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Introduction 
 
UNIFIED PROGRESS INTERNATIONAL EDUCATION (UPI) recognizes that it is 
essential to provide equal opportunities to all persons without 
discrimination. This policy sets out the organization's position on equal 
opportunity in all aspects of employment, including recruitment and 
promotion, giving guidance and encouragement to employees at all levels 
to act fairly and prevent discrimination on the grounds of sex, race, 
marital status, part-time and fixed term contract status, age, sexual 
orientation or religion. 
 
Statement of policy 
 
(a) It is the policy of UPI to ensure that no job applicant or employee 
receives less favorable treatment on the grounds of sex, race, marital 
status, disability, age, part-time or fixed term contract status, sexual 
orientation or religion, or is disadvantaged by conditions or requirements 
that cannot be shown to be justifiable. The organization is committed not 
only to its legal obligations but also to the positive promotion of equality 
of opportunity in all aspects of employment.  
(b) The organization recognizes that adhering to the Equal Opportunities 
Policy combined with relevant employment policies and practices, 
maximizes the effective use of individuals in both the organization’s and 
employees´ best interests. UPI recognizes the great benefits in having a 
diverse workforce with different backgrounds, solely employed on ability.  
(c) The application of recruitment, training, and promotion policies to all 
individuals will be on the basis of job requirements and the individual’s 
ability and merits.  
(d) All employees of the organization will be made aware of the provisions 
of this policy. 
 
Recruitment and promotion 
 
(a) Advertisements for posts will give sufficiently clear and accurate 
information to enable potential applicants to assess their own suitability 
for the post. Information about vacant posts will be provided in such a 
manner that does not restrict its audience in terms of sex, race, marital 
status, disability, age, part-time or fixed term contract status, sexual 
orientation or religion.  
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(b) Recruitment literature will not imply a preference for one group of 
applicants unless there is a genuine occupational qualification, which limits 
the post to this particular group, in which case this must be clearly 
stated.  
(c) All vacancies will be circulated internally.  
(d) All descriptions and specifications for posts will include only 
requirements that are necessary and justifiable for the effective 
performance of the job.  
(e) All selection will be thorough, conducted against defined criteria and 
will deal only with the applicant’s suitability for the job. Where it is 
necessary to ask questions relating to personal circumstances, these will 
be related purely to job requirements and asked to all candidates. 
 
Employment 
 
(a) UPI will not discriminate on the basis of sex, race, marital status, 
disability, age, part-time or fixed term contract status, sexual orientation 
or religion in the allocation of duties between employees employed at any 
level with comparable job descriptions.  
(b) UPI will put in place any reasonable measures and/or adjustments 
within the workplace for those employees who become disabled during 
employment or for disabled appointees.  
(c) All employees will be considered solely on their merits for career 
development and promotion with equal opportunities for all. 
 
Training 
 
(a) Employees will be provided with appropriate training regardless of sex, 
race, marital status, disability, age, part-time or fixed term contract 
status, sexual orientation or religion.  
(b) All employees will be encouraged to discuss their career prospects 
and training needs with their Line Manager or the HR Department. 
 
Grievances and Victimization 
 
(a) UPI emphasizes that discrimination is unacceptable conduct, which 
may lead to disciplinary action under the organization’s Disciplinary 
Procedure.  
(b) Any complaints of discrimination will be pursued through the  
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organization's Grievance Procedure. 
 
Equal Opportunity/Affirmative Action Policy 
 
Through its Affirmative Action Program, UPI seeks to expand its efforts to 
guarantee equality of opportunity in employment and in education and to 
reduce underrepresentation and underutilization of minorities and women 
at UPI. For all categories of employment, the UPI's objectives are to 
achieve a representation of women and minorities that is at least in 
proportion to their current availability and to provide them with new 
opportunities for career development that both stimulate and respond to 
their changing interests and aspirations. 
 
A broad search for candidates, including women and minority candidates, 
must be presented to UPI's senior officers prior to an offer of a salaried 
appointment unless an explicit, exception has been granted by the 
cognizant senior officer. 
 
This policy also applies to offers of a full-time salaried appointment for 
the following employment categories: 
a Senior rank of research staff (senior research fellow/associate); 
b Some academic instructional staff  
c Administrative staff, unless an explicit exception has been granted by 

the cognizant senior officer. 
 
Affirmative Action Serious Search Policy 
 
In furtherance of UPI's commitment to affirmative action in the 
employment of women and members of minority groups, UPI policy 
requires a thorough search of the relevant employment market for 
qualified candidates, including women and minority candidates to whom 
this policy applies. The positions include salaried appointments for 
(assistant manager, manager, coach, trainer, senior trainer, director). 
This policy also applies to full-time salaried appointments for 
Administrative staff. 
 
Search Process: At the time a search is begun, the department head or 
office or laboratory/center director will submit to the appropriate senior  
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officer for approval a statement of the qualifications being sought and the 
plan for the search. Search plans must indicate the specific steps by 
which active efforts will be made to identify minority and women 
candidates. Such steps are expected to go beyond posting and 
advertising the availability of positions and may include, but not be limited 
to, such active efforts as 
a personal telephone and/or written contacts with colleagues or other 

individuals or groups who can assist in locating candidates 
b visits by members of search committees to locations where minority 

and/or women candidates may be contacted 
c personal contact with minority and women colleagues at professional 

gatherings 
 

In cases involving a search committee the head of the department should 
ensure that at least one member of the committee is assigned the 
specific responsibility to see that an active search is carried out. This 
responsibility as equal opportunity representative may be assigned to the 
chair of the committee, to a committee member other than the chair, or 
to someone outside the committee who will serve, ex officio, as a 
member of each search committee that is formed. In cases where a 
search committee is not formed, the person having major responsibility 
for candidate evaluation will also serve as the equal opportunity 
representative for that search. The head of the department will advise the 
equal opportunity representative and encourage exploration of ways to 
strengthen the search process. 
 
At the conclusion of a search, and before a proposed appointment is 
approved by the relevant senior officer, the department head must 
submit to the senior officer a detailed report on the results of the search. 
The report must contain a description of the position and a reference to 
the approved search plan, including special steps taken to locate 
minorities and women. The selection process should be described, 
including the number of applicants and the number of minorities and 
women and their ranking, if ranked. The report should state the principal 
reasons for selection of the proposed candidate over other candidates 
and include a résumé. The finalist women and minorities who were not 
chosen should be identified by name and résumé with specific reasons for 
non-selection; or if any were selected and they declined, their reasons 
should be given. A statement of the department's affirmative action  
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Progress should be included. 
 
These procedures should be followed regardless of the race or gender of 
the chosen candidate. Waivers of search in individual cases may be 
granted only by the relevant senior officer and only if unusual 
circumstances warrant such waivers.  
 
Approval Process: Final approval of search plans and results for all 
appointments to the management staff and to the administrative staffs is 
delegated by the senior officers, each of whom is responsible for his or 
her areas.  
 
Each senior officer maintains a current log of all appointments and 
approvals. This log must be accompanied by written requests and written 
approvals giving justification for each waiver of search granted by the 
senior officer. The log will be open to review at any time by the staff of 
the Equal Opportunity Office and will be available (through the respective 
human resources officer) to the Human Resources Office for statistical 
reports, for response to inquiries, and for other organizational purposes. 
 
 
 


