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	Introduction
A supplier’s management of equality and human rights is becoming increasingly important to buyers when choosing suppliers to carry out work for them.  Legislation gives buyers a clearer, more direct and positive legal duty to eliminate discrimination and to promote equality of opportunity in carrying out all their functions, including procurement.  
We have, in consultation with the Equality and Human Rights Commission (EHRC) amended our pre-qualification conditions to include the following recommended questions on equalities and human rights.  Information regarding your equality and human rights duties can be found on the EHRC website.
How to complete this form

Please give this document to the senior member (or members) of staff responsible for Equal Opportunities.

Section A is mandatory and must be completed in order to be registered on Constructionline. To improve your chances of being invited to tender, we strongly recommend that you fill in section B
Do not complete this form if you only work in Northern Ireland – please complete form Equal Opportunities (NI only)

If a question is not relevant to your organisation, please say why. We will scan the completed form so that clients can see how you have answered and take your answers into account.
You must restrict extra information to 20 pages.  If you send us more than 20 pages we will not be able to process your application and will return your documents.  If you find that you exceed 20 pages we suggest you send us only the most relevant parts and summarise more extensive documents in a way that shows your understanding of, and commitment to, equality.  You can also refer readers to documents which you think are particularly important.

Guidance Notes
The EHRC have created guidance notes to help you fill in this questionnaire.  These can be found at the end of the form.
If you have any queries on how to complete this form please contact our helpline on 0844 892 0313.
Further Information on Equalities


	Equality and Human Rights Commission

Phone:      England:   0845 6046610

  Scotland:  0845 6045510


  Wales:      0845 6048810

Website:  General:    www.equalityhumanrights.com

 Scotland:   www.equalityhumanrights.com/Scotland/

 Wales:       www.equalityhumanrights.com/wales/

	Advisory, Conciliation and Arbitration Service 

Phone:       08457 474747 

Website:    www.acas.org.uk


	Section A: Mandatory questions 


	You must fill in all of this section to register with us.
We will use your answers to A7 and A8 to help buyers monitor whether they are providing equal opportunities for all suppliers.  Your answers will not affect your registration.

Questions A7 and A8 comply with Data Protection Act 1998 and will be used for statistical purposes only.




	A1

Declaration

	Declaration 

I confirm that the information I have given in this form is a true and accurate statement of my firm’s Equal opportunities procedures and we recognise the need to comply with the Equality Act 2010:



	Name of person completing this form:  
	

	Name of organisation:
	

	Constructionline registration number:
	

	Position in organisation:
	

	Signature:
	                                                                                                                     
	         Date:                                  
	


	A2
Please tick the appropriate box below to tell us how many employees you have. This information will allow buyers to better understand your answers to the questions in this section.

	
Up to five employees
	

	
Five to 20 employees
	

	
21 to 50 employees
	

	
51 to 200 employees
	

	
201 employees or more 
	


	A3 (a) 

Is it your policy as an employer to meet with your statutory obligations under the Equality Act 2010 (which applies to England, Wales and Scotland) or equivalent legislation in the countries in which your firm employs staff?

	











Yes/No
	


	A3 (b) 

Does your firm make sure that it does not discriminate either directly or indirectly because of disability, race, sex, religion or belief, sexual orientation or gender reassignment (or the grounds covered by legislation in the countries in which your firm employs staff) in relation to decisions to recruit, choose, pay, train, transfer and promote employees?

	











Yes/No
	


	A4 

Has the Employment Tribunal, the Employment Appeal Tribunal, or any court or other tribunal made any finding of unlawful discrimination against your organisation in the last three years or in similar proceedings in any other jurisdiction?

	





















Yes/No
	


	If you answered ‘Yes’ to A4, please summarise here and give full details as an attachment.

	


	A5 

Has your organisation been the subject of a formal investigation by the Equalities and Human Rights Commission or similar body in the last three years because of alleged unlawful discrimination?

	











Yes/No
	


	If you answered ‘Yes’ to A5, please summarise here and give full details as an attachment.

	


	A6

If you answered ‘Yes’ to A4 or A5, what remedial actions have you taken because of that finding? Please summarise here and give full details as an attachment.

	


	A7 
Is your enterprise an ethnic-minority business according to the definition below?
Equalities and Human Rights Commission defines an ethnic minority as anyone who defines themselves as being in any of the Census 2001 categories other than ‘White British’.  An ethnic-minority business is defined as ‘a business at least 51% owned by members of one or more ethnic minority group’. 

(Please enter an ‘x’ in the relevant box.)

	Yes/No
	
	Do not know or public-quoted company
	
	Do not wish to answer
	


	A8
Please enter an ‘x’ in the appropriate boxes to show the ethnic group (or groups) that best describes the owners of your firm.

	British
	

	· English
	

	· Scottish
	

	· Welsh
	

	Irish
	

	Any other White background (please write in)
	

	White and Black Caribbean
	

	White and Black African
	

	White and Asian
	

	Any other mixed background (please write in)
	

	Indian
	

	Pakistani
	

	Bangladeshi
	

	Any other Asian background (please write in)
	

	Caribbean
	

	African
	

	Any other Black background (please write in)
	

	Chinese
	

	Any other background (please write in)
	

	Do not know or public-quoted company
	     
	Do not wish to answer
	


	A9 - Please complete if you want to work in Northern Ireland.

You need to fill this in if you want to register in and work in Northern Ireland under the Fair Employment and Treatment (Northern Ireland) Order 1998 (see Northern Ireland information sheet). 
If you have fewer than 11 employees then the act is not relevant to you.

	I confirm that I am qualified for the purpose for Fair Employment and Treatment (Northern Ireland) Order 1998.

I promise that no work will be carried out or goods or services supplied by any unqualified person for the purposes of any contract to which article 64 of the order applies.

Your signature:
Your name:
Name of supplier:
Date:
Please confirm number of employees:




	 Section B: Extra equal opportunities questionnaire



	You do not have to fill in this section to register with us. However, to improve your chances of being invited to tender and so that you are better prepared for contracts within the public sector, we strongly recommend that you fill it in. Buyers will take account of your responses in section B in line with their own equal opportunities policies and practices.

If you have less than five employees you do not need to answer all the questions but do answer question B2 and give as much information as you can in question B9.  Use your answer in B9 to communicate informal policies and practices which show your commitment to equal opportunities. If you will be recruiting more staff shortly please fill in all of this section.

If you have five or more employees you should answer all relevant questions.  

Please note, EHRC advice to buyers is to not to expect the same level of detail in the equal opportunity programmes of small suppliers compared with bigger businesses.




	B1 

Equal opportunities policy - Do you have a written equal opportunities policy?

	











Yes/No
	

	If ‘Yes’, please send us a copy and summarise the areas your policy covers below (for example, race, sex, disability, age, religion, sexuality, recruitment, promotion, training, grievance and disciplinary procedures, dismissal, retention, monitoring and so on).

If ‘No’, please explain why below.

	

	Please list the documents you are attaching.

	


	B2 

Recruitment

	Do you give everyone an opportunity to apply by advertising vacancies widely?


Yes/No
	

	Do you recruit through word of mouth?                                                                                              Yes/No
	

	If you use word of mouth, do you also always advertise publicly, for example, in the jobcentre?      Yes/No
	

	Please give the details of your recruitment procedures.                                                                    

	

	Please list the documents you are attaching.

	


	B3 

Career progression and staff treatment

	Do you give all your staff an equal opportunity for promotion, transfer and training?
       Yes/No
	

	Do you offer equal terms of employment, benefits, facilities and services to all your staff?         Yes/No
	

	Do you respect the particular cultural or religious needs of all staff?                                            Yes/No
	

	Do you have procedures in place to protect your employees from unlawful discrimination?        Yes/No
	

	Please give details here or attach examples of how you promote equal opportunities.  

	

	Please list the documents you are attaching. 

	


	B4 
Monitoring

	Do you know how many staff you have from each ethnic group?

                                    Yes/No
	

	Are the percentages in line with the ethnic make-up of the area in which your office is based?    Yes/No                                            
	

	If not, do you take action to encourage under-represented groups to apply?                                 Yes/No
	

	Please give details here or attach examples of how you promote equal opportunities.                    

	

	Please list the documents you are attaching.

	


	B5 

Communicating your commitment

	When you place recruitment advertisements or produce other literature, do you set out your commitment to equal opportunities?
                                                                                       Yes/No                                                                                       
	

	Are your employees and recognised trade unions or other representative groups or employees clear about your commitment to equal opportunities?                                                                             Yes/No
	

	If you have answered ‘Yes’ to either part of question B5, please give details here or attach examples.

	

	Please list the documents you are attaching.

	


	B6 
Staff training on equal opportunities

	Are the staff who manage, recruit, choose, train and promote employees clear about their responsibility for equal opportunities?                                                                                                                        Yes/No
	

	If you have answered ‘Yes’ to B6, please give details here or attach examples.

	

	Please list the documents you are attaching. 

	


	B7 

Firms not based in England, Scotland or Wales

	If UK employment law does not apply to you, please give details of your experience in meeting equivalent legislation in your country which is designed to get rid of discrimination (especially racial discrimination) and to promote equal opportunities. 

	

	Please list the documents you are attaching. 

	


	B8 
Do you ask subcontractors to give proof of their equal opportunities policies, and practices, or ask them to follow the EHRC’s code of practice for employment or equivalent?

	Yes/No/NA
	

	If ‘Yes’, please provide details of what kind of evidence you ask subcontractors to give you. 

	

	Please list the documents you are attaching. 

	


	B9
Do you have any other details about your equal opportunities policy and practices that you want to be considered (including other ways in which you follow the EHRC’s code of practice for employment) and information on work you have done in previous or existing contracts and references which cover equal opportunities?  

	

	Please list the documents you are attaching.

	


	Guidance on Questions



	Equalities and Human Rights Commission Guidance Notes

Full guidance to the Equality Act 2010 can be found on the EHRC website.  This is divided into guides for employers, employees, service providers and those in receipt of services.

Equality Act 2010 guidance:  http://www.equalityhumanrights.com/advice-and-guidance/equality-act-guidance/ 

Guide for businesses:  http://www.equalityhumanrights.com/uploaded_files/EqualityAct/service_providers_business.doc
Guidance for Builders, other trades people and companies providing similar services can be found on p.29

Protected characteristics:
· Disability

· Gender reassignment

· Pregnancy and maternity (which includes breastfeeding)

· Race

· Religion or belief

· Sex

· Sexual orientation

Definition of unlawful discrimination:  (The EHRC Guidance provides examples)
· You must not treat a person worse just because of one or more of their protected characteristics (this is called direct discrimination). 

· You must not do something to someone in a way that has a worse impact on them and other people who share a particular protected characteristic than on people who do not share that characteristic. Unless you can show that what you have done is objectively justified, this will be what is called indirect discrimination. ‘Doing something’ can include making a decision, or applying a rule or way of doing things. 

· You must not treat a disabled person unfavourably because of something connected to their disability where you cannot show that what you are doing is objectively justified.  This only applies if you know or could reasonably have been expected to know that the person is a disabled person.  This is called discrimination arising from disability.

· You must not treat a person worse than someone else because they are associated with a person who has a protected characteristic. 

· You must not treat a person worse because you incorrectly think they have a protected characteristic (perception).

· You must not treat a person badly or victimise them because they have complained about discrimination or helped someone else complain or done anything to uphold their own or someone else’s equality law rights. 

· You must not harass a person. 

· You must not give someone a service of a worse quality or in a worse way than you would usually provide the service. 

The Equalities and Human Rights Commission has written guidance to help you fill in questions A1 to A7 in section A, and questions B1 to B11 in section B which is set out below.  



	Equality and Human Rights Commission

Phone:      England:   0845 6046610

  Scotland:  0845 6045510


  Wales:      0845 6048810
Website:   General:    www.equalityhumanrights.com

  Scotland:  www.equalityhumanrights.com/scotland/ 

  Wales:      www.equalityhumanrights.com/wales/

	Advisory, Conciliation and Arbitration Service 

Phone:      08457 474747 

Website:    www.acas.org.uk


	Section A Guidance: Mandatory questions


	A3a and b


	These questions are simply asking whether you understand the law and do not discriminate.   It is important that, when you answer these questions, you are familiar with the Equality Act 2010 and what it means.

The following guidance for employers can be found on the EHRC website:

1. What equality law means for you as an employer: when you recruit someone to work for you
Word | PDF 

2. What equality law means for you as an employer: working hours, flexible working and time off
Word | PDF 

3. What equality law means for you as an employer: pay and benefits
Word | PDF 

4. What equality law means for you as an employer: training, development, promotion and transfer
Word | PDF 

5. What equality law means for you as an employer: managing workers
Word | PDF 

6. What equality law means for you as an employer: dismissal, redundancy, retirement and after a worker has left
Word | PDF 

7. Good equality practice for employers: equality policies, equality training and monitoring
Word | PDF 

	A4
	It is important that you answer this question honestly.  You should also remember that if you have had a finding, you will not be rejected as long as you can show that you have taken appropriate remedial measures (which you can show in your answer to A6).



	A5
	If you have been the subject of a formal investigation, you should give the relevant dates, the areas covered by the investigation, and the outcomes (if you know).  


	A6
	It is important that you provide enough detail here to show how you have altered your practices to prevent discrimination from happening again. If a tribunal, court or the EHRC (or an equivalent body) has made recommendations, explain the changes you have made to put these recommendations into practice and what the effects of the changes have been.  



	A7 and A8
	As part of their equal opportunities monitoring, many buyers want to know what proportion of their contractors are ethnic-minority businesses in order to gain an awareness of how representative their supplier base is and develop their equal opportunities policies and practices.  Your answers will not in any way alter your chances of being approved by us or chosen by an individual buyer.


	A9
	If you want to work in Northern Ireland, you need to fill in this question.  You must confirm that you are qualified for the purpose of the Fair Employment and Treatment (Northern Ireland) Order 1998.



	Section B Guidance: Extra equal opportunities questionnaire (optional) 


	(a) To assess whether you have the technical ability to deliver a contract, an individual buyer may want to check that your equal opportunities policies and practices meet their necessary standards.  You may have to make sure that you:

· recruit, choose, pay, train and promote employees in a non-discriminatory way;

· publicise your equal opportunities in employment practices internally and externally; 

· promote your equal opportunities commitments in job advertisements;

· train managers on equal opportunities; and 

· protect your employees from discrimination.  

These various areas are covered by questions B1 to B9.

(b) Your answers to questions B1 to B7 need to have enough detail for a buyer to assess whether you have the technical ability in terms of race equality for the contract in question.  You should support this with evidence, including:

· examples or copies of documents such as your race equality or equal opportunities in employment policy; 

· documents containing instructions to staff, or outlining arrangements for advertisements, recruitment, selection, access to training and opportunities for promotion;

· copies of recruitment advertisements and extracts from staff handbooks;

· copies of grievance and disciplinary procedures; and 

· other materials that show your firm’s commitment to race equality and equal opportunities.

(c) We will scan in the written evidence you provide and make it available to buyers.  However, you must limit extra information to 20 pages for each application.  If the written evidence you plan to send us is more than 20 pages, we suggest you send us only the most relevant parts.  You should also summarise more extensive documents in a way which shows your understanding of and commitment to equality. You can also refer readers to documents which you think are particularly important.


	B1 
	To answer this question, you should send us a copy of your written equal opportunities policy.  Your policy should at least set out how you intend to follow the law and meet the recommendations of the code in your employment practices.



	B2
	To support your answer, you should include a copy of any written procedures on recruitment you may have drawn up, for example, for the guidance of staff.



	B3
	To answer this question, you could, for example, give details of how you tell staff about their rights and information for staff on how to raise a grievance or give details of how you have met the needs of staff for time off for religious reasons.  You could include a copy of any instructions to staff warning them against racial harassment or discrimination. 



	B4
	You may want to give details of the results of monitoring your workforce and of the proportions of people in the local travel-to-work area according to their ethnic origin. If you have taken steps to encourage under-represented groups to apply, you could include copies of any recruitment advertisements which include positive action messages.



	B5
	You may want to support your answer by sending copies of recruitment adverts which refer to your equal opportunities policy. You could send information leaflets that you distribute to staff or agreements that you have reached with trade unions, or show how you have otherwise communicated your policy.



	B6
	You could send us copies of instructions to staff or details of who provides or provided training on equal opportunities, and when or how regularly it takes or took place.  You could provide samples of training programmes or summarise what areas they cover.



	B7  
	If you have previously operated in another European Union country, you could send us information using the guidance to help you.



	B8  
	If you ask subcontractors questions relating to their equal opportunities policies and practices, please set out what questions you ask.  For example, do you ask them questions similar to the above, or to any of questions A1 to A9? What do you ask subcontractors to provide as evidence of their answers?  Do you ask for examples or copies of documents listed before the explanation to B1?




This gives you the opportunity to show good practice and relevant experience in relation to equal opportunities which you have not provided when answering the other questions.  
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