
 

Equal Opportunities Policy 
 

1. Introduction and Policy Statement 

The Scottish Poetry Library is passionately committed to bringing the pleasures and 

benefits of poetry to as wide an audience as possible. To support the achievement of 

this overall aim the Director and Board of the Library are committed to providing 

equal opportunities in employment for all staff. The Director and Board of the Library 

wish for everyone in the Library’s small and hard-working staff group to thrive and 

reach their full potential, free from any form of discrimination. 

As such, the Director and Board of the Library commit to treating fairly all full-time 

and part-time staff (both paid and unpaid) and job applicants (actual or potential). 

The basis for selection for employment, promotion, development, or any other 

benefit will be on the basis of aptitude and ability and fair and open processes.   

This policy sets out the Library’s commitments and arrangements for achieving equal 

opportunities in employment for all. Staff will be expected to understand and work 

within the principles of this policy. 

2. The Library’s Legal Obligations 

The Director and Board understand their legal obligations under the Equality Act 

2010, and strongly support the principles and purpose of the Act, which is to protect 

people from discrimination in the workplace and wider society. 

As such, we are aware that it is against the law to discriminate against anyone 
because of: 

 their age 

 being or becoming a transsexual person 

 being married or in a civil partnership 

 being pregnant or on maternity leave 

 disability 

 race including colour, nationality, ethnic or national origin 

 religion, belief or lack of religion/belief 

 sex 

 sexual orientation 

These are called ‘protected characteristics’ in the Equality Act. To this list, Creative 
Scotland has added its own characteristic socio-economic deprivation which covers 
such areas as poverty, crime, rural isolation, low economic activity/unemployment 
and poor educational attainment. In addition we wish to ensure that no-one 



experiences discrimination on the grounds of trade union membership, nationality, 
their health status or because of their responsibility for dependants. 

3. Zero Tolerance of Harassment and Bullying 

Harassment and bullying are not tolerated in the Library. 

Harassment, as defined in the Equality Act 2010, is:  

Unwanted conduct related to a relevant protected characteristic, which has 

the purpose or effect of violating an individual’s dignity or creating an 

intimidating, hostile, degrading, humiliating or offensive environment for that 

individual.  

Bullying may be characterised as: 

Offensive, intimidating, malicious or insulting behaviour, an abuse or misuse 

of power through means that undermine, humiliate, denigrate or injure the 

recipient.  

Bullying or harassment may be by an individual against another individual (perhaps 

by someone in a position of authority such as a manager or supervisor) or involve 

groups of people. It may be obvious or it may be subtle. Whatever form it takes, it is 

unwelcome to the individual, and therefore the Library. 

The process for making a complaint of harassment or bullying is set out in the 

Library’s Grievance Procedure. 

Breaches of our Equal Opportunity Policy will be regarded as misconduct and may 

lead to disciplinary proceedings. 

 

4. Implementation 

The Director has specific responsibility for the effective implementation of this policy.  

In order to implement this policy, the Director will ensure that: 

 The policy is communicated to all employees on appointment, through 
induction training, at staff meetings, and display on noticeboard, and is 
also made known to job applicants. 
 

 Managers and supervisors are aware of their responsibilities. 
 

 Appropriate training and guidance is provided. In particular, all those 
involved in assessing candidates for recruitment or promotion will be 
trained to observe non-discriminatory recruitment and selection 
techniques.  
 

 A monitoring system is established to assist the effective implementation 
of this policy. 
 

5. Positive Action 

The Director of the Library will, where appropriate, take lawful positive action under 
the meaning of the Equality Act 2010 where it can be reasonably be concluded that 



people who share a protected characteristic have specific needs or suffer a 
disadvantage or are under-represented. 

In those circumstances, the Director will take proportionate action as a way to enable 
or encourage people who share the protected characteristic to overcome or minimise 
the disadvantage. As an example a job advertisement may state that the Library 
encourages applications from people with particular protected characteristic, if they 
are currently under-represented. 

Staff who believe that the Library would benefit from taking positive action are 
encouraged to approach the Director. 

 

6. Equal Opportunities Monitoring 

The provision of equality of opportunity in employment will be monitored through the 

collection and analysis of data relating to the protected characteristics including 

ethnic origin, gender, sexual orientation, age, and marital status.  

 

7. Complaints 

Employees who believe that they have suffered any form of discrimination, 
harassment or victimisation are entitled to raise the matter through the Scottish 
Poetry Library Grievance Procedure. All complaints of discrimination will be dealt 
with seriously, promptly and confidentially. These internal procedures do not replace 
or detract from the right of the employees to pursue complaints to an Employment 
Tribunal under current legislation.  
 

Staff who make complaints will not be victimised. Any complaint of victimisation will 

be dealt with seriously, promptly and confidentially. Victimisation will result in 

disciplinary action and may warrant dismissal. 

8. Suggested Further Reading 

Gov.UK Guidance on the Equality Act 2010 

https://www.gov.uk/guidance/equality-act-2010-guidance  

Bullying and Harassment at Work – A Guide for Employees (ACAS) 

http://www.acas.org.uk/media/pdf/o/c/Bullying-and-harassment-at-work-a-guide-for-

employees.pdf  

 

9. Policy Review 

This Policy will be reviewed by the Director at least every three years, to reflect 
organisational changes, best practice, operational experience and legislative 
updates, and in order to maintain its effectiveness. 
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