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Introduction

This is a collection of practical ideas of things you can do in your services to make them more inclusive.

If your services are not inclusive there are three possible consequences for people who feel discriminated against:

1) They do not use the services

2) They leave services without having their needs met (negative outcomes)

3) They remain in services and suffer harassment and discrimination

As service providers all SP providers are obliged to comply with a range of equalities legislation and this is set to increase in the next couple of years.  You need policies, monitoring, training and proactive engagement to meet these requirements. 

The Surrey SP steady state contract has a section on Equalities which details what all providers all required to do under the terms of the contract.  The full section is attached at appendix I, but in summary “the Provider must give appropriate consideration to each Service User’s race, nationality, cultural or ethnic background, marital status, gender, religion, sexual orientation and disabilities.” 

If you were to implement all the examples in this guide your organisation would not automatically meet the legislative requirements or be a model of equalities good practice.  By their very nature however, all SP providers work with people who are discriminated against and should find it easier than many organisations to recognise discrimination and work to challenge it.  

This guide is intended to provide some examples of what has worked in other services in Surrey which can be adapted for your own services.  We hope it will get you thinking about some of the areas covered here.

This is designed as a ‘work in progress’.  Please contact Hannah Philpott with ideas to add to the bank hannah.philpott@surreycc.gov.uk or 01372 832984.
Making Information Accessible

Do your leaflets reflect the service you want to portray?  Is everyone in the photos white?  Are women shown exclusively in caring roles?  

All printed information should include a simple statement to say it is available in other formats.  This should be prominent, not hidden away at the back.  If someone were to approach you for an alternative format, would you be able to act on it? 

Is your information easy to read for people with a visual impairment?

Clear print guidelines

Text

· Use ‘Arial’ font.

· Use formatting sparingly.  To emphasise headings increase font size or use bold type.  Try not to use italics or underlining.

· The best colour contrast is black on pale yellow.

· Don’t print text over photographs and graphics.

· Use font size between 12 and 16 point.

Page layout

· Don’t put too much on the page.

· Keep the layout simple.  Don’t use different fonts and lots of clip art.

· Don’t ‘justify’ your margins.

Making information easy to understand

Some services make ‘easy read’ versions of their leaflets which then replace their existing leaflets.  Although we often think of having easy read versions for people with learning disabilities, they actually benefit everyone.  Some services make sure all their policies and procedures are easy to understand, and this is obviously good for staff as well as service users.  

Making things easy to understand can be surprisingly time consuming!   There are lots of resources available to help you though.  The following websites are particularly useful.  Some talk specifically about working with people with learning disabilities but a lot of the information translates to other client groups:

· Clear run training courses and provide advice on clear communication and accessible information.  They have a list of rules for making things easy to understand, taken from recent research and their own experience.  Their website is due to be launched in January 2007 – www.clearforall.co.uk
· www.easyinfo.org.uk - has research, resources and links to other websites

· www.plainenglish.co.uk - has some helpful free guides including, ‘How to write in plain English’ and ‘The A-Z of alternative words’

Making the Environment Inclusive

Posters on your noticeboards advertising local services, e.g.:

· WITS – Woking Interpreting and Translation Service – 01483 750970/751456

· Outline - A charity supporting the Lesbian, Gay, Bisexual and Transgender community in Surrey – 01483 727667 – www.surreyoutline.org 

· Gay Surrey – an online guide to venues and services in Surrey and nearby - www.gaysurrey.org 

· SID - Social Information on Disability - 0800 0439395 

· Ask Enid – a website with information on living with a disability in Surrey – www.askenid.org.uk 

· SAVI – Surrey Association for Visual Impairment – 01372 377701.

Put anti-discrimination posters on your walls.  Some examples:

The Disability Rights Commission have a series of posters, ‘Beyond the Barriers’ 

www.drc-gb.org  - Library – publications – access to services.

The Commission for Racial Equality has a series of posters and postcards 

www.cre.gov.uk - publications – catalogue – Posters, postcards and t-shirts.

Terrence Higgins Trust has a selection of posters which cover homophobia and discrimination against people with HIV and AIDs.

www.tht.org.uk - information resources – publications.  Then enter ‘posters’ as a search term.

The Equal Opportunities Commission’s current series of posters ’30 voices’ to coincide with their 30th anniversary.  

www.eoc.org.uk - publications.  They are organised by date order and these were added 9 November 2005.

Lists of places of worship in your local area

The Church of England have a website which lists C of E churches in your local area – www.achurchnearyou.com 

There is a website – www.surreyplacesofworkship.org.uk which largely lists Christian churches but does have a section on places of worship for other religions.  It is not comprehensive and many are outside Surrey.

The BBC website has a comprehensive list of religions and subdivisions of religions on their website – www.bbc.co.uk/religion  For most of these there are links to external websites which can provide information on places of worship.

Some places of worship for non Christian religions in Surrey.  This list is not comprehensive:

Redhill Mosque

30 Earlswood Road, Redhill, RH1 6HW

Shah Jahan Mosque, Woking

www.shahjahanmosque.org.uk
149 Oriental Road, Woking, Surrey GU22 7BA

The North West Surrey Synagogue 

www.nwss.org.uk
Horwarth Close, Oatlands Drive, Weybridge, Surrey, KT13 9QZ

Dhammakaya Centre for Buddhist Meditation

www.dhammakaya.org.uk
2 Brushfield Way, Knaphill, Woking, Surrey, GU21 2TG

The Bahai community of Godalming meet in Godalming every month.  Their website is www.neogifamily2.supanet.com 

The Bahai community of Mole Valley meet fortnightly in Leatherhead.  Their website is www.bci.org/molevalley/mv.htm 

Making the Service Accessible

Ideas to make your services accessible for people with visual impairment:

Keep corridors and walkways free from obstacles.

Keep communal areas well lit.

When decorating use contrasting colours around door frames.

Provide information in a range of formats, e.g. large print, Braille, tape.

Awareness of religious/faith needs of service users and staff:

Think about the refreshments you provide at events.  Vegetarian is preferable, but if meat is included make sure it is clearly labelled.

Sourcing shops which cater for specific needs, e.g. the website www.halalonline.co.uk gives details of halal restaurants, takeaways and butchers in the UK.   There are supermarkets selling halal foods in the Maybury area of Woking, for example the Atif Superstore, 103 Walton Road, Woking   

SUPPORTING STAFF

Recognise other that other faiths structure their weeks and years differently:

· Swap breaks/ working hours/ days to enable individuals to observe prayer requirements

· Exchange bank holidays or introduce floating days for holy days, festivals and ceremonies.

Make it clear that these things are available!

· Don’t organise important events on holy days/ festivals.  There is often a list of these in the front of your calendar.  Otherwise the bbc website has information – www.bbc.co.uk/ religion/ calendar.

Recruitment

If you just advertise a job, or a vacancy, in a religious magazine, this may constitute indirect discrimination as it is unlikely to be seen by people of other religions or faiths.

Does your application form for new employees include a question about martial status?  Why do you need to know this information?  Does it ask people’s age?  Do you need to know that?

Same sex partners of staff should have access to the same benefits as non-married heterosexual partners.

Useful links

Action for Blind People – www.afbp.org - National Freephone helpline 0800 915 4666.

Commission for Racial Equality www.cre.gov.uk 

Community legal service has a series of leaflets including: ‘Equal Opportunities’, ‘Racial Discrimination’, ‘Rights for Disabled People’, ‘The Human Rights Act’ – www.clsdirect.org.uk
Department of trade and industry -  www.dti.gov.uk - employment matters – discrimination in employment 

Disability Rights Commission – www.drc-gb.org
Equal Opportunities Commission - www.eoc.org.uk 

Mencap - www.mencap.org.uk provide advice on making documents accessible for people with learning disabilities.  Click on ‘A-Z index’ then ‘Accessibility Unit’

Stonewall www.stonewall.org.uk
Terrence Higgins Trust www.tht.org.uk.

Appendix 1

Extract from Surrey Supporting People Steady State Contract

4.2
Equalities

4.2.1 The Provider shall comply with and shall not unlawfully discriminate within the meaning and scope of the provisions of the following legislation:

(i) the Race Relations Act 1976 as amended by the Race Relations (Amendment) Act 2000;   

(ii)
the Sex Discrimination Act 1975;  

 

(iii)
the Disability Discrimination Act 1995;  

(iv)
the Human Rights Act 1998 in all respects as if it were a public body within the meaning of the Act.

4.2.2
The Provider shall indemnify and keep indemnified the Council in accordance with Clause 4.4 (Indemnity) in respect of any breach by the Provider of this Clause.

4.2.3 The Provider shall ensure that all of its relevant procedures include reference to equalities, that equalities issues form part of performance of the Service and planning, and where possible that the views and needs of all groups within the community are taken into account in the delivery of the Service.

4.2.4 The Provider shall ensure that the Provider operates an equal opportunities policy for so long as this Contract is in force and supply a copy of such policy upon request to the Council.

4.2.5 The Provider must ensure that the Provider’s equal opportunities policy complies with all statutory obligations as regards discrimination on the grounds of colour, race, nationality, cultural or ethnic origin, marital status, gender, age, disability, religion or sexual orientation in relation to:

(a) decisions made by the Provider in the recruitment, training or promotion of staff employed or to be employed in the provision of the Service;

(b) the provision of the Service; 
(c) access to the Service; and

(d) the carrying out of the Provider’s other obligations under this Contract.

4.2.6 In providing the Service, the Provider must observe as far as possible the Commission for Racial Equality’s Code of Practice for Employment (the ‘Code’), any updates to the Code, or any code which may replace it.

4.2.7 The Provider shall provide the Council with such information as the Council may reasonably require in order for the Council to assess the Provider’s compliance with the Code. If any Court or Tribunal, or the Commission for Racial Equality (or any body which may replace the Commission) makes a finding that the Provider has unlawfully discriminated against any person in the provision of the Service then the Provider must:

(a) take all necessary steps to make sure that the unlawful discrimination does not happen again; and

(b) notify the Council in writing of the finding and the steps taken to prevent its re-occurrence.

4.2.8
In providing the Service, the Provider must give appropriate consideration to each Service User’s race, nationality, cultural or ethnic background, marital status, age, gender, religion, sexual orientation and disabilities.
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