Employee Handbook 2023

Equality, Diversity & Inclusion Policy

Policy Statement

Diversity, equality, and inclusion demonstrates how McAleer & Rushe, and our employees treat one another.
We will not tolerate any behaviour that could be deemed as discriminatory or treating employees less

favourably than other employees.

Introduction

McAleer & Rushe are strongly committed to equality and diversity and to creating an inclusive workplace
culture. We strive to create an environment responsive to different cultures and groups in all our interactions
with our employees, clients, visitors, suppliers, and contractors who we may operate alongside. We value

diversity and consider it to be important to business success and integral to our Company.

We believe that every employee has the right to be treated with respect and dignity throughout their
employment with our Company and not to be discriminated against. We have a zero-tolerance attitude and

approach to bullying, harassment, exclusion, or victimisation of any kind.

We seek to achieve higher standards than the minimum set out in legislation, and we will pro-actively

encourage a culture that supports diversity, inclusion, and equality of opportunity.
This policy applies to all employees, contractors, agency workers and temporary workers.

Equality - is about managing differences and ensuring that everyone is treated fairly and with dignity and
respect. It means that everyone should have an equal opportunity through a fair and consistent approach
across the application of our policies and procedures. Likewise, it is about challenging discrimination and
removing barriers, so that everyone is provided with the same opportunities. Please refer to our Equal

Opportunities Policy for more information.

Diversity — is about understanding, respecting, and recognising the benefits of different values, abilities,
and perspectives, and celebrating individual/group differences. This means promoting an environment that

welcomes and values differences, diverse backgrounds, thinking, skills and experience.

Inclusion - is about creating an environment where every employee feels valued and that their contribution
matters. This is where difference is seen as a benefit and where perspectives and differences are shared,

leading to better and more balanced decisions. An inclusive working environment is one in which everyone
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feels valued, that their contribution matters, and they are able to perform to their full potential, no matter their

background, identity or circumstances.

Equality, Diversity, and Inclusion are not interchangeable, but they are interdependent. There can be no
equality of opportunity if difference is not recognised, valued, and harnessed and without building an inclusive

Company where every employee has a strong sense of belonging.

Our Commitment

We want to ensure that equality, diversity, and inclusion is embedded in our culture, and reflected in our

people and behaviours.

We are committed to ensuring eligible persons shall have equal opportunity for employment and advancement

in McAleer & Rushe on the basis of their ability, qualifications and aptitude for work.

We want to ensure a harmonious workplace where every individual feels valued, respected, and included,
irrespective of their age, disability, gender reassignment, marital or civil partner status, pregnancy or
maternity, race, colour, nationality, ethnic or national origin, religious belief or political opinion, sex or sexual

orientation (these are known as ‘Protected Characteristics’).

We want to ensure everyone is acting in accordance with this policy and all those listed in our Employee
Handbook which emphasise the inclusive behaviours expected of all our people and those working on behalf

of our Company.

We will address any instances of inappropriate or unacceptable behaviour such as harassment, bullying,
discrimination and victimisation and encourage everyone to speak up about any concerns, incorporating our

zero-tolerance commitment to all forms of discrimination and abuse of policies and procedures.

We will provide guidance, training, and support to help our people deliver our diversity and inclusion

commitments.

Responsibilities

We all need to work together to make sure we put our ethos into practice. It is everybody’s responsibility to
contribute to creating a diverse and inclusive culture. It is expected of all employees to behave in a manner

that is respectful of other colleagues and to acknowledge that we are different.

Those holding supervisory, management or other senior positions have additional and responsibilities to

ensure the effectiveness of the application of this policy and the commitment of all employees and others to it.

Doc Ref: MAR Page 2
Dept: HR Uncontrolled when printed.



Employee Handbook 2023

Equal Opportunities

McAleer & Rushe is an equal-opportunity employer. The Company have a commitment to equal employment
opportunities for all employees and applicants for employment. McAleer & Rushe promotes equality in the

workplace and aims to ensure fair decisions are made and that individuals advance on the basis of merit.

It is McAleer & Rushes’ policy to provide employment equality to all, irrespective of the Protected

Characteristics as below:

*  Age

* Disability

*  Gender reassignment

*  Marriage or civil partnership status

e Maternity and Pregnancy

* Race, including colour, nationality, ethnic or national origin or being an Irish Traveller
e Community Background

* Religion or belief

» Political opinion

* Sex

e Sexual orientation

Discrimination

McAleer & Rushe have a zero-tolerance attitude towards any kind of discrimination, bullying or inequality and

will ensure any concerns are dealt with in a sensitive and swift manner.
The following forms of discrimination are prohibited under this policy and are unlawful:
Direct - treating someone with a protected characteristic less favourably than others.

Indirect - putting rules or arrangements in place that apply to everyone, but that put someone with a
protected characteristic at an unfair disadvantage. Indirect discrimination is treatment that may be equal in the
sense that it applies to all job applicants or employees, but which is discriminatory in its effect on, for example,

one particular sex or racial group.

Harassment - unwanted behaviour linked to a protected characteristic that violates someone’s dignity or

creates an offensive environment for them.

Victimisation - treating someone unfairly because they have complained about discrimination or harassment.

Doc Ref: MAR Page 3
Dept: HR Uncontrolled when printed.



Employee Handbook 2023

Failure to consider reasonable adjustments — the failure to provide reasonable adjustments to the
workplace, recommended with or without medical advice that could assist the employee’s ability to perform
their duties to a higher standard or without ease. McAleer & Rushe expects our employees to treat one

another fairly and to ensure employees support others who may face these issues from other employees.

Bullying & Harassment

Bullying means offensive, intimidating, malicious, insulting, or humiliating behaviour or abuse of power or
authority which attempts to undermine an individual or group of individuals and which may cause them to
suffer stress. We strive to create a harmonious and inclusive workplace therefore it is important to highlight

McAleer & Rushes’ expected standards of behaviour.

It is also imperative that if an employee is treated in any way that causes concern, or if they witness such
behaviour, that they report this immediately to their Line Manager, or another manager if this is not

appropriate.
Bullying & Harassment covers a variety of issues — please see some examples below:

e Ongoing detrimental behaviour towards others

e Spreading of malicious/false rumours

e Exclusion or victimisation - Unfair treatment

e Abuse of power

e Unwanted sexual advances

e Making threats

e Constant criticism towards individuals

e Demeaning or degrading behaviour toward another colleague

e Use of social media to humiliate or bully someone

Please note that this is not an exhaustive list.

Fair monitoring

McAleer & Rushe is committed to ensuring that all recruitment processes (external and internal) are

undertaken in a fair, open and transparent manner.

For all external vacancies based in Northern Ireland, a fair monitoring questionnaire will be sent to prospective
candidates. This questionnaire should be completed by all candidates and emailed to McAleer & Rushe or

returned in a separate envelope marked for the attention of the Monitoring Officer.
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Equality monitoring is carried out in line with the Fair Employment and Treatment Order (Northern Ireland)
1998 and 2003. The Monitoring Officer will compile the information required by the Equality Commission at the
end of the recruitment process. The Monitoring Form will be processed separately and neither the form nor
the details contained in it will be available to those considering the employees application. The applicant’s
identity will be kept anonymous, and their answers will be treated with the strictest confidence. This
information is then submitted annually to the Equality Commission to ensure McAleer & Rushe is recruiting

and operating in line with equal opportunity legislation.

Disability in the Workplace

Disability is defined under the Disability Discrimination Act as ‘a physical or mental impairment which has a

substantial and long-term adverse effect on a staff member’s ability to carry out normal day-to-day activities’.

Employees or an applicant’s ability to carry out normal day-to-day activities can be adversely affected in one

or more of the following ways:

*  Mobility

*  Manual dexterity

*  Physical co-ordination

+ Continence

* Ability to lift, carry or otherwise move everyday objects
*  Speech, hearing, or eyesight

*  Memory or ability to concentrate, learn or understand

»  Perception of the risk of physical danger

Reasonable Adjustments

A specific duty is placed on McAleer & Rushe to make such changes as are reasonable, to prevent any work
provisions, criteria or practices or any physical feature of the workplace from placing an employee with

disability at a substantial disadvantage compared to an employee without a disability.

The employee or applicant must inform the company if they need reasonable adjustments. McAleer & Rushe
will aim to make reasonable steps in the circumstances to alter the provisions, criteria or practices or physical
features to prevent disabled employees from having that effect. The company will make adjustments to the

workplace in order to overcome the practical effects of the disability. McAleer & Rushe will give consideration

to any reasonable adjustments required and to all areas of employment upon the receipt of medical advice.
Reasonable adjustments may include:

* Physical adjustments such as modifying equipment or the workstation
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* Task allocation
*  Adjusting start/end times

¢ Location

Raising Concerns

This follows McAleer & Rushes’ internal Grievance Policy.
As a guide, an employee’s grievance needs to include:

e The nature of the grievance and the parties involved (if any).
e Key events, dates and times relating to the issues raised.
e Any informal action taken by your manager to resolve the grievance.

e What action could be taken to remedy the grievance to your satisfaction.

Please see a detailed breakdown of the process within McAleer & Rushes’ Grievance policy.

Related Documents and Policies

This policy forms part of our overarching equality, diversity and inclusion strategy and is supplemented by the

following documents/policies:

e Equal Opportunities Policy
e Grievance Policy
e Flexible Working Policy

e Family Friendly Policies
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