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Equality, Diversity & Inclusion policy
Statement of policy

Acoem UK commits to:

e Encourage equality, diversity and inclusion in the workplace as they are good
practice and make business sense

e Create a working environment free of bullying, harassment, victimisation and
unlawful discrimination, promoting dignity and respect for all, and where
individual differences and the contributions of all staff are recognised and
valued.

This commitment includes training managers and all other employees about their rights
and responsibilities under the equality, diversity and inclusion policy.

Responsibilities include staff conducting themselves to help the organisation provide
equal opportunities in employment, and prevent bullying, harassment, victimisation and

unlawful discrimination.

All staff should understand they, as well as their employer, can be held liable for acts of
bullying, harassment, victimisation and unlawful discrimination, in the course of their
employment, against fellow employees, customers, suppliers and the public.

Acoem UK will take seriously complaints of bullying, harassment, victimisation and
unlawful discrimination by fellow employees, customers, suppliers, visitors, the public
and any others in the course of the organisation’s work activities.

Such acts will be dealt with as misconduct under the organisation’s grievance and/or

disciplinary procedures, and appropriate action will be taken. Particularly serious
complaints could amount to gross misconduct and lead to dismissal without notice.
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Further, sexual harassment may amount to both an employment rights matter and a

criminal matter, such as in sexual assault allegations. In addition, harassment under the

Protection from Harassment Act 1997 - which is not limited to circumstances where

harassment relates to a protected characteristic - is a criminal offence.

Acoem will:

Make opportunities for training, development and progress available to all
staff, who will be helped and encouraged to develop their full potential, so
their talents and resources can be fully utilised to maximise the efficiency of
the organisation.

Make decisions concerning staff being based on merit (apart from in any
necessary and limited exemptions and exceptions allowed under the Equality
Act).

Review employment practices and procedures when necessary to ensure
fairness, and also update them and the policy to take account of changes in
the law.

Monitor the make-up of the workforce regarding information such as age, sex,
ethnic background, sexual orientation, religion or belief, and disability in
encouraging equality, diversity and inclusion, and in meeting the aims and
commitments set out in this policy.

Monitoring will also include assessing how the equality, diversity and inclusion policy,

and any supporting action plan, are working in practice, reviewing them annually,

considering and taking action to address any issues.

The equality, diversity and inclusion policy is fully supported by the senior

management team. The Managing Director has overall responsibility for ensuring that

this policy is implemented in accordance with the appropriate statutory requirements

and full account will be taken of all available guidance and in particular any relevant

Codes of Practice.
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The Company will ensure that the policy is circulated to any agencies responsible for
its recruitment and a copy of the policy will be made available for all employees and

made known to all applicants for employment.

The policy will be communicated to all private contractors reminding them of their

responsibilities towards the equality of opportunity.

The Company will maintain a neutral working environment in which no worker feels

under threat or intimidated.

Discrimination is unacceptable and breaches of the policy will lead to disciplinary

proceedings and, if appropriate, disciplinary action.
Recruitment and selection

The Company will endeavour, through appropriate training, to ensure that employees
making selection and recruitment decisions will not discriminate, whether

consciously or unconsciously, in making these decisions.

Promotion and advancement will be made on merit and all decisions relating to this
will be made within the overall framework and principles of this policy.

Job descriptions, where used, will be in line with this equal opportunities policy. Job
requirements will be reflected accurately in any personnel specifications

The Company will adopt a consistent, non-discriminatory approach to the advertising

of vacancies.

The Company will not confine its recruitment to areas or media sources that provide
only, or mainly, applicants of a particular group.

All applicants who apply for jobs with the Company will receive fair treatment and
will be considered solely on their ability to do the job.
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All employees involved in the recruitment process will periodically review their
selection criteria to ensure that they are related to the job requirements and do not
unlawfully discriminate.

Short listing and interviewing will be carried out by more than one person where
possible. Interview questions will be related to the requirements of the job and will not
be of a discriminatory nature.

The Company will not disqualify any applicant because he/she is unable to complete
an application form unassisted unless personal completion of the form is a valid test
of the standard of English required for the safe and effective performance of the job.

Selection decisions will not be influenced by any perceived prejudices of other
employees.

Training and promotion
Senior staff will receive training in the application of this policy to ensure that they are
aware of its contents and provisions.

All training and promotion will be in line with this policy.

Monitoring

The Company will maintain and review the employment records of all employeesin
order to monitor the progress of this policy.

Monitoring may involve:

e the collection and classification of information regarding the race in terms of
ethnic/national origin, the sex, age and disability of all current employees,

e the examination by ethnic/national origin, sex, age and disability of the
distribution of employees and the success rate of the applicants,

e recording recruitment, training and promotional records of all employees, the
decisions reached and the reason for those decisions.
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The results of any monitoring procedure will be reviewed at regular intervals to assess
the effectiveness of the implementation of this policy. Consideration will be given, if
necessary, to adjusting this policy to afford greater equality of opportunities to all

applicants and employees.

Harassment

The Company will not tolerate any form of harassment or bullying.

The Company intends to provide a neutral working environment in which no one feels
threatened or intimidated.

Harassment is a discriminatory act and is also a criminal offence. It is very difficult to
define as it can take many forms, but in the main it takes the form of unwanted
behaviour by one employee towards another, for example:

e Patronising or belittling comments.

e Comments about appearance/body/clothes.

e Leering or staring at a person’s body.

e Unwelcome sexual invitations or pressure.

e Promises or threats, concerning employment or conditions, in exchange for

sexual favours.
e Displaying offensive or sexually explicit material.
e Touching, caressing, hugging or indecent assault.

Please remember the test is that the behaviour is UNWELCOME, UNINVITED AND
UNRECIPROCATED. Bullying is also difficult to define. Obvious examples are:

e Threats of or actual physical violence.
e Unpleasant or over repeated jokes about a person.
e Unfair orimpractical work loading.

If you encounter a problem of this nature, it is vital that you make the person
responsible aware that his/her remarks or conduct are offensive to you. This should be

done in a simple, straightforward way.




/\ acoem

It is recognised that complaints of harassment or bullying are often of a sensitive or
worrying nature and that it may be difficult to speak directly to the other employee
involved. If this is the case, you should put your request in writing and hand it to the
harasser or bully.

When or if the informal approach fails or if you believe that the harassment or bullying
is of a very serious nature you must bring the matter to the attention of a member of
Management. If possible, you should keep notes of the harassment or bullying so that
the formal complaint can be investigated, including the date, time and whereabouts
of the act.

If you make a formal complaint it will be dealt with under the grievance procedure
and all possible actions will be taken to separate you from the alleged harasser or
bully.

If you bring a complaint of harassment or bullying you will not be victimised for having
brought the complaint. However, following a full investigation, if the Company has
grounds to believe that the complaint was brought with malicious intent, you will be
subject to disciplinary action under the Company’s disciplinary procedure.

The Company’s appeal procedures apply to appeals against decisions made under
the equal opportunities and discrimination policy and the harassment policy.

Name: Signed:
Derrick Jepson /}}/#’
Title: Date:
Managing Director 4th June 2026
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