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Arch Apprentices Equal Opportunities Policy
Equal Opportunities

We are an equal opportunities employer committed to promoting equality of opportunity in all
aspects of employment. Anyone who works here, applies for a job or has any other dealings
with us will be given equal opportunity regardless of sex or sexual orientation, marital or civil
partnership status, pregnancy or maternity, race, colour, nationality, ethnic or national origin,
religion or belief, age, disability or gender reassignment (Protected Characteristics).

Our equal opportunities policy covers all employees, consultants, confractors, casual workers
and agency workers. It does not form part of any employee’s contract of employment and we
may review and amend it from time to fime.

We really value diversity and feel that it is in everyone’s interests to have a harmonious and
respectful workplace. It is our aim to provide a creative working environment where everyone
has an equal opportunity for success based on merit and where everyone is freated fairly and
with dignity, free from discrimination, harassment and victimisation.

Without wanting fo labour the point we expect you to freat others as you would wish to be
treated, and this includes how you act outside of work where your behaviour might reflect on
us and bring BC Arch Limited into disrepute by association.

Discrimination

You must not unlawfully discriminate against or harass other people including current and former
employees, job applicants, clients, customers, suppliers and visitors. This applies in the workplace,
outside the workplace (when dealing with customers, suppliers or other work-related contacts)
and on work-related trips or events including social events.

The following forms of discrimination are prohibited under this policy and are unlawful:

Direct discrimination: tfreating someone less favourably because of a Protected
Characteristic. For example, rejecting a job applicant because of their religious views or
because they might be homosexual.

e Indirect discriminatfion: a provision, criterion or practice that applies to everyone but
adversely affects people with a particular Protected Characteristic more than others and is
not justified. For example, requiring a job fo be done full-time rather than part-time would
adversely affect women because they generally have greater childcare commitments than
men. Such a requirement would be discriminatory unless it can be justified.

e Harassment: this includes sexual harassment and other unwanted conduct related to a
Protected Characteristic, which has the purpose or effect of violating someone’s dignity or
creating an intimidating, hostile, degrading, humiliating or offensive environment for them.
Bullying and harassment is covered in more detail below.

e Victimisation: retaliation against someone who has complained or has supported someone

else’s complaint about discrimination or harassment.
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Bullying and Harassment

Bullying is offensive, intimidating, malicious or insulting behaviour involving the misuse of power
that can make a person feel vulnerable, upset, humiliated, undermined or threatened. Power
does not always mean being in a position of authority but can include both personal strength
and the power to coerce through fear or intimidation.

Harassment is any unwanted physical, verbal or non-verbal conduct that has the purpose or
effect of violating a person’s dignity or creating an intimidating, hostile, degrading, humiliating
or offensive environment for them. A single incident can amount to harassment.

Please remember that bullying or harassment may take many forms and range from mild
banter to sexual connotations or to actual physical violence. The terms are really defined by
how the person who is on the receiving end feels about the behaviour, not what you intended
by it. A person may be harassed even if they were not the intended “target”. For example, a
person may be harassed by racist jokes about a different ethnic group if the jokes create an
offensive environment. It is also worth remembering that in the eyes of the law you could be
held personally responsible for any behaviour that someone complains about.

Communication and engagement

Our commitment to equality, diversity and inclusion will, at the very least, be highlighted in our
prospectus, annual self-assessment report, and annual equality information report.

Our ‘commitments to inclusion and belonging’ working document is live and accessible to all
those engaged, employed or working with us. All those engaged with us will be made aware
of our approach, and the actions required for its successful installation.

Additionally, our leadership development programme and associated collateral (e.g.
Leadership Outcomes) promote not only the importance, but the cultural significance, of
equality, diversity and inclusion.

Beyond this, many of our feedback loops with clients and learners will proactively and
deliberately inquire as to the lived experience of our approach to equality, diversity and
inclusion. Finally, all those employed here are asked regularly (at least six-monthly) about their
percepftions of our equality, diversity and inclusion practices, through the weekly engagement
pulse survey, currently administered by OfficeVibe.

Procedure for Dealing with Discrimination,
Bullying and Harassment

If you feel that you are being bullied or harassed or have suffered discrimination in any way,
consider whether you feel able to let the person know that you do not find their behaviour
acceptable. If this does not resolve the matter or they continue to actin a way that you find
inappropriate or it is too difficult or embarrassing to approach the person, then you should let
your Manager know as soon as possible so that they can investigate the matter. If, however,
you feel that the first incident is very serious and that the person who has acted in this way
should reasonably know that their behaviour is unacceptable then you do not have to wait for
it to happen again. If this is the case, then please tell your Manager about it as soon as
possible and follow up your complaint in writing in line with the Problem Solving at Work guide.
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If you do not want to speak to your Manager about the incident, or they are the culprit, then
you should speak to a member of the PX Team (if you are employed or engaged with
Avado/BC Arch Ltd) or Safeguarding (if you are an apprentice.) Generally speaking, the
decision as to whether to progress a complaint is up to you. However, we have a duty to
protect all staff and we may pursue the matter independently if we consider it appropriate to
do so.

Harassment or Bullying by a Third Party

If the bullying or harassment is by a third party, such as a client or supplier, you may choose
whether you wish to take the informal approach in the first instance, to see if a direct request
to stop will resolve the problem. If this does not work, or if you do not feel comfortable
speaking to the third party, then you should raise your concerns directly with your Manager,
who will take reasonable steps to prevent it from happening again.

Compliance

We take a strict approach to breaches of this policy, which will be dealt with in accordance
with our Disciplinary Procedure. Serious cases of deliberate discrimination, bullying, harassment
or victimisation may amount to gross misconduct resulting in dismissal.

There must be no victimisation or retaliation against staff who complain about discrimination,
bullying or harassment. However, making a false allegation deliberately and in bad faith will
be treated as misconduct and dealt with under our Disciplinary Procedure.
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