertising
Advertising should be used to encourage applications from as many people as possible, which includes the following considerations:   
· Avoiding mentioning unnecessary personal details (such as age, race, marital status)
· Avoiding the use of language that maybe suggestive, for example ‘seeking mature, experienced professionals’ might indicate that an older person is required 
· Advertise in as many places as possible (such as newspapers, forums, social media) 

6 of 18 - Application
The application process should be made as simple as possible so that it does not discourage anyone from applying. Other considerations should include: 
· Applicant response – simplify the way people need to respond by using just one method (such as email, post, direct online application)
· Application criteria – simplify the requirements of the application criteria. For example, asking people for their job history can be off-putting, especially for those with limited English skills or learning disabilities
· Online navigation – make sure that online applications are easy to navigate through

7 of 18 – Shortlisting
Shortlisting should be completed by comparing only the requirements needed for the placement or job, which were created during the job description process. This should also include:    
· Choosing applicants based on matching skills, abilities, and experience with the requirements
· Consistency when choosing applicants
· Documenting these stages, so applicants can receive feedback as to why they have and have not been asked for an interview

This process is important because applicants have the right to ask why they have not been selected and will require feedback.   

[bookmark: _heading=h.mosdfwd79h8i]8 of 18 – Interviewing
The interview should be planned out with simple, relevant questions that allow the applicants to explain why they are the best person for the position or placement. Other considerations for interviews should include:
· Making sure the interview venue is accessible 
· Making sure applicants are asked about their needs 
· Creating one set of questions that are based on the skills and abilities needed 
· Not making judgements on body language or behaviour
· Being aware of personal bias, myths and stereotypes

[bookmark: _heading=h.xdouv7925n0q]9 of 18 – Summary of anti-discrimination in recruitment
The important points to remember when considering anti-discrimination practices in recruitment are that you should:
· Plan ahead to ensure that you prevent discrimination in the processes
· Focus only on the essential requirements of the job
· Educate the others involved
· Attract as many people as possible by simplifying the stages
· Be consistent and fair in the way you treat applicants
· Make adjustments for applicants’ needs
· Avoid asking for personal information
· Set aside bias, myths and stereotypes
· Keep a record of all decisions

Adhering to these processes will create employee diversity and a diverse working environment.  

[bookmark: _heading=h.bke6v2w885ca]10 of 18 – Question 1
Considering what you have learned about anti-discrimination practices within the stages of recruitment or employment, see if you can identify which of the following are Anti-discrimination considerations and which are not Anti-discrimination considerations. 

· Watch for body language
· Make venue accessible 
· Do not judge body language 
· Ask for personal details 
· Simplify the language used in the application 
· Create one set of questions
· Simplify the application response method 
· Advertise in as many places as possible
· Create questions for each applicant  
· Only ask for the necessary personal details
· Advertise in one place  
· Keep records of decisions  

The answer are as follows:

Anti-discrimination considerations:
· Make venue accessible 
· Do not judge body language 
· Simplify the language used in the application 
· Create one set of questions
· Simplify the application response method 
· Advertise in as many places as possible
· Only ask for the necessary personal details
· Keep records of decisions  

Not Anti-discrimination considerations:
· Advertise in one place  
· Create questions for each applicant  
· Watch for body language
· Ask for personal details

[bookmark: _heading=h.ootk33kmxa40]11 of 18 – Anti-discrimination in training
Anti-discrimination processes must also be a continual element in the workplace or training environment and is supported by the Equality Act 2010. Educating employees and trainees can help to achieve this through a number of options such as:
· Providing workshops and training courses that deal with the awareness of discrimination
· Providing a diverse working environment
· Creating specific workplace rules in writing
· Organising regular team building and social events

[bookmark: _heading=h.18pural9nqxa]12 of 18 – Grievances
A wide and diverse group of employees should come from using the anti-discrimination processes described. However, anti-discrimination measures should also be taken during working or training, day or night, when grievances or complaints arise.

Employers or organisations should make sure a grievance procedure has been put in place to tackle these issues. Discrimination issues may arise in the following areas:
· Terms and conditions of employment
· Health and safety
· Work relations
· Bullying and harassment
· New working practices/changes

[bookmark: _heading=h.a6nltyud1x92]13 of 18 – How to deal with grievances
Watch these two short videos on how grievances can be dealt with. Make notes as you will be asked questions about this later.  

Watch this video on: How to raise a workplace grievance

Grievance procedure: Grievances – Bitsized UK Employment law

[bookmark: _heading=h.uabfp3p7yjqq]14 of 18 – Question 2
Considering what you have learned about anti-discrimination practices within the stages of recruitment or employment, please indicate whether the following statements are true or false:
1. A grievance is also known as a complaint
2. A grievance procedure for employers is set out in law 
3. An employee with a complaint may set this out in writing
4. An investigation may need to take place 

Answers 1, 3 and 4 are true: A grievance is also known as a complaint, An employee with a complaint may set this out in writing, and An investigation may need to take place. 

[bookmark: _heading=h.b40rp7de3agn]15 of 18 – Question 3
Considering what you have learned about anti-discrimination practices within the stages of recruitment or employment, please indicate whether the following statements are true or false:
1. Grievances may include personal problems, work-related problems or discrimination 
2. Employees with an issue may be asked to keep a note of events 
3. Employees with a complaint should only talk to their manager 
4. There is a better chance of resolving an issue informally

Answers 1, 2 and 4 are true: Grievances may include personal problems, work-related problems or discrimination, Employees with an issue may be asked to keep a note of events, and There is a better chance of resolving an issue informally.

[bookmark: _heading=h.6f0bggwhi3v6]16 of 18 – Question 4
Considering what you have learned about anti-discrimination practices within the stages of recruitment or employment, please indicate whether the following statements are true or false:

1. Grievances can only be resolved formally
2. Problems should be dealt with quickly 
3. Employees have a right to raise grievances
4. Advising employees to go to their employer with grievances is the best option for both employee and employer

Answers 2, 3 and 4 are true: Problems should be dealt with quickly, Employees have a right to raise grievances, and Advising employees to go to their employer with grievances is the best option for both employee and employer. 

[bookmark: _heading=h.me9s6cyegkqo]17 of 18 – End
Well done. You have completed this session on anti-discrimination. In this session we have covered:
· What is anti-discrimination
· How anti-discrimination affects recruitment
· How anti-discrimination affects training
· How to deal with grievances
If you are unsure or have any questions about any of these topics, make a note and speak to your tutor for more help.


 

