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Introduction 
 
We consider it desirable to produce a statement of policy on equal opportunities in 
employment in order to provide the necessary encouragement and guidance to 
employees and to job applicants. 
 
General Statement Of Policy 
 
We declare ourselves to be an equal opportunities employer.  We believe that our 
workforce should reflect the community in terms of the people employed at all levels 
within the organisation.  Although significant steps have been taken, we recognise that 
there is always progress that can be made in this area. 
 
We recognise not only the need to meet our statutory requirements in adopting fair 
employment policies and procedures but also the importance of ensuring the 
maximum benefits to the community through the recruitment and retention of a highly 
effective workforce.  Accordingly, we are committed to the elimination of unfair 
discrimination in all its forms. 
 
We aim to ensure that no job applicant or employee receives less favourable treatment 
than another on grounds of any ‘protected characteristic’ (Equality Act 2010): age, sex, 
race, disability, religion or belief, sexual orientation, gender reassignment, marriage 
and civil partnership or pregnancy and maternity or any other factors unrelated to the 
requirements of the job and which are not restricted by legislation.  To this end the 
Authority will seek to develop employment policies, procedures and practices which will 
ensure fair and consistent treatment in the areas of recruitment, selection, promotion, 
training, discipline, grievance handling and the application of terms and conditions of 
employment. 
 
We aim to ensure that those who are served, or who are entitled to be served by the 
Authority, enjoy full representation and access to information, processes and services. 
To this end, the National Park Authority will seek to integrate sound equal opportunities 
principles into all of its service policies, planning and practices. 
 
Responsibility For Policy 
 
The Leadership Team will be responsible for ensuring that this policy is implemented 
and maintained within the Authority.  The Head of Corporate Services will be 
responsible for the provision of advice and training aimed at assisting the effective 
operation of the policy and for the analysis of data obtained from monitoring 
recruitment and selection procedures.  The National Park Authority will monitor the 
operation of the policy and review its effectiveness on a regular basis. 
 
Publicising The Policy 
 
All employees of Northumberland National Park Authority will have access to the policy 
and all job applicants will be able to download a copy of the policy from the website, 
along with their application form.  Newly appointed employees will receive a copy of the 
policy along with their Statement of Particulars.  Reference to the policy will also be 
made as appropriate in training courses e.g. induction and management development 
courses. 
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The policy is available to the public through the Authority’s website. 
 
Recruitment And Selection Procedures 
 
Advertising 
 
All vacancies will normally be advertised internally and externally concurrently except 
where reorganisations are in operation or where there is a threat of redundancy. 
Learning and development opportunities of one year or less, will be advertised to staff 
internally initially.   Learning and development opportunities of longer than one year 
may be advertised internally initially with the approval of the leadership team. 
 
When posts are advertised externally care will be taken to ensure that the method 
used does not unreasonably and unfairly restrict the pool of likely applicants. All post 
advertised externally will be advertised on the Authority’s website.  All job applicants 
are required to complete a standard application form;  CVs will not be accepted. 
 
Job Requirements 
 
An information pack for each external vacancy can be downloaded from the website, 
which contains:  an overview of the National Park, the job description and person 
specification, additional information regarding terms and conditions of employment, 
an application form, guidance notes and the equal opportunities policy.  The 
advertisement can also be downloaded from the website. 
 
Every effort will be made in the preparation of job descriptions and person 
specifications to ensure that they only include requirements relevant to the effective 
performance of the duties of the post. 
 
Similarly, recruitment literature, including advertisements, will only include those 
essential and desirable requirements that are necessary and justifiable for the effective 
performance of the job.  Reference to specific qualifications should be included only 
where they are directly relevant to the job.  In such cases and where appropriate, it will 
be made clear that equivalent or alternative qualifications are acceptable. 
 
Shortlisting 
 
All applicants will be considered together and the criteria for selection applied 
consistently to all candidates by reference to the criteria listed in the person 
specification.  Shortlisting and interviewing panels will comprise ideally three 
officers/members including a gender mix where possible.  Where this is not practicable 
all panels will consist of at least two officers/members. 
 
Guaranteed Interview Scheme 
 
Where applications are received from people with disabilities, interviews shall be 
granted where the minimum essential criteria as outlined in the person specification 
are met. 



 

Page:  - 4 - 

Interviewing 
 
The purpose of an interview is to assess each candidate's capabilities in relation to the 
requirements of the job.  Therefore, interviewers will seek to phrase questions in a 
standard way concentrating on the criteria as identified in the person specification.  
Questions will not be asked about an applicant’s personal circumstances; in particular 
questions should not be asked concerning marital status, children or other family 
commitments or domestic arrangements.  Where there are special requirements 
attached to a job e.g. unsocial hours, interviewers may ask every candidate whether 
they understand and are able to fulfil the obligations of the post. 
 
Selection Tests 
 
Where psychometric tests are used they will be obtained from reputable suppliers, be 
properly validated and be used only for the purpose for which they are intended.  Other 
selection tests addressing practical skills will be applied equally to all candidates. 
 
Appointment 
 
Appointment of candidates will be on the basis of the best match between the 
individual, identified through the stages of the selection procedure (application form, 
interview, selection tests etc.) and the post, identified by reference to the job 
description and personal specification, without regard to any other non-material factors 
except where there is a genuine occupational qualification.  The central principle is that 
the most suitable person for the job is appointed. 
 
Criminal Records 
 
We shall take no account of spent criminal offences, except for those occupations 
where there are exemptions under the Rehabilitation of Offenders Act 1974 or where 
the Authority has a duty under other legislation to protect vulnerable sectors of the 
community.  Reference will be made in the vacancy information pack if a post is 
deemed to require clearance through the disclosure procedure administered by the 
Criminal Records Bureau. 
 
Training 
 
Selection for training will be based solely upon the needs of the Authority and the 
needs of individual employees in carrying out their present duties, in preparing for 
changes in these duties and for career development.  Availability of funds will limit the 
levels of training activities and the Leadership Team will establish priorities accordingly. 
 However, any restrictions on access to training will not directly or indirectly 
discriminate on the grounds of any of the protected characteristics or any other factor 
which cannot be objectively justified. 
 
All staff involved in recruitment and selection should attend appropriate Recruitment 
and Selection training which includes equal opportunities.  As a minimum one panel 
member must have attended this training and all panel members must be familiar with 
Authority policies in this area. 
 
All employees will receive regular generic equal opportunities training in order to 
increase their awareness of equality and diversity.  Currently this is on a 3-yearly basis. 
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Additionally, relevant managers should ensure that equal opportunities awareness and 
good practice is appropriately integrated into all service delivery training and also into 
broader-based staff and elected member development programmes. 
 
Conditions Of Service And Employment Procedures 
 
All conditions of service matters and employment procedures will be applied fairly and 
consistently. 
 
Service Delivery 
 
The policy applies to all arrangements, at all stages in the provision of all services, 
from democratic and representational engagement with individuals and the community, 
through the formation of policy, plans and strategies, to direct or commissioned service 
delivery.  It encompasses all staff, members and also those commissioned to provide 
services or advice on behalf of the Authority. 
 
Sub-Contracted And Commissioned Services 
 
Agencies, contractors, or individuals working on behalf of the National Park Authority, 
should be informed of the policy and be able to demonstrate their commitment to 
uphold it before commencing their work. 
 
Staff Working In Partnership With Other Individuals Or Organisations 
 
Individuals should at all times make it clear to partners, that in making their contribution 
on behalf of the Authority, that it must be within the framework of this policy. 
 
Monitoring The Policy 
 
The Authority will establish procedures for monitoring recruitment, selection and 
training to ensure compliance with this policy. 
 
Harassment 
 
We wish to create a working environment where employees are free from any form of 
harassment. Whilst there is no reason to suppose that harassment is a frequent 
problem amongst the workforce it is recognised that situations can occur that may 
cause great distress to the employees concerned.  Employees who wish to make a 
complaint of harassment may do so through the Resolving Harassment Policy.  These 
matters will be treated with the utmost sensitivity and confidentiality. 
Any employee who commits an act of discrimination or harassment will be liable to 
disciplinary action. 
 
Complaints 
 
Complaints in respect of this policy will be dealt with through existing complaints 
procedures and should be directed to the Head of Corporate Services who will initiate 
and monitor appropriate action.  


