
                                                                     Soft Touch Arts Equality and Diversity Policy 2016
                          

             


SOFT TOUCH ARTS LTD

EQUALITY AND DIVERSITY POLICY

	Summary:


	This policy lays out Soft Touch’s policy regarding our commitment to equality and diversity in all aspects of our work.

	Applies to:


	· All staff.  For the purposes of this policy this means employees, freelancers, sessional workers, volunteers, peer mentors and students on placement

· Board members


· Project partners 






· Project participants 

· All other users of the building and Soft Touch’s services






· Recruitment and interview panels

	To be used by:


	· All staff.  For the purposes of this policy this means employees, freelancers, sessional workers, volunteers, peer mentors and students on placement

· Board members






· Recruitment and interview panels

	Related internal documents:
	Equality and diversity action plan; 
Audience development plan; 
Fundraising strategy; 
Needs assessment; 
Recruitment and selection policy; 
Recruitment of ex-offenders policy; 
Code of conduct; 
Complaints policy and procedures; 
Whistleblowing policy; 
Grievance and disciplinary procedures.

	Responsible co-director:
	Helen Pearson

	Responsible board member:
	Danny Myers


STATEMENT OF INTENT

Soft Touch Arts is committed to promoting, valuing and managing equality and diversity in all aspects of our work.  

We do not tolerate discrimination on the basis of age, disability, gender, race, religion or belief, sexual orientation or any other form of discrimination

In order to ensure that equality and diversity is embedded at every level of operation and service delivery, and that all relevant legislation is complied with, Soft Touch Arts has developed an Equality and Diversity Policy and an action plan which lays out how the policy will be implemented, by whom and when.

The Equality and Diversity Policy aims to ensure that people who work for and with Soft Touch are fully representative of the local population.  As an organisation that works primarily with young people, Soft Touch aims to involve young people in the development and delivery of our programme of work.

We have nominated one worker director and one voluntary director to be responsible for designing a programme of action, in consultation with staff and the other directors, to implement this policy.

The full management board (consisting of five paid and six voluntary directors) is involved in the process of ensuring that the Policy and associated Action Plan are appropriate, relevant and current.  A review is carried out on an annual basis by one nominated worker director and one nominated voluntary director. Stakeholders are also regularly consulted as part of our social impact reporting process. 

MISSION

Soft Touch Arts is committed to promoting equality and diversity and providing an inclusive and supportive environment for everyone who comes into contact with Soft Touch.  This includes staff, applicants for employment, participants, project partners and audiences.

In the implementation of this policy Soft Touch:

· Ensures that people receive equitable treatment regardless of individual heritage, beliefs, circumstance or preference or any other inappropriate distinction;

· Maximises the accessibility of its activities for participants through working towards making our premises as accessible as possible for everyone and running projects in local communities in accessible venues; 

· Strives to become anti-discriminatory and inclusive of communities and groups that have traditionally been marginalised in society;

· Puts measures in place to ensure young people are represented in the organisation and that their views are taken into account in the running of the organisation and the delivery of our programme of activities.

SCOPE

Soft Touch Arts takes positive action permissible under the law to promote equality of opportunity within its activities and in the way these activities are designed, delivered and managed.

We strive to create an organisational environment where there is scope for debate and dialogue and a culture of anti-discriminatory practice, innovation and creative risk taking within the boundaries of company policies and our Code of Conduct. 

DISSEMINATION
This policy is publicly displayed in Soft Touch Arts’ offices and workshop and posted on our website.  It is distributed to:

· Staff 

· Freelance workers and contractors

· Voluntary directors (management board)

· Participants

· Partners

· Clients

· Funders

· Volunteers

· Mentors

· Trainees / apprentices

· Job applicants

The policy is used as a part of all public relations and marketing that Soft Touch Arts carries out in order to inform all stakeholders about what the organisation believes in and stands for.

Soft Touch Arts ensures that any publicity, promotional materials or products that it produces does not contain stereotypes, prejudices or assumptions and strives to promote positive, anti-discriminatory messages. 

All formal written documents are checked by a nominated member of staff to ensure that the language used is appropriate and non-discriminatory.

STAFFING

Recruitment of staff

All staff are recruited through the use of:

· When appropriate, an open advertisement in the local and / or national press including minority press;

· A declared recruitment procedure (e.g. job description, application form rather than CV, person specification, conditions of employment);

· Representative short listing and interview panels;

· An anonymised short listing process which withholds all personal details;

· Proper contracts and terms and conditions of employment.

If positive action is required to recruit workers from under-represented groups, then job descriptions and specifications are adapted accordingly within the boundaries permissible by law.

All advertisements for staff carry a summary statement of the Equality and Diversity Policy.

Provision for paid staff

Provisions are made for job sharing, maternity cover, paternity/maternity leave, and carers’ leave.

Wherever reasonable and practicable, in relation to all staff members (paid or unpaid), Soft Touch promotes flexible working hours and home working opportunities in line with current legalisation and if it is within the scope of the individual’s job description.

We strive to make the workplace easily accessible for staff, or potential staff, with disabilities: this is included in the Equality and Diversity Action Plan and progress is reviewed on an annual basis. 

Soft Touch ensures that the work environment is free of discrimination and oppressive imagery and language, and that all staff are fully aware that use of information technology for accessing websites which contravene this policy will result in disciplinary action.

VOLUNTEERS, PEER MENTORS, TRAINEES AND APPRENTICES

Soft Touch Arts actively encourages and supports the contribution of volunteers, peer mentors, trainees and apprentices, particularly young people.  We are committed to ensuring that all volunteers, peer mentors, trainees and apprentices are treated equally and given equal opportunities to contribute to the organisation. 

Soft Touch Arts ensures that all volunteers, peer mentors, trainees and apprentices follow and implement the Equality and Diversity Policy. 

TRAINING AND DEVELOPMENT

People are our greatest resource and their training and development is central to our business plan.  We ensure that each staff member, volunteer, trainee, apprentice, peer mentor and voluntary director receives equal access to supervision, appropriate training opportunities and all other support and development opportunities. This principle is enshrined in our training and development policy and action plan, the effectiveness of which is reviewed and updated on a regular basis. 

SERVICE DELIVERY 
· Soft Touch Arts will ensure that its participants are drawn from a diverse base that reflects the pluralistic nature of local communities. This includes actively targeting groups with the least access and opportunity for participation in creative activities and/or making their voices heard.
· We commit to embracing Arts Council England’s Creative Case for Diversity to enable our organisation and those we come into contact with to enrich their experience by engaging with a wide range of creative influences and practices.
Soft Touch’s strategic planning processes are used to ensure projects and programmes are delivering the above commitments. These strategic plans include the business plan, audience development plan and fundraising strategy, and are reviewed on an annual basis taking into account current local and national information, targets and trends.

The company delivers projects and programmes in locations that maximise accessibility for participants.  This includes delivery at our own premises and on an outreach basis in local communities. 

We strive to make our premises and activities easily accessible for participants and other visitors with disabilities.  This is included in the equal opportunities action plan and progress is reviewed on an annual basis. 

EXTERNAL RELATIONS 
Soft Touch Arts strives to network and forge effective partnerships with organisations both within and outside its immediate environment and to become a part of the local community.  This includes links with local community organisations, voluntary sector organisations, local authorities, public sector agencies and other creative organisations and individuals.  

CODE OF CONDUCT

Soft Touch Arts has developed a Code of Conduct for everyone who works for the company whether in a paid or unpaid capacity (staff, volunteers, peer mentors, trainees, apprentices and voluntary directors).  This specifies acceptable and appropriate forms of behaviour, language and imagery, and sets out appropriate boundaries whilst carrying out Soft Touch business.  Training is provided to ensure that all workers understand the necessity for and content of this Code.  

GRIEVANCE, DISCIPLINARY, COMPLAINTS AND WHISTLE BLOWING PROCEDURES

· We operate grievance and disciplinary procedures to deal with incidents of discrimination and harassment, and sanctions and penalties for such behaviour are stated.  Failure to uphold the Equality and Diversity Policy by anyone who works for Soft Touch in a paid or unpaid capacity will result in disciplinary action; for participants and project partners it will result in the withdrawing of projects or services.  Copies of this policy are given to all project partners before the commencement of any joint project.

· Violence, intimidation and harassment, on any grounds, are also dealt with under the same procedures.  The grievance procedure explains how a complaint can be made about issues relating to discrimination.

· In addition, Soft Touch operates a complaints policy and procedure which can be used to make complaints about issues relating to equality and diversity.

· Soft Touch’s whistle blowing policy facilitates anyone within Soft Touch to raise concerns about equality and diversity matters with a named working director or directly with the chair of the management board. 
HARASSMENT

Harassment of any form is not tolerated.  Harassment can be defined as behaviour from an individual or group of people towards another individual or group which:

· Causes offence or hurt to the people on the receiving end of the behaviour;

· Creates an unpleasant or intimidating environment.

Some examples include sexual harassment, racial harassment, harassment of people with disabilities and homophobic harassment. 

MANAGEMENT

Action plan

Soft Touch Arts has nominated one worker director and one voluntary director to be responsible for designing a programme of action, in consultation with staff and the other directors, to carry through this policy.  The plan sets out:

· Action to be taken

· Outcomes
· Named leads
· Dates for completion or review

· Allocated resources
· Links to relevant sections in the business plan and delivery programme.

Voluntary directors (management board)

· Soft Touch aims for its voluntary directors (management board) to reflect the diversity of the local population. This encompasses ensuring that the voluntary directors understand the diversity of Leicester and Leicestershire’s population and are therefore able to represent all sectors of the community.

· The diversity of the voluntary directors is reviewed on a regular basis and action taken to recruit new people if necessary. 
· Meetings are arranged at locations and times that maximise the opportunity for people to participate as voluntary directors.  
· Appropriate training is offered to all voluntary directors and reviewed annually.

· Soft Touch commits to support the co-option of young people onto the board.

Involvement of young people

Soft Touch is committed to the active involvement of young people at every level of the organisation, including: the creative programme; strategic direction and management of our building and other resources. 
This commitment includes:

· Enabling the operation of a young people’s involvement group with a named worker director nominated to support the group;
· Supporting the co-option of young people onto the management board;

· Including young person-organised exhibitions, event and performances in our creative programme and ensuring resources are allocated to support these.

Policy management

The managerial responsibility for this equal opportunities policy lies with the management board which is made up of the paid and unpaid directors of Soft Touch Arts.  The management committee receives a report annually about the progress made with the equality and diversity action plan.

It is the responsibility of all members of staff, paid or unpaid, to implement the policy in all aspects of their work.

Resources

Soft Touch Arts ensures that financial and other resources are made available to make this policy real and effective.

REVIEW AND EVALUATION

This equality and diversity policy will be comprehensively reviewed every twelve months and a report made to the management board.
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