
PENGUIN TRAINING SOLUTIONS Ltd 

EQUAL OPPORTUNITIES POLICY 

POLICY STATEMENT 

We are commi*ed to providing equal opportuni4es in employment, to u4lise the skills of the 
total workforce and to avoid unlawful discrimina4on against our staff or customers.    It is the 
aim of the Company to ensure that no employee or job applicant receives less favourable 
treatment, either directly or indirectly. 

This policy helps us to put this commitment into prac4ce. By complying with this policy, you are 
helping to ensure that we create a work environment that is free from discrimina4on, where 
everyone can achieve their poten4al.  

Striving to ensure that the work environment is free from harassment and bullying and that 
everyone is treated with dignity and respect is an important aspect of ensuring equal 
opportuni4es and diversity and inclusion in employment.  

THE LAW 

It is unlawful to discriminate directly or indirectly in recruitment or employment because of age, 
disability, sex, gender reassignment (i.e. transgender status), pregnancy, maternity, race (which 
includes colour, na4onality and ethnic or na4onal origins), sexual orienta4on, religion or belief, 
or because someone is married or in a civil partnership. These are known as "protected 
characteris4cs". 

By law, an employer must consider making reasonable adjustments when: 
• they know, or could be expected to know, an employee or job applicant has a disability 
• an employee or job applicant with a disability asks for adjustments 
• an employee with a disability is having difficulty with any part of their job 
• an employee's absence record, sickness record or delay in returning to work is because 

of, or linked to, their disability 

The employer must consider reasonable adjustments for anything linked to an employee's 
disability and must make the changes if they’re reasonable.   What's 'reasonable' will depend 
on each situa4on. The employer needs to consider carefully if the adjustment: 
• will remove or reduce the disadvantage for the person with the disability 
• is prac4cal to make 
• is affordable by the employer or business 
• could harm the health and safety of others 

TYPES OF UNLAWFUL DISCRIMINATION 

Direct discrimina@on - Direct discrimina4on is the legal term that applies if you treat someone 
less favourably than someone else has been treated (or would be treated) because of a 
‘protected characteris4c’ under the Equality Act 2010.  

Indirect discrimina@on - Indirect discrimina4on can happen when there are rules or 
arrangements that apply to a group of employees or job applicants, but in prac4ce are less fair to 
a certain ‘protected characteris4c’. 

In very limited circumstances, employers can directly and indirectly discriminate against an 
individual for a reason related to any of the protected characteris4cs where there is an 
occupa4onal requirement. The occupa4onal requirement must be crucial to the post and a 
propor4onate means of achieving a legi4mate aim. 
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Harassment is where there is unwanted conduct, related to one of the protected characteris4cs 
(other than marriage and civil partnership, and pregnancy and maternity which are covered by 
direct discrimina4on provisions in the Equality Act 2010) that has the purpose or effect of 
viola4ng a person's dignity; or is reasonably considered by that person to create an in4mida4ng, 
hos4le, degrading, humilia4ng or offensive environment. It does not ma*er whether or not this 
effect was intended by the person responsible for the conduct. 

Vic@misa@on occurs where an employee has been treated badly such as being denied a training 
opportunity or a promo4on because they made or supported a complaint or raised a grievance 
under the Equality Act 2010, or because they are suspected of doing so. However, an employee 
is not protected from vic4misa4on if they acted maliciously or made or supported an untrue 
complaint in bad faith.  

OUR COMMITMENT 
• To create an environment in which individual differences and the contribu4ons of all our 

staff are recognised and valued. 
• Every employee is en4tled to a working environment that promotes dignity and respect 

to all. No form of in4mida4on, bullying or harassment will be tolerated. 
• Training, development and progression opportuni4es are available to all staff. 
• To promote equality in the workplace which we believe is good management prac4ce 

and makes sound business sense. 
• We will review all our employment prac4ces and procedures to ensure fairness. 
• Breaches of our Equal Opportuni4es Policy will be regarded as misconduct and could 

lead to disciplinary proceedings. 
• This policy is fully supported by senior management. 
• The policy will be monitored and reviewed regularly. 

RESPONSIBILITES OF MANAGEMENT 
Responsibility for ensuring the effec4ve implementa4on and opera4on of the arrangements will 
rest with Steven Poulton who will ensure that they and their staff operate within this policy and 
arrangements, and that all reasonable and prac4cal steps are taken to avoid discrimina4on. Each 
manager will ensure that: 

• all their staff are aware of the policy and the arrangements, and the reasons for the policy 
• grievances concerning discrimina4on are dealt with properly, fairly and as quickly as possible 
• proper records are maintained 

Rebecca Sweeney will be responsible for monitoring the opera4on of the policy in respect of 
employees and job applicants, including periodic departmental audits. 

RESPONSIBILITIES OF STAFF 
Responsibility for ensuring that there is no unlawful discrimina4on rests with all staff and the 
a[tudes of staff are crucial to the successful opera4on of fair employment prac4ces. In 
par4cular, all members of staff should: 
• comply with the policy and arrangements 
• not discriminate in their day-to-day ac4vi4es or induce others to do so 
• not vic4mise, harass or in4midate other staff or groups who have, or are perceived to have 

one of the protected characteris4cs 
• ensure no individual is discriminated against or harassed because of their associa4on with 

another individual who has a protected characteris4c 
• inform their manager if they become aware of any discriminatory prac4ce 
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THIRD PARTIES 
Third-party harassment occurs where an employee is harassed, and the harassment is related to a 
protected characteris4c, by third par4es such as clients or customers. Penguin Training Solu4ons Ltd 
will not tolerate such ac4ons against its staff, and the employee concerned should inform their 
manager / supervisor at soon as this has occurred. The Company will fully inves4gate and take all 
reasonable steps to ensure such harassment does not happen again. 

RELATED POLICIES AND ARRANGEMENTS 
All employment policies and arrangements have a bearing on equality of opportunity. The Company 
policies will be reviewed regularly and any iden4fied discriminatory elements removed.  

EQUALITY TRAINING 
A series of regular briefing sessions will be held for staff on equality issues. These will be repeated as 
necessary. Equality informa4on is also included in induc4on programmes. 

Training will be provided for managers on this policy and the associated arrangements. All managers 
who have an involvement in the recruitment and selec4on process will receive training. 

GRIEVANCES/DISCIPLINE 
Employees have a right to pursue a complaint concerning discrimina4on or vic4misa4on via the 
Company Grievance Procedure. 
Discrimina4on and vic4misa4on will be treated as disciplinary offences and they will be dealt with 
under the Company Disciplinary Procedure. 

REVIEW 
The effec4veness of this policy and associated arrangements will be reviewed annually under the 
direct supervision of Steven Poulton. 
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