
 

 

 

4.2    EQUALITY & DIVERSITY POLICY 

 

4.2.1  GENERAL 

 

Cummins Mellor Recruitment embraces diversity and will seek to promote 

the benefits of diversity in all of our business activities. We will seek to develop 

a business culture that reflects that belief. We will seek to widen the media 

in which we recruit to ensure as diverse an employee and candidate base 

as possible. We will strive to make sure that our clients meet their own 

diversity targets. 

 

Cummins Mellor Recruitment is committed to diversity and will promote 

diversity for all employees, workers and applicants and shall adhere to such 

a policy at all times. We will review on an on-going basis all aspects of 

recruitment to avoid unlawful or undesirable discrimination. Cummins Mellor 

Recruitment will treat everyone equally irrespective of sex, sexual 

orientation, gender reassignment, marital or civil partnership status, age, 

disability, colour, race, nationality, ethnic or national origin, religion or belief, 

political beliefs or membership or non-membership of a Trade Union or spent 

convictions, and places an obligation upon all staff to respect and act in 

accordance with the policy. Cummins Mellor Recruitment is committed to 

providing training for its entire staff in equal opportunities practice. Cummins 

Mellor Recruitment shall avoid stipulating any unnecessary requirements 

which would exclude a higher proportion of a particular gender, sexual 

orientation, age, religion or racial group or which would exclude disabled 

job applicants; and will avoid prescribing any requirements as to marital or 

civil partnership status. 

 

Cummins Mellor Recruitment shall not discriminate unlawfully when deciding 

which candidate/temporary worker is submitted for a vacancy or 

assignment, or in any terms of employment or terms of engagement for 

temporary workers. Cummins Mellor Recruitment will ensure that each 

candidate is assessed only in accordance with the candidate’s merits, 

qualifications and abilities to perform the relevant duties required by the 

particular vacancy. 

 

Cummins Mellor Recruitment will not accept instructions from clients that 

indicate an intention to discriminate unlawfully. 

 

 

 

 

 



 

 

4.2.2 DISCRIMINATION 

 

Unlawful discrimination occurs in the following circumstances: 

 

4.2.2.1 Direct discrimination 

 

Direct discrimination occurs where one individual treats or would treat 

another individual less favourably because of age, disability, gender 

reassignment, marriage and civil partnership, pregnancy and maternity, 

race, religion or belief, sex and sexual orientation (“the protected 

categories”). 

 

It is unlawful for a recruitment consultancy to discriminate against a person 

on the grounds of a protected category: 

 

 in the terms on which the recruitment consultancy offers to provide any 

of its services; 

 

 by refusing or deliberately omitting to provide any of its services; 

 

 in the way it provides any of its services. 

 

Direct discrimination would also occur if a recruitment consultancy accepted 

and acted upon a job registration from an employer which states that 

certain persons are unacceptable due to a protected category, unless one 

of the exceptions applies, for instance, the job demands a genuine 

occupational requirement or in the case of age, the discrimination can be 

lawfully justified. 

 

4.2.2.2 Indirect Discrimination 

 

Indirect discrimination occurs where an agency or employer applies a 

provision, criterion or practice generally, which disadvantages a minority 

group in the community on the basis of a protected category. 

 

Indirect discrimination would also occur if a recruitment consultant accepted 

and acted upon an indirectly discriminatory instruction from an employer. 

  

If the vacancy requires characteristics which amount to a genuine 

occupational requirement or the instruction is lawfully discriminatory due to a 

statutory exception or objective justification, Cummins Mellor Recruitment will 

not deal further with the vacancy unless the client provides written 

confirmation of such genuine occupational requirement, exception or 

justification. 

 

 



 

 

 

4.2.3 DISABLED PERSONS 

 

Direct discrimination against a person occurs where, a person is treated less 

favourably because of disability, either their own disability or because 

someone they are associated with has a disability. 

 

Indirect discriminations occurs when a practice, criterion or provision which 

cannot be objectively justified is applied to everyone but results in person with 

a disability being placed at a disadvantage. 

 

Disability arising from discrimination occurs when a person is treated 

unfavourably because of something arising in connection with their disability. 
 

Duty to make reasonable adjustments and to provide auxiliary aids and 

services 

 

This is a similar protection to indirect discrimination in the other protected 

categories. 

 

Where a provision, criterion or practice applied by or on behalf of an employer, 

or any physical feature of the employer’s premises, places a disabled person 

at a substantial disadvantage in comparison with persons who are not 

disabled, it will be the duty of an employer to take such steps as are 

reasonable, in all the circumstances of the case, to remove the provision, 

criterion, practice or physical feature. 

 

Agencies must take reasonable steps to provide auxiliary aids or services if this 

would make it easier for the disabled person to use their services. For instance, 

an appropriate auxiliary aid or service can include the provision of information 

on audiotape or provision of a sign language interpreter. 

 

Cummins Mellor Recruitment will not discriminate against a disabled person 

on the grounds of disability: 

 

 in the arrangements i.e. application form, interview or arrangements for 

selection for determining to whom a job should be offered; or 

 

 in the terms on which employment or engagement of temporary workers 

is offered; or 

 

 by refusing to offer, or deliberately not offering the disabled person a job 

for reasons connected with their disability; or 

 

 in the opportunities afforded to the person for receiving any benefit, or 

by refusing to afford, or deliberately not affording him or her any such 

opportunity; or 



 

 

 

 by subjecting him or her to any other detriment (detriment will include 

refusal of training or transfer, demotion, reduction of wage, or 

harassment). 

 

 Cummins Mellor Recruitment will accordingly make career opportunities 

available to all people with disabilities and every practical effort will be 

made to provide for the needs of staff, candidates and clients. 

 

Wherever possible Cummins Mellor Recruitment will make reasonable 

adjustments to hallways, passages and doors in order to provide and improve 

means of access for disabled employees and workers. However, this may not 

always be feasible, due to circumstances creating such difficulties as to render 

such adjustments as being beyond what is reasonable in all the circumstances. 
 

4.2.4 AGE DISCRIMINATION 

 

Cummins Mellor Recruitment will not discriminate directly or indirectly, harass 

or victimise any person on the grounds of their age. We will encourage clients 

not to include any age criteria in job specifications and every attempt will be 

made to persuade clients to recruit on the basis of competence and skills and 

not age. 

 

Cummins Mellor Recruitment is committed to recruiting and retaining 

employees whose skills, experience, and attitude are suitable for the 

requirements of the various positions regardless of age. 

 

No age requirements will be stated in any job advertisements on behalf of the 

company. 

 

Cummins Mellor Recruitment will request age as part of its recruitment process 

but such information will not be used as selection, training or promotion criteria 

or in any detrimental way and is only for compilation of personal data, which 

the company holds on all employees and workers and as part of its equal 

opportunities monitoring process. 

 

4.2.5 PART-TIME WORKERS 

 

This Diversity Policy also covers the treatment of those employees and workers 

who work on a part-time basis, Cummins Mellor Recruitment recognises that it 

is an essential part of this policy that part time employees are treated on the 

same terms, with no detriment, as full time employees (albeit on a pro rata 

basis) in matters such as rates of pay, holiday entitlement, maternity leave, 

parental and domestic incident leave and access to our pension scheme. 

Cummins Mellor Recruitment also recognises that part time employees must 

be treated the same as full time employees in relation to training and 

redundancy situations. 



 

 

 

4.2.6 GENDER REASSIGNMENT 

 

Cummins Mellor Recruitment recognises that any employee or worker may 

wish to change their gender during the course of their employment with the 

Company. 

 

Cummins Mellor Recruitment will support any employee or worker through 

the reassignment.  

 

Cummins Mellor Recruitment will make every effort to try to protect an 

employee or worker who has undergone, is undergoing or intends to 

undergo gender reassignment, from discrimination or harassment within the 

workplace.  

 

All employees and workers will be expected to comply with Cummins Mellor 

Recruitment’s policy on harassment in the workplace. Any breach of such a 

policy will lead to the appropriate disciplinary sanction. 

 

Where an employee is engaged in work where the gender change imposes 

genuine problems Cummins Mellor Recruitment will make every effort to 

reassign the employee or worker to an alternative role in the Company, if so 

desired by the employee. 

 

Any employee or worker suffering discrimination on the grounds of gender 

reassignment should make recourse to the Company’s grievance 

procedure. 

 

4.2.7 RESPONSIBILITY FOR IMPLEMENTATION OF THIS POLICY 

 

The co-operation of all employees is essential for the success of this Policy. 

Ultimate responsibility for achieving the objectives of this Policy and ensuring 

compliance with relevant legislation and Codes of Practice lies with the 

Company. Senior employees are expected to follow this Policy and ensure 

that all employees do the same. 

 

All employees are required to act in a way that does not subject any other 

employees or clients to direct or indirect discrimination on the grounds of 

age, disability, gender reassignment, marriage and civil partnership, 

pregnancy and maternity, race, religion or belief, sex and sexual orientation.  
 

Any discrimination complaint will be investigated fully. 

 

 

 

 

 



 

 

 

4.2.8 REC BEST PRACTICE CODE 

 

The Equal Opportunities Commission has approved this Equal Opportunities 

Code for Racial Equality. 

 

The Code has been drawn up to ensure that members of REC comply with all 

the legal requirements of the relevant legislation, and that the principle of 

equal opportunities for all is fully adhered to by REC members. 

 

All Individual and Corporate members of REC and their subsidiary/associate 

companies should adhere to this code which seeks to establish best practice 

in equal opportunities within the recruitment industry.  Adherence to the Code 

will be taken into account in investigations by REC regarding any complaints 

and issues relevant to the Code. 

 

4.2.8.1 GENERAL 

 

1. Members will be committed to a policy of equal opportunities for all and 

shall adhere to such a policy at all times, and all members and their 

employees accept that it is their personal duty to ensure that such a policy 

becomes fully effective. 

 

2. Members will draw up a comprehensive equal opportunities policy which 

states that everyone shall be treated equally irrespective of sex, marital 

status, age, disability, race, colour, religion, ethnic or national origin.  

 

3. Such policies will also include:- 

 

 definitions of direct and indirect racial and sexual discrimination 

 

 a statement that recruitment and career opportunities will be 

available to all people with disabilities and that every practical 

effort will be made to provide for the needs of staff, candidates and 

clients 

 

 a statement that clients will be encouraged not to include age 

criteria or other subjective criteria in job specifications and that 

every attempt will be made to persuade clients to recruit on the 

basis of competence and skill and not age 

 

 a statement of the members commitment to equal opportunities 

 

 the name/s of the person/s responsible for the policy 

 

 an obligation upon all staff to respect and act in accordance with 

the policy 



 

 

 

 procedures for dealing with complaints of discrimination 

 

 details of any monitoring and reviewing procedures 

 

 commitment to training in equal opportunities practice. 

 

4. Members will not accept instructions from clients which indicate an 

intention to discriminate unlawfully 

 

5. Age Discrimination: Although discrimination on grounds of age is not 

unlawful, members should not: 

 ask clients to indicate preferred age of candidates for a vacancy, 

or include age limits in records prepared for clients. 

 

 Members should question requests by clients to include age limits 

when registering vacancies. 

 

If a client insists on using such limits, the reasons for doing so should be 

included in the vacancy records, applicants outside the limits should be 

given due consideration. 

 

6. Members should consult REC if they are in any doubt about any aspect of 

this Code. 
 

4.2.8.2 RECRUITMENT AND SELECTION 

 

1. As a general principle, members shall not discriminate unlawfully. 

 

 in the arrangements made for selecting and recruiting internal staff 

 

 when deciding which candidate/temporary worker is submitted for 

a vacancy or assignment 

 

 in any terms of employment or terms of engagement for temporary 

workers. 

 

If the job/position comes within the definition of a genuine occupational 

qualification or    any other statutory exception members should obtain 

written confirmation of this from the client. 

 

2. Members will describe the requirements and duties of the job/position 

accurately and will match those to the details of the individual 

accordingly. 

 



 

 

3. Members will ensure that each individual/candidate is assessed only in 

accordance with the individual’s/candidate’s merits, qualification and 

ability to perform the relevant duties required by a particular job. 

 

4. Members will issue written guidelines to their employees on fair selection 

procedures emphasising that the agency’s equal opportunities policy 

must be adhered to at all times. 

 

5. Members will review on an on-going basis all aspects of recruitment and 

selection procedures with a view to avoiding unlawful or undesirable 

discrimination. 

 

4.2.8.3 ADVERTISING 

 

1. Members will not publish an advertisement, which indicates or might 

reasonably be understood as indicating an intention by a person to act in 

any way which is or might be unlawful. 

 

2. Members will review on an on going basis all advertisements to ensure that 

no particular individual/s or group/s are being directly or indirectly 

excluded, with regard to the requirements of the particular job/position. 

 

4.2.8.4 TRAINING AND INFORMATION 

 

1. Members must provide a copy of their equal opportunities policy to all 

staff, and make clients and candidates aware that the organisation has a 

commitment to equal opportunities.  A copy of the equal opportunities 

policy shall be made available to clients and candidates upon request. 

 

2. Members will ensure that all relevant staff are conversant with the Sex 

Discrimination Act 1975, Race Relations Act 1976 and Disability 

Discrimination Act 1995 and all relevant legislation, codes of practice and 

policies concerning discrimination, and with these guidelines. 

 

3. Members will provide full training and information to all relevant staff on 

their responsibilities for maintaining a policy of equal opportunity. 

 

4. Members will provide the REC guidelines on staff on the procedures/s to 

be followed if clients attempt to give discriminatory instructions. 

 

4.2.8.5 MONITORING 

 

1. As part of their Equal Opportunities policy, members should implement a 

procedure whereby at least every twelve months: 

 

 appropriate monitoring of the race and sex of candidates who were 

placed in permanent or temporary positions is collated. Such 



 

 

information should be carefully analysed to identify whether there 

are blocks to equality and why these occur 

 

 if any evidence of irregularity is established from this process, a 

programme of action should be devised to overcome such 

irregularities. 

 

2. Members should also ensure that all internal staff are treated equally, and 

that the monitoring process described in 1 above will also apply to internal 

staff with regard to their terms and conditions of employment, promotion 

and transfers, grievance and disciplinary procedures and resignations, 

redundancies and dismissals. 

 

3. Members should keep written records of the monitoring process described 

in 1 above. 

 

4.2.8.6 CHECKLIST FOR IMPLEMENTING EQUAL OPPORTUNITIES  

 

The following guidance is for employers to consider when promoting and 

implementing equal opportunities within an organisation: 

 

 ensure you have a written equal opportunities policy; 

 

 ensure you communicate the policy to employees, clients, work seekers 

etc; 

 

 appoint an individual within your business who is responsible for 

implementing the policy; 

 

 set objectives and targets, ensuring you have an individual within the 

organisation who is accountable; 

 

 review progress in achieving objectives and targets, ie attracting staff 

from diverse ethnic backgrounds; 

 

 provide training for staff involved in the equal opportunities programme; 

 

 ensure staff have a better understanding of the importance of equal 

opportunity and support the policy. 

 

4.2.9 DEALING WITH CLIENTS AND WORK-SEEKERS  

 

4.2.9.1 REGISTERING VACANCIES 

 

When registering vacancies, you should not say anything which might prompt 

an employer to think about discriminating against applicants on grounds of 



 

 

race, sex, marital status, disability, gender reassignment, religion, sexual 

orientation or age. 

 

Clients should be persuaded to register vacancies and to interview applicants 

solely on the basis of ability and qualifications.  If a client attempts to register a 

vacancy which appears to be discriminatory staff must adopt the following 

procedure:- 

 

1. Advise the client that he is in contravention of the relevant law e.g. RRA 

and that the vacancy cannot be accepted. 

 

2. If the employer claims an exception under the relevant law, he should 

be asked to give a written statement saying why the vacancy is not 

subject to the legislation.  When received this should be referred to a 

responsible person within your organisation. 

 

3. If the employer does not claim an exception under the relevant law, but 

insists on imposing discriminatory conditions, inform him that the 

vacancy cannot be accepted and that no applicants can be 

submitted. 

 

4. Contact your superior, giving full details of the problem.  Follow this up 

with a written report, which should include the following details: 

 

 name and address of company; 

 job registration number; 

 type of job; 

 contact on job card; 

 telephone number; 

 details of instructions given by client; 

 action taken e.g. – 

 

i) Advised client that the agency was bound by the RRA and thus 

prohibited from accepting a booking on that basis; 

ii) Client refused to withdraw discriminatory instructions; 

iii) Advised supervisor; 

iv) Job not registered on instructions. 

 

This should be signed and dated and kept with records regarding the vacancy. 

 

 

If the client does agree to withdraw the discriminatory conditions, register the 

vacancy as normal but make a note of your discussion and submit this to your 

superior. 

 

In particular, you should note the following: 

 



 

 

 

Racial or Religious Discrimination 

 

 staff should be alert to the possibility of clients wishing to register a 

vacancy which could be indirectly discriminatory.  For example, a client 

might require certain language or residential criteria to be applied 

which would unjustifiably restrict the numbers of applicants from certain 

racial groups. 

 

Sex and Sexual Orientation Discrimination 

 

 use selection tests (where appropriate) for both men and women and 

not for one sex only since tests for one sex only may be discriminatory. 

 

 assess female applicants for jobs requiring physical strength on merit on 

the same basis as male applicants, their gender should not be an issue 

in selection, nor should any assumptions be made about either sex. 

 

 state (where appropriate) that the advertised job is open to both sexes 

if a job is known to  have been done in the past exclusively or mainly by 

men or women. 

 

 if a GOQ has been established for an advertised post, a simple 

statement should be added to the advertisement specifying which 

GOQ (by reference to the appropriate section of the Sex Discrimination 

Act 1975) is being used and why it is relevant to that particular post.    

 

 do not ask clients to state the preferred sex, marital status  or sexual 

orientation of applicants. 

 

 if a client registers a vacancy with a GOQ, where practicable, obtain. a 

written statement from the client giving precise reasons for the need to 

restrict applicants to one sex only. 

 

 ensure staff are given authority to resist discriminatory instructions. 

 

Disability Discrimination 

 

 do not treat a job applicant or employee less favourably than another 

person for a reason relating to their disability, unless there is a material 

and substantial reason for doing so. 

 

 if the duty of reasonable adjustment requires a long-term step to be 

taken, consider taking reasonable short-term practical steps to reduce 

any disadvantage to a disabled person. 

 



 

 

 where appropriate, talk to the disabled person about what may help or 

what the effects of his/her disability are. 

 

 take expert help or advice when considering how to deal with a person's 

disability, or making a reasonable adjustment to premises or policy. 

 

 consult other employees when making reasonable adjustments, since 

what you are doing and why, may not be effective unless other 

employees co-operate. 

 

 specify and describe jobs carefully, since the inclusion of unnecessary or 

marginal requirements in a job specification can lead to discrimination. 

 

 be able to justify health requirements wherever they are imposed. 

 

 when describing jobs in advertisements, avoid any direct or subtle 

inferences that people who are not disabled would be preferred. 

 

 if someone informs you that they are disabled, ask in advance if she/he 

has any special requirements e.g. for an interview so that adequate 

preparations can be made (e.g. inviting deaf or speech-impaired 

people to bring an interpreter, or alerting staff to be prepared to show 

visually impaired people to the place of interview). 

 

 only ask about a disability if it is relevant to the job and if a medical 

check is necessary it must be justifiable in the circumstances. 

 

 questions on application forms about a person's health or disability 

should be appropriately worded (i.e. "do you have a health problem or 

disability which is relevant to your job application in order for us to 

consider what adjustments might be needed to provide you with equal 

opportunity” or “If you are appointed to this position do you feel that 

there are any special aids or equipment required to take account of 

your disability?") and such information must be treated in confidence. 

 

 any disability an applicant has should only be disclosed to a client where 

it is material to the work undertaken by the applicant. 

 

4.2.9.2 SUBMITTING CANDIDATES 

 

1. Candidates should be submitted solely on the basis of their 

qualifications, experience and personality. 

 

2. If an employer asks about the race, colour, nationality, ethnic origin, sex, 

marital status, or age of an applicant, staff should politely point out that 

such factors are not relevant to the applicant's suitability but should 

answer the question truthfully. 



 

 

 

3. The attention of clients should not be drawn to racial origin when 

submitting applicants, unless the employer is trying to attract applicants 

of a particular racial group under the exceptions in the RRA (i.e. for 

training for vacancies where the employer has disproportionately few 

members of that racial group). (If an applicant is from overseas and does 

not have the right to work in this country without a work permit this 

information may be relevant but note should be taken of the advice in 

Chapter 7) 

 

4. When making submissions staff should: 

 

a) not make assumptions about the ability, including the linguistic 

ability of applicants on the basis of their sex, age, race or colour. 

b) not send applicants from a particular racial group only to those 

employers whom you believe are willing to accept them 

c) not avoid making a submission because you feel the employer will 

reject the applicant on grounds of race, sex, marital status, 

disability, gender reassignment or age. 

 

If a client refuses to interview a job-seeker on grounds of race, colour, 

nationality, sex, marital status, gender reassignment or age: 

 

1. Do not say or do anything which might be taken by the employer or an 

applicant as indicating that you are willing to comply with the employer 

or which could be considered as sympathetic to him 

 

 

2. Inform the employer of the requirements of the relevant legislation and 

that he is discriminating under that legislation.  Ask him to reconsider his 

attitude and tell him that unless he does so, the agency will refuse to 

send any other applicants. 

 

If the client then agrees to interview the applicant: 

 

1. Continue in the normal way. 

 

2. Ensure that you have made a record of the conversation and that this 

has been drawn to the attention of your supervisor. 

 

If a Client Still Refuses to See an Applicant Staff should take the following 

action: 

 

1. Inform the client that the agency cannot send him further applicants 

and that you will have to put the matter before your supervisor. 

 



 

 

2. Contact your supervisor giving full details of the discussions you have 

had.  Confirm this report in writing.   

4.2.9.3 COMPLAINTS BY APPLICANTS OF DISCRIMINATION 

 

If following an interview, the applicant returns to the agency and complains 

that he or she has been unlawfully discriminated against, take the following 

action ill consultation with your superior. 

 

a) Discuss the interview in detail with the applicant and his or her reasons for 

believing unlawful discrimination has taken place; 

 

b) Discuss the interview in detail with the client - by phone or in person - and 

his or her reasons for believing that the applicant was not suitable; 

 

c) Keep records of your discussion with both client and applicant. 

 

4.2.10 MONITORING EQUALITY & DIVERSITY 

 

4.2.10.1 INTRODUCTION 

 

Monitoring enables a recruitment consultancy to establish if its Equal 

Opportunities policy is operating effectively and provides a sound basis for 

deciding on further action.  The Commission for Racial Equality, the Equal 

Opportunities Commission and the Government recommend that the 

effective implementation of equal opportunity policies should be regularly 

monitored.  Although ethnic records are not obligatory under the Race 

Relations Act 1976, the Race Relations Employment Code of Practice, which 

was issued under the Act and approved by Parliament, recommends the 

collection and monitoring of ethnic records.  The Code is taken into 

consideration by the courts in relation to the performance of organisations in 

complaints brought under the Race Relations Act. 
 

4.2.10.2 ETHNIC CLASSIFICATIONS 

 

The Commission for Racial Equality recommends using the 2001 census 

categories.  A model form for applicants to complete and a review sheet are 

given at the end of this Appendix. 

 

Recently the Commission has added the category 'Irish' to its list of 

recommended categories.  Using categories which are consistent will make 

comparisons between data easier.  In areas where there is limited diversity a 

recruitment consultancy may wish to reduce the categories it uses to: 

 

 White 

 Mixed 

 Asian or Asian British 

 Black or Black British 



 

 

 Chinese or Chinese British 

 Other (please specify) 

 

Where there is wider diversity it may be prudent to add additional categories 

such as 'Turkish' or 'Greek'.  To avoid confusing ethnic origin with nationality, the 

recruitment consultancy should preface the ethnic origin question with a 

statement, such as '”ethnic origin questions are not about nationality place of 

birth or citizenship.  They are about colour and broad ethnic group.  UK citizens 

can belong to any of the groups indicated”. 

 

Monitoring ethnic origin information is common practice in business and in the 

public sector.  In the past many people have been concerned about the 

keeping of such records on the grounds that this might be discriminatory.  

However, monitoring is considered essential to ensure unlawful discrimination 

should not occur. 

 

4.2.10.3 MONITORING 

 

A recruitment consultancy will need to collect information about its own staff, 

applicants for jobs, and promotions and job seekers who use its services. 

  

Vacancy information can be collected by voluntary self-classification and/or 

management observation.  There are sensitivities around the classification of 

individuals by observation and it is advisable to give people the chance to 

check the classifications recorded.  Job seekers should be asked to complete 

an ethnic monitoring form when they register with a recruitment consultancy. 

 

It is important to brief staff about the purpose of monitoring and explain on 

monitoring forms that the data will be used to check the effectiveness of the 

recruitment consultancy's equal opportunity policy.  Data must be kept 

confidential and should be used only for monitoring equal opportunities.  It 

should not be used to match the national or ethnic origins of job seekers with 

clients' preferences for employees of a particular nationality or ethnic origin. 

 

Monitoring ethnic records can help to identify non-use, under-use or misuse of 

ethnic minorities within the labour market. By reviewing monitoring data a 

recruitment consultancy can more easily pinpoint the causes of under-

representation of particular groups in its workforce and take effective action 

to remedy the situation. 

 

Likewise monitoring the composition of your workforce in relation to other 

potential types of discrimination will support your Equal Opportunities policy by 

providing actual data as evidence of the policy in practice. 
 

 

 

 



 

 

4.2.10.4 USING THE INFORMATION 

 

For internal staff it is recommended that once data is collected, a company 

profile should be established which indicates the proportion of ethnic minority 

staff in junior, middle ranking and senior positions and proportions in different 

branch offices.  Potential employees should be analysed by race and 

compared to the representation of ethnic minority groups in the relevant 

labour markets. The Commission for Racial Equality can provide benchmark 

data based on the census and Labour Force surveys. 

 

Job seekers using the recruitment consultancy's services should be asked to 

complete an ethnic monitoring form.  This data should be compared to the 

representation of ethnic minority groups in the relevant labour markets 

(depending on whether the recruitment consultancy is seeking to fill vacancies 

with people in its 'travel to work' area or from a regional or national pool). The 

relative success rates of different groups through the recruitment consultancy's 

selection and placement processes should be compared. Again the 

Commission for Racial Equality will provide the relevant data. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


