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RECRUITMENT PROCEDURES, EQUALITY AND MONITORING
Why Equality Matters to UCSU
UCSU celebrates, promotes and values the diversity brought to its membership by individuals, and believes that the Students’ Union will benefit from engaging membership and employees from a variety of backgrounds.  UCSU will treat all members and staff with respect and dignity, and seek to provide an environment to work, learn and live free from discrimination, harassment or victimisation. 

UCSU’s Equality Directive, part of UCSU’s wider Equality Policy, can be found in full at www.ucsu.me/equality 

Descriptions and Specifications
All descriptions and specifications for posts will include only requirements that are necessary and justifiable for the effective performance of the job. 

The specification provides the basis for objective criteria for selection of candidates for short-listing and appointment. With these sheets you should receive an application form and job description.

Protected Characteristics 
No employee or potential employee shall receive less favourable treatment or consideration due to any of the listed protected Characteristics defined within UCSU’s Equality Directive. By definition, the protection afforded by the directive applies to those who self-define, are perceived or are associated with any of the following protected characteristics;

· Age; 
· Sexual Orientation ; 
· Sex, Gender Identity and Trans Status; 
· Disability and impairments 
· Race, 
· Ethnic origins or racial identity; 
· Mode of study/work including part time and distant learners/workers; 
· Religion, faith or belief including philosophic and lack thereof ; 
· Those with caring responsibilities, dependants or those who are pregnant; 
· Those affiliated to a trade union; 
· Socio-economic status or history; 
· The status and form of someone’s personal relationship(s) 
We encourage and welcome candidates from all backgrounds to apply

For any questions, queries or requests relating to this document please email student.union@cumbria.ac.uk 

Investors in People Gold 
In 2015 UCSU became accredited with the Investors in People Gold Award. Successful Candidates can expect a work environment that values the contributions of its staff and a commitment to their professional development.
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Accessible Formats
All relevant paperwork will be made available, on request, in accessible formats to meet the needs of disabled applicants. Accessible formats can include such formats as, brail, alternative text sizes, different coloured background/paper.

Anonymous Short Listing
UCSU will remove names, and any information that identifies the applicant’s personal details that falls under the protected characteristics; where possible before amended documentation is provided to those involved in the short-listing and selection processes. 

Short-listing will involve the line manager for the post and others as appropriate.  All selection will be thorough, conducted against defined criteria and will deal only with the applicant´s suitability for the job. The selection panel will be aware of the UCSU Equality policy and will be aware of the inadmissibility of discriminatory questions. 


Disabled Candidates and Shortlisting
UCSU will guarantee an interview to all candidates who indicate they are disabled and who meet basic requirements within the person specification.  Details asked about a disability are designed to ensure that this happens and to allow us to make any necessary modifications in the interview process.

Where candidates are invited to interview we will always ask if they require reasonable adjustments in order to full participate in the process. Where candidates are selected for the role following interviews we will be in contact to discuss reasonable adjustments. 

We will not ask about what adjustments you require earlier than this because those needs will not be affecting our decision making during the recruitment process. 

Individual Rights
No aspect of UCSU’s policy detracts in any way from a person’s right to refer a case to an employment tribunal or any other body which deals with the enforcement of the relevant legislation.  If you think you may have a grievance relating to your application and are in doubt as to whom to contact, please consult the Equal Opportunities Commission.
Equal Opportunities Commission
Overseas House
Quay Street
Manchester M3 3HN

Equality Monitoring
In order to ensure the continued development and effectiveness of the Equality directive and the wider Equality policy, all applicants are invited to give details regarding some of our protected characteristics.  The information on the form will be used solely in pursuance of UCSU’s Equal Opportunities Policy and will be treated as confidential.

The completion of this form is voluntary, but all candidates are asked to complete it in the interests of effective equal opportunity monitoring.  The form will be separated from the application on receipt and will be used solely in pursuance of UCSU’s Equality Policy and will be treated as confidential.

	Application for the post of:

	

	Where did you hear about the vacancy

	

	Date

	


	Age

	21 & under
	
	22-25
	

	26-35
	
	36-45
	

	46-55
	
	56-65
	

	66 and Over
	
	Rather not say
	


	Gender 

	Man
	
	Woman
	

	Other
	
	Rather not say
	


	Trans

	Yes I identify as Trans
	
	No I do not identify as Trans
	

	
	
	
	

	Rather not say
	
	


	Sexual Orientation 

	Straight / 
heterosexual
	
	Gay / Lesbian / 
homosexual
	

	
	
	
	

	Bi / Bisexual
	
	Rather not say
	

	Other
	


	Do you have any dependants

	no dependants
	
	Child(ren) aged 11 and under
	

	
	
	
	

	Child(ren) under 18
	
	Child(ren) under 18 who are disabled
	

	
	
	
	

	I am a carer for a disabled person
	
	Rather not say
	

	
	
	
	


	Disability

	Yes, Specific Learning Difficulty/ Disability  
	
	Yes, Physical condition/ impairment
	

	
	
	
	

	Yes, Sensory impairment
	
	Yes, Mental health condition
	

	
	
	
	

	No I am not disabled
	
	Rather not say
	

	
	
	
	


	Ethnicity/Racial Identity 

	White

	Welsh / English / Scottish / Northern Irish / British
	
	Gypsy or Irish Traveller
	

	
	
	
	

	Irish
	
	Any other White background
	

	
	
	
	

	Black / African / Caribbean / Black British

	African
	
	Caribbean
	

	Any other Black / African / Caribbean background
	

	
	

	Asian / Asian British

	Indian
	
	Pakistani
	

	Bangladeshi
	
	Chinese
	

	Any other Asian background
	

	Mixed / Multiple ethnic groups

	White and Black Caribbean
	
	White and Black African
	

	
	
	
	

	White and Asian
	
	Any other Mixed / Multiple ethnic background
	

	
	
	
	

	Other ethnic group

	Arab
	


	Religious/Philosophical beliefs

	No religion
	
	Jewish
	

	Christian*
	
	Muslim
	

	Buddhist
	
	Sikh
	

	Hindu
	
	Rather not say
	

	Other
	

	(please specify)

	*including Church of England, Catholic, Protestant and all other Christian denominations


