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01. Commitment to Equal Opportunities
cK Heating Ltd  is committed to the principle of equal opportunities in employment and in equal pay for work of the same or similar nature or work of equal value. cK Heating Ltd declares its opposition to any form of less favourable treatment or financial reward, whether through direct or indirect discrimination, harassment, victimisation of segregation accorded to employees or job applicants, on the grounds of their race, religious beliefs, political opinions, creed, colour, ethnic origin, nationality, marital/parental status, sex, sexual orientation or physical or mental disabilities etc.

cK Heating Ltd similarly declares their opposition to any form of less favourable treatment accorded to employees or applicants on the grounds of non job-related handicaps and unfair discrimination on grounds of age.
02. Employment Practices
cK Heating Ltd states its wholehearted support for the principles and practices of equal opportunities and recognises that it is the duty of all employees to accept their personal responsibility for fostering a fully integrated community at work by adhering to the principles of equal opportunity and maintaining racial harmony.

cK Heating Ltd will actively promote equal opportunities throughout the Company  through the application of employment policies which will ensure that individuals receive treatment that is fair and equitable and consistent with their relevant aptitudes, potential, skills and abilities.  All managers and supervisors will seek to ensure that all employees comply with these principles.

cK Heating Ltd will ensure that individuals are recruited and selected, promoted and trained on objective criteria having regard to the relevant aptitudes, potential, skills and abilities.  In particular, no applicant will be placed at a disadvantage by requirements or conditions which are not necessary to the performance of the job or which constitute indirect unfair discrimination.

cK Heating Ltd recognises the problems that sexual, racial and other forms of harassment may cause at work and is committed to ensure that such unacceptable behaviour does not take place.  All forms of harassment are abhorrent and will not be tolerated by cK Heating Ltd.  Sexual and racial harassment is regarded as unlawful discrimination and, along with other forms of harassment, are equally regarded as against our Policy and all such cases will be dealt with under the disciplinary procedure.
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03. Grievance and Disciplinary Procedures
cK Heating Ltd will ensure that any individual or group of employees who believe that they have experienced direct or indirect unfair discrimination are properly represented in any grievance proceedings.  Any employee who feels that he or she has been treated unfairly in connection with his/her employment should raise his/her grievance through the appropriate Grievance Procedure when every effort will be made to secure a satisfactory resolution.  In addition the Employer will ensure that any employee making a complaint of unfair discrimination will be protected for any victimisation in any form.
cK Heating Ltd will continue to treat unfair discriminatory conduct by any member of staff as a disciplinary offence.
04. Training and Advertising
cK Heating Ltd will train, develop and promote on the basis of merit and ability.  cK Heating Ltd will also provide suitable and relevant equal opportunity training as necessary for all staff, including line supervisors and managers. cK Heating Ltd will seek to encourage employees and applicants who may have been traditionally discriminated against or where there are none or very few of that sex or race in any particular job or location.
When vacancies are advertised both internally and externally, cK Heating Ltd will continue to ensure that such advertising, both in placement and content, is compatible with the terms of this Policy.  To this end, opportunities will be taken through language, images or declarations, as appropriate, to show that cK Heating Ltd is an equal opportunities employer.  In practical terms this means that the wording of advertisements will be carefully scrutinised to ensure that any hidden discrimination is avoided or sexually or racially loaded wording is avoided.  Every effort will be made to ensure that the advertisements are placed in newspapers and publications so that as wide a readership as possible has access to the vacancies.
05. Recruitment
All candidates are subject to a process of fair and appropriate selection criteria, qualification, and appropriate documentation is produced prior to commencement of employment, and references are taken for all new employees. Managers are trained on the company recruitment process to ensure that they comply with current legislation.  
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06. Disability

The Disability Discrimination Act 1995 (as amended) makes it unlawful to refuse to recruit, to refuse employment benefits or opportunities or to dismiss because a person is physically or mentally disabled (as defined in the Act).  In brief this means that anyone who is unable to carry out ‘normal day to day activities’ including an inability to concentrate (i.e. those mentally ill) and those who are perceived to be unable to carry out day to day activities (including those who are HIV positive), and this inability lasts or is likely to last for twelve months or more.  The definition also includes those with past disability i.e. those who have a history of disability, as well as those currently impaired. cK Heating Ltd make every effort to make reasonable adjustments to the workplace and to working arrangements where the current conditions are disadvantageous to disabled people.

07. Harassment and Discrimination
Harassment is not acceptable under any circumstances.  Every effort will be made to deal with alleged harassment on an informal basis in the first instance, where appropriate.  Nevertheless any employee found to be responsible for inciting, perpetrating or condoning harassment may be disciplined (including dismissal) and can be held personally liable if the person who has been harassed takes legal proceedings.  Some types of harassment are classed as criminal offences that could lead to prosecution.

If you feel that you may be subject to harassment at work you may discuss the situation in confidence with  your line manager.

The staff member whose behaviour is causing concern may be unaware that his or her actions are unacceptable or inappropriate or it may be that his or her words have been misinterpreted.  In such cases every attempt should be made to clear up the misunderstanding quickly and on an informal basis. 

If you believe that you have been a victim of harassment you should first make it clear to the staff member concerned that their behaviour is unacceptable and must stop.  If this is not possible or if the harassment continues following the request to stop or if the harassment is serious you should contact   your line manager who will deal with the matter quickly and fairly.

Where appropriate the alleged harasser will be transferred to another work area during the investigation process or suspended. 

Where a complaint is upheld it may be necessary to relocate or transfer one party.  Wherever practicable the complainant’s wishes will be taken into account. 
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08. General

All staff members will be expected to attend appropriate training that may be arranged to increase their awareness of issues concerning equal opportunities and unlawful practices including harassment. 
Staff members who feel that they have been unfairly treated with regard to equal opportunities should take the appropriate action as outlined in the Employer’s Grievance Procedure. 
Any staff member who fails to adhere to this policy may be liable to disciplinary action. 

09. Future Policy Reviews

Subject to changes to Statutory Guidance, this policy will be reviewed on a 3 yearly cycle.
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