
1. Policy Statement
Axcis is an equal opportunity employer and is fully commi� ed to a policy of trea� ng all of its consultants, 
contractors and job applicants equally.

The Company will take all reasonable steps to appoint contractors on the basis of their experience, abili� es and 
qualifi ca� ons without regard to race, colour, ethnic origin, na� onality, na� onal origin, religion or belief, sex, 
sexual orienta� on, gender reassignment, age, marital or civil partnership status or disability. 

The Company will also take all reasonable steps to provide contract placements in which all contractors are 
treated with respect and dignity and that is free of harassment based upon a contractor’s race, colour, ethnic 
origin, na� onality, na� onal origin, religion or belief, sex, sexual orienta� on, gender reassignment, age, marital or 
civil partnership status or disability. 

The Company will not condone any form of harassment towards its contractors, whether engaged in by 
employees or by outside third par� es who do business with the Company.

2. Duty of Contractors
Contractors have a duty to co-operate with the Company to ensure that this Policy is eff ec� ve in ensuring equal 
opportuni� es and in preven� ng discrimina� on, harassment or bullying. 

Ac� on will be taken by the Company’s against any contractor who is found to have commi� ed an act of improper 
or unlawful discrimina� on, harassment, bullying or in� mida� on.  Serious breaches of this equal opportuni� es 
and dignity at work statement will be treated as poten� al gross misconduct and could render the contractor 
liable to termina� on of their contract.  Contractors should also bear in mind that they can be held personally 
liable for any act of unlawful discrimina� on.  Any person who commits serious acts of harassment may also be 
guilty of a criminal off ence.

Contractors should draw the a� en� on of the Company to suspected discriminatory acts or prac� ces or 
suspected cases of harassment.  Contractors must not themselves vic� mise or retaliate against anyone who has 
made allega� ons or complaints of discrimina� on or harassment or who has provided informa� on about such 
discrimina� on or harassment.  Such behaviour will be treated as poten� al gross misconduct, which could result in 
contract termina� on.

3. Recruitment, Adver� sing and Selec� on
The Company is commi� ed to applying its equal opportuni� es policy statement at all stages of recruitment and 
selec� on.  The candidate selec� on process will be conducted in such a way as to result in the selec� on of the 
most suitable person for the job in terms of relevant experience, abili� es and qualifi ca� ons. 

Adver� sements will encourage applica� ons from all suitably qualifi ed and experienced people.  When adver� sing 
job vacancies, in order to a� ract applica� ons from all sec� ons of the community, the Company will, as far as 
reasonably prac� cable:
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1. Ensure adver� sements are not confi ned to those publica� ons which would exclude or dispropor� onately 
reduce the numbers of applicants of a par� cular gender, sexual orienta� on, age, religion or racial group.

2. Avoid prescribing any unnecessary requirements which would exclude a higher propor� on of a par� cular 
gender, sexual orienta� on, age, religion or racial group or which would exclude disabled job applicants.

3. Avoid prescribing any requirements as to marital or civil partnership status.

4. Where vacancies may be fi lled by promo� on or transfer, they will be published to all eligible employees in 
such a way that they do not restrict applica� ons from employees of any par� cular gender, sexual orienta� on, 
age, religion or racial group or from employees with a disability.

5. Ensure that the se�  ng of age limits as a criterion of any specifi c job is jus� fi able.

6. The selec� on process will be carried out consistently for all jobs at all levels.  All applica� ons will be 
processed in the same way.  The staff  responsible for short-lis� ng, interviewing and selec� ng candidates 
will be clearly informed of the selec� on criteria and of the need for their consistent applica� on.  Person 
specifi ca� ons and job descrip� ons will be limited to those requirements that are necessary for the eff ec� ve 
performance of the job.  Wherever possible, all applicants will be interviewed by at least two interviewers 
and all ques� ons asked of the applicants will relate to the requirements of the job.  The selec� on of new 
contractors will be based on the job requirements and the individual’s suitability and ability to do, or to train 
for, the job in ques� on. 

With disabled candidates and contractors, the Company will have regard to the duty to make reasonable 
adjustments to work provisions, criteria and prac� ces or to work premises in order to ensure that the disabled 
person is not placed at a substan� al disadvantage in comparison with persons who are not disabled.

If it is necessary to assess whether personal circumstances will aff ect the performance of the contract (for 
example, if the contract involves unsociable hours or extensive travel), this will be discussed objec� vely, without 
detailed ques� ons based on assump� ons about race, colour, ethnic origin, na� onality, na� onal origin, religion 
or belief, sex, sexual orienta� on, gender reassignment, age, marital or civil partnership status, disability, children 
and/or domes� c obliga� ons.

4. Training and Promo� on
The Company will train its permanent staff  in its policy on equal opportuni� es and in helping them iden� fy 
discriminatory acts or prac� ces or acts of harassment or bullying, par� cularly insofar as they may relate to 
contractors.

The Company will promote best prac� ce to help contractors understand their rights and responsibili� es in 
rela� on to dignity at work and what they can do to create a work environment that is free of bullying and 
harassment when engaged on behalf of the Company.

5. Terms of Employment, Benefi ts, Facili� es and Services
All terms of engagement, facili� es and service will be reviewed from � me to � me, in order to ensure that there 
is no unlawful discrimina� on on the grounds of race, colour, ethnic origin, na� onality, na� onal origin, religion or 
belief, sex, sexual orienta� on, gender reassignment, age, marital or civil partnership status or disability. 

axcis.co.uk
Axcis and Axcis Recruitment are trading names of OR Educa� on Ltd
Registered in England No.4489036. Registered offi  ce: Bury House, 31 Bury Street, London EC3A 5AR

GUIDANCE NOTES FOR EMPLOYEES & CONTRACTORS
Equal Opportuni� es, Diversity and Inclusion Policy



6. Equal Pay
The Company is commi� ed to equal pay in the placement of contractors.  It believes its male and female 
contractors should receive equal pay for like work, work rated as equivalent or work of equal value.  In order to 
achieve this, the Company will support a payment system for contractors that is transparent, free from bias and 
based on objec� ve criteria.

7. Bullying and Harassment 
Bullying is off ensive or in� mida� ng behaviour or an abuse or misuse of power which undermines or humiliates an 
individual.

Harassment occurs where, on the grounds of a person’s race, colour, ethnic origin, na� onality, na� onal origin, 
religion or belief, sex, sexual orienta� on, gender reassignment, age, marital or civil partnership status or disability, 
a person engages in unwanted conduct that:

• has the purpose of viola� ng the person’s dignity at work, or of crea� ng an in� mida� ng, hos� le, degrading, 
humilia� ng or off ensive work environment for the person; or

• is reasonably considered by the person to have the eff ect of viola� ng his or her dignity at work, or of crea� ng 
an in� mida� ng, hos� le, degrading, humilia� ng or off ensive work environment for the person, even if this 
eff ect was not intended by the person responsible for the conduct. 

Conduct may be harassment whether or not the person intended to off end.  Something intended as a “joke” or as 
“banter” may off end another person.  This is because individuals fi nd diff erent levels of behaviour acceptable and 
everyone has the right to decide for themselves what behaviour they fi nd acceptable to them.

Behaviour that a reasonable person would realise would be likely to off end an individual will always cons� tute 
harassment without the need for the person having to make it clear that such behaviour is unacceptable, for 
example, touching someone in a sexual way. 

With other forms of behaviour, it may not always be clear in advance that it will off end a par� cular person, 
for example, banter and jokes in the workplace.  In these cases, the behaviour will cons� tute harassment 
if the conduct con� nues a� er the individual has made it clear, by words or conduct, that such behaviour is 
unacceptable to him or her.  A single incident can amount to harassment if it is suffi  ciently serious.

Harassment also occurs where, on the ground of the person’s rejec� on of or submission to unwanted conduct 
of the kind specifi ed above, a person treats another less favourably than they would treat them had they not 
rejected, or submi� ed to, the unwanted conduct.

Examples

Bullying and harassment may be verbal, non-verbal, wri� en or physical.  Examples of unacceptable behaviour 
include, but are not limited to, the following:

• unwelcome sexual advances, requests for sexual favours, other conduct of a sexual nature;

• subjec� on to obscene or other sexually sugges� ve or racist comments or gestures;
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• the off er of rewards for going along with sexual advances or threats for rejec� ng sexual advances;

• jokes or pictures of a sexual or racial nature;

• demeaning comments about an individual’s appearance;

• ques� ons about a person’s sex life;

• the use of nick names related to an employee’s sex, sexual orienta� on, gender reassignment, race, religion, 
age or disability;

• picking on or ridiculing an employee;

• isola� ng an employee or excluding him or her from social ac� vi� es or relevant work-related ma� ers.

8. Repor� ng Complaints
All allega� ons of discrimina� on or harassment will be dealt with seriously, confi den� ally and speedily.  The 
Company will not ignore or treat lightly grievances or complaints of discrimina� on or harassment from members 
of a par� cular race, colour, ethnic origin, na� onality, na� onal origin, religion or belief, sex, sexual orienta� on 
or age or from individuals, who have undergone gender reassignment, are married, have entered into a civil 
partnership or have a disability.

With cases of harassment, while the Company encourages contractors who believe they are being harassed to 
no� fy the off ender (by words or by conduct) that their behaviour is unwelcome, the Company also recognises 
that actual or perceived power and status dispari� es may make such confronta� on imprac� cal.

If contractors wish to make a complaint of discrimina� on or harassment, they should follow the following steps:

1. First of all, report the incident of discrimina� on or harassment to the line manager within the employing 
organisa� on.  If this is not possible or desirable, the contractor can instead speak to a member of the Axcis 
team.

2. Such reports should be made promptly so that inves� ga� on may proceed and any ac� on taken expedi� ously.

3. All allega� ons of discrimina� on or harassment will be taken seriously. The allega� on will be promptly 
inves� gated and, as part of the inves� gatory process, the contractor will be interviewed and asked to provide 
a wri� en witness statement se�  ng out the details of the complaint.  Confi den� ality will be maintained 
during the inves� gatory process to the extent that this is prac� cal and appropriate in the circumstances.  
However, in order to eff ec� vely inves� gate an allega� on, the Company must be able to determine the scope 
of the inves� ga� on and the individuals who should be informed of or interviewed about the allega� on.  For 
example, the iden� ty of the complainant and the nature of the allega� ons must be revealed to the alleged 
harasser or discriminator so that he or she is able to fairly respond to the allega� ons.  The Company reserves 
the right to arrange for another person to conduct the inves� ga� on other than the individual with whom the 
ma� er was raised.

4. The Company may invite the contractor to a� end a mee� ng at a reasonable � me and place to discuss any 
complaint.
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5. Once the inves� ga� on has been completed and a� er any mee� ngs have taken place, the contractor will 
be informed in wri� ng of the outcome and the Company’s conclusions and decision as soon as possible.  
The Company is commi� ed to taking appropriate ac� on with respect to all complaints of discrimina� on or 
harassment which are upheld.

6. Contractors will not be penalised for raising a complaint, even if it is not upheld, unless the complaint was 
both untrue and made in bad faith.

7. If a complaint is upheld and a harasser or discriminator remains in posi� on, the Company will take all 
reasonable steps to ensure that contractors do not have to con� nue working alongside them if that is 
possible.  The Company will discuss the op� ons with the contractor.

8. If a complaint is not upheld, arrangements will be made for the individual and the alleged harasser or 
discriminator to con� nue or resume working and to repair working rela� onships.

Any contractor who is found to have discriminated against or harassed another person in viola� on of this Policy 
may be subject to ac� on, e.g. contract termina� on.

9. Monitoring Equal Opportunity and Dignity at Work
The Company will monitor performance in order to assess whether equal opportunity and dignity at work are 
being achieved.  This will also involve considering any possible indirectly discriminatory eff ects of its working 
prac� ces.  If changes are required, the Company will implement them.  The Company will also make reasonable 
adjustments to its standard working prac� ces to overcome barriers caused by disability.

10. Communica� ng this Policy 
This Policy will be communicated to contractors at their ini� al induc� on interview / briefi ng and therea� er from 
� me to � me, as determined appropriate by the Company.

This Policy should be followed in conjunc� on with any specifi c local arrangements imposed by the client and with 
the agreement of the Company.

A copy of this Policy is available from the HR Director.
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