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DUMFRIES AND GALLOWAY FIRE AND RESCUE SERVICE  
EQUALITY AND DIVERSITY POLICY STATEMENT 

 
 

 
Dumfries and Galloway Fire and Rescue Service has a legal and moral responsibility 
to promote Equality and Diversity. The Service is committed to ensuring that: 

 employees and service users receive treatment appropriate to their needs in 
terms of their gender, transgender status, disability, race, sexual orientation, 
age, religion or belief, trade union activity, or political opinions 

 everything the Service does, including all policies and procedures, are 
screened for their impact across the six strands of diversity 

 discriminatory behaviour or unwanted behaviour which has the consequence 
of creating an intimidating, hostile, degrading, humiliating or offensive 
environment is eradicated 

 protection from less favourable treatment for employees making a complaint 
or bringing a grievance on equality grounds is embedded in the Service 
culture 

 procurement is subject to the requirement for suppliers to have effective 
equalities policies in place 

Dumfries and Galloway Fire and Rescue Service will provide training to ensure all 
employees are aware of their responsibilities under this policy and provide trained 
personnel to offer guidance and support to colleagues.  The Fire and Rescue 
Service will monitor and evaluate all activities to ensure compliance with legislation 
and codes of practice and will be proactive in addressing any areas of concern. 

 

 
 

Colin Scott 
Chief Fire Officer 
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SERVICE ORDER ADMINISTRATION NO. 6 
 

 
PART 1 – EQUALITY AND DIVERSITY POLICY 

 
 

 
 
 
 

 
1. Equality and diversity is about recognising and valuing individual difference, 

recognising that needs vary from person to person.  It applies to all 
employees and service users, irrespective of age, disability, gender, 
transgender status, race, sexual orientation, religion or belief.   

2. To drive the Equality and Diversity Policy forward it is championed by a 
Principal Officer and supported by a network of trained employees covering all 
departments within the Service.  This network provides valuable links to 
employees who need guidance and support.  

 
3. This order sets out the Equality and Diversity Policy.  It describes the 

procedures and practices that will be implemented to ensure that genuine 
equality of opportunity exists for everyone employed by, or in professional 
contact with, the Service.   

 
4. The Service aims to provide fair treatment for everyone in employment and in 

the provision of services.  However, all commitments within this policy will 
specifically ensure fair and appropriate treatment on the grounds of the 
diversity ‘strands’ or protected characteristics of: 

 

 Age 

 Disability 

 Gender Reassignment 

 Marriage and Civil Partnership  

 Pregnancy and Maternity 

 Race  

 Religion or belief  

 Sex 

 Sexual Orientation  

 

INTRODUCTION 
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5. Equality and diversity within the Fire and Rescue Service is shaped by the 
requirements of the Equality Act 2010.   

 
 
 

6. EQUAL OPPORTUNITIES 

As defined by the Scotland Act 1998 - “ the prevention, elimination or 
regulation of discrimination between persons on grounds of sex or marital 
status, on racial grounds, or on grounds of disability, age, sexual orientation, 
language or social origin, or of other personal attributes, including beliefs or 
opinions, such as religious beliefs or political opinions.” 

7. EQUALITY 

Equality is about creating fairness where everyone can participate and has the 
opportunity to fulfil their potential. 

8. DIVERSITY 

Diversity is about recognising and valuing individual differences - those that 
can be seen such as gender, colour or physical appearance, and those that 
cannot be seen such as criminal records, education, sexual orientation or 
beliefs. 

9. DIRECT DISCRIMINATION 

Direct discrimination is when a person is treated less favourably on the 
grounds of their age, disability, gender, transgender status, race, religion or 
belief or sexual orientation. 

10. INDIRECT DISCRIMINATION 

This occurs where provision, criterion or practice (whether intentional or not) is 
equally applied but has a detrimental effect on a particular group. 

11. HARASSMENT 

Harassment occurs when the effect of someone’s actions or words, based on 
the relevant grounds, is to violate another person’s dignity or create an 
atmosphere that is intimidating, hostile, degrading, humiliating or offensive. 

12. BULLYING 

A person’s perception of bullying or threatening behaviour will vary depending 
on their experience and background.  Bullying is not always “top down” and 
may take many forms, from isolating individuals to physical threats or 
assaults.  Unlike harassment bullying is not controlled by specific legislation, 

LEGISLATION  

DEFINITIONS 
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but it breaches the Fire and Rescue Service general duty of care to its 
employees and is equally unacceptable. 

13. VICTIMISATION 

This occurs if a person receives less favourable treatment than others 
because it is suspected or known that they have complained, given evidence 
or information of alleged discrimination. 

14. POSITIVE ACTION 

Positive Action describes the measures allowed by law to target job training 
and recruitment efforts at underrepresented groups.  However, it does not 
extend to allowing discriminatory practice when deciding who will be offered a 
job.  This would constitute unlawful positive discrimination. 

15. REASONABLE ADJUSTMENTS 

Employers have a duty to make reasonable adjustments to work 
arrangements and the working environment so as to accommodate disabled 
persons. 

16. GENUINE OCCUPATIONAL REQUIREMENT 

Some exceptions exist in legislation where an employer is entitled to specify 
the diversity profile of a person required to carry out a particular job.  These 
requirements must be genuine and justified.   

17. EQUALITY IMPACT ASSESSMENTS 

This is a documented way of finding out whether any policy or procedure has 
a discriminatory impact on an individual or group.  All current and new policies 
will receive an initial assessment and if thought to be unfavourable the policy 
will receive a full impact assessment, which will include documented 
consultations, recommendations and reviews.  All assessment results will be 
made available for public scrutiny. 

 
 
 

18. THE FIRE AND RESCUE AUTHORITY  

The Fire and Rescue Authority scrutinises plans and procedures to ensure 
that the Service complies with responsibilities under the Equality Act 2010.  

19. CHIEF FIRE OFFICER  

The Chief Fire Officer will provide leadership in terms of the commitment and 
direction of the Service related to equality and diversity. 

 

 

ROLES AND RESPONSIBILITIES 
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20. ASSISTANT CHIEF OFFICER 

The Assistant Chief Officer carries the delegated authority as the lead officer 
for equality and diversity.  This Officer will promote mainstreaming of equality 
and diversity across all Service activity, both as an employer and as a service 
provider. 

21. EQUALITY AND DIVERSITY FORUM 

The Equality and Diversity Forum will be chaired by the Assistant Chief 
Officer.  Members will be drawn from each department within the Service, 
nominated by the appropriate manager.  The Performance Coordinator will 
provide technical and administrative support. 

The terms of reference for this group are: 

 Consider, address and develop approaches to equality and diversity in 
accordance with the outcomes from the CFOA Equality and Diversity 
Forum 

 Deliver, monitor and review the Single Equality Scheme for their 
respective departments 

 Assist in the development and implementation of policies and practices in 
accordance with changes to equality legislation 

 Promote and address equality issues within their respective departments 

 Support managers in carrying out equality impact assessments 

22. PERFORMANCE COORDINATOR 

The Performance Coordinator holds the remit for the provision of specialist 
guidance and advice on equality and diversity matters and will work closely 
with the Assistant Chief Officer on policy development, monitoring and 
evaluation.  This Officer will be Dumfries and Galloway’s representative on the 
Chief Fire Officers Association (CFOA) Equality and Diversity Forum. 

 

23. FIRST CONTACT EQUALITY OFFICERS (FCEO) 

A selection of volunteers from all departments of the Service will be suitably 
trained to provide support and confidential advice to staff and managers on 
equality, diversity and dignity issues at work. 

They will advise any aggrieved employee on the options they can take and 
provide support throughout the process until resolved.  The FCEO will make 
representation on the individual’s behalf when appropriate. 

They have a duty to report any matters of gross misconduct brought to their 
attention immediately. 

A list of First Contact Equality Officers will be maintained in the Service mini 
web or be available from Human Resources. 
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24. HEADS OF DEPARTMENT AND LINE MANAGERS 

Line managers will lead by example and have day-to-day responsibility for 
policy implementation and adherence.  They are responsible for ensuring their 
staff are fully aware of the Equality and Diversity Policy and their rights and 
responsibilities within it.   

Managers have a particular responsibility not to discriminate in the provision 
of service or in the employment of staff and must promote equality and 
diversity in all situations.   Managers have a responsibility to challenge 
unacceptable behaviour, including inappropriate language or intimidating 
comments, and to foster good working relationships.   Managers are expected 
to challenge unacceptable behaviour directed at employees from both 
employees and members of the public. 

Heads of Departments must ensure Equality Impact Assessments on their 
policies and procedures are carried out by trained personnel and that new or 
updated polices receive an Equality Impact Assessment before issue. 

25. INDIVIDUAL EMPLOYEES 

It is every individual’s responsibility to treat others with dignity and to 
understand and co-operate fully with this Policy.  Everyone has a duty to 
colleagues, the Service and the public to ensure that discrimination, 
harassment and bullying do not occur.  If an employee suspects they have 
received less favourable treatment then it is their duty to inform management. 

Failure to comply with the spirit of this policy will not be tolerated.  Any act of 
discrimination, harassment or bullying or any false and malicious accusations 
will be fully investigated and if proven will lead to disciplinary action which 
could result in dismissal for employees and formal action for service users. 

 
 
 

RECRUITMENT AND SELECTION 

26. ADVERTISING  

All advertisements and job descriptions will be assessed for any form of 
discrimination.  Positive Action in the form of targeted additional advertising or 
Open Days will be undertaken for under represented groups where 
necessary.  Advertising and applications will be available in hard copy as well 
as online. 

27. SELECTION  

Applicants will be selected solely on their merits, abilities and potential, and 
ensuring fairness related to protected characteristics.  Consideration of 
reasonable adjustments will be given to any disabled applicant. 

EMPLOYMENT 
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All members of staff who conduct interviews will have undertaken Corporate 
Recruitment and Selection training.  

28. INDUCTION  

All new employees will receive a copy of the Equality and Diversity Policy.  
They will be made aware of their rights and responsibilities and how to 
complain should any unfair treatment occur. 

29. LEAVING SERVICE EMPLOYMENT  

Employees leaving the service will be offered an exit interview so that lessons 
can be learned from their decision to leave and it can be ensured that 
discrimination did not contribute.   

Employees who have left the service will not be disadvantaged by unfair 
comment within reference documents which might result in future 
discrimination against them. 

30. PROMOTION 

As with selection, consideration for promotions will be based on ability or 
potential based on the Personal Qualities and Attributes (PQA) for the post.  
Reasonable adjustments will be made where required to ensure that all 
employees have the chance to progress. 

31. TRAINING 

Training programmes will not discriminate against any employee.  The 
introduction of the Integrated Personal Development System will lead to 
improved training, development and promotion opportunities for all.   

All employees will receive equality and diversity awareness training as part of 
their Induction process.  At least 12 employees will be trained in the 
completion of Equality Impact Assessments to maintain tight control over this 
area.  Regular refresher training, either on equalities in general or in specific 
subjects, will be offered on an on-going basis. 

32. FAMILY FRIENDLY POLICIES 

Dumfries and Galloway Fire and Rescue Service is committed to providing 
employees with the opportunity to enjoy a work/life balance.  This involves 
making arrangements for staff to manage, within a framework, their work and 
personal commitments.  Some areas are set out in legislation whilst others are 
considered to be good practice, and include: 

 Flexible working 

 Part time working 

 Job sharing 

 Parental leave 
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To ensure fairness in application, these Service Orders provide details of 
individual and organisational rights and needs together with procedures to be 
followed.  These should be referred to on all occasions when requesting or 
implementing family friendly policies. 

 
 

 

33. Before any contract is awarded the Fire and Rescue Service shall seek 
written assurance from the contractor that they comply with all statutory 
requirements and responsibilities placed on them in respect of diversity 
legislation, in terms of treatment of service users and equal opportunity in 
employment. 

 

 

 

34. Being the victim of, and making a complaint in respect of, discrimination, 
harassment or bullying can be a traumatic experience.  Complaints will be 
dealt with sensitively and in confidence.  This procedure does not replace the 
right of an employee to use the Grievance Procedure at any stage. 

35. The complainant and the alleged offender have the right to be supported by a 
colleague or Trade Union Representative of their choice at any stage.  They 
may also contact a Council Human Resource Manager should they wish to 
speak to someone outside the Service. 

36. Disciplinary action will be taken against any person making a malicious 
complaint. 

37. INFORMAL ACTION  

In the first instance, it is advised that the aggrieved party should make it clear 
to the alleged offender that their behaviour is unacceptable.  Often offenders 
do not realise their actions have caused or are causing upset.   

Keep a written record of the unacceptable behaviour. This should include date 
and time, location, what was said/done and names of any witnesses. 

If the individual is unable to discuss the matter directly it may be easier to 
write a note defining the unacceptable behaviour and asking him/her to stop.  
It is advised to keep a copy of the note or any correspondence.  

If the unwanted behaviour stops, no further action will be required.  However, 
if the above action is not successful or where an employee feels unable to 
deal with the matter alone they may discuss their complaint in confidence with 
a First Contact Equality Officer (FCEO) or proceed to formal action. 

38. INFORMAL ACTION WITH ASSISTANCE OF FIRST CONTACT EQUALITY 
OFFICER 

PROCUREMENT 

COMPLAINTS 
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The FCEO will offer guidance and support by discussing options available. 
The individual will be encouraged to make their decision on the course of 
action to follow. If there is a conflict of interest the FCEO will intimate this and 
refer the matter to an alternative FCEO. 

In the event of gross misconduct the FCEO will report the matter to the 
Human Resource Manager. Confidentiality between the individual and FCEO 
in this instance cannot be maintained. 

The FCEO guidance and support may include: 

 Assisting the employee in writing a letter to the alleged offender asking 
them to stop. 

 Assisting the employee to draw up a record of the events, meetings 
and attempts to prevent the alleged offence. 

 Approaching the alleged offender on behalf of the employee.  It is 
important that the complainant accompanies the person to make it 
clear that it is their complaint wherever possible. 

 Assisting the employee to commence formal action if appropriate or if 
informal action has failed. 

After the meeting the FCEO will complete the Monitoring Form (Appendix A).  
This record will maintain anonymity of the individual and be passed to Human 
Resources for monitoring purposes only. 

39. FORMAL ACTION 

Formal action will follow the Service’s Grievance Procedure. 

A formal complaint may be appropriate where: 

 The alleged offence is so serious it could be considered as gross   
misconduct. 

 The employee prefers to make the complaint formal. 

 Informal actions have failed to stop unacceptable behaviour. 

A formal complaint should be made initially to the employee’s immediate 
Supervisor, Manager or Departmental Head.  Where this is not possible 
because of the nature of the complaint, a report should be made to the 
Assistant Chief Officer.  The complaint will be acknowledged within 5 working 
days and actioned. 

The person to whom the complaint is made should initiate a preliminary 
investigation to establish the facts of the alleged offence and report the matter 
to the Assistant Chief Officer.  On receipt the Assistant Chief Officer will 
nominate an Investigating Officer, who will produce a report within 20 
workings days of being nominated, where possible. 
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This timescale may be extended with the agreement of the aggrieved and the 
Investigating Officer will keep both parties informed of the progress of the 
enquiry. 

The FCEO will maintain contact with the aggrieved throughout informal or 
formal action until the matter is resolved.  They will ensure that any 
inappropriate behaviour has ceased and that no victimisation of either party 
has occurred as a result of the complaint.   

A flow chart of the complaints procedure is detailed in Appendix B. 

 
 

 

40. Discrimination is not always intentional or overt.  Practices and procedures 
will be constantly monitored to ensure that our Policy is being properly 
implemented and, where barriers to equal opportunities or fairness are 
identified, any necessary changes will be made as soon as possible. 

41. The Service’s Single Equality Scheme action plan will be reported on annually 
to the Police and Fire Committee and reviewed by the Equality and Diversity 
Forum to ensure progress and relevance.   

42. To ensure that Equality and Diversity issues are regularly monitored, reviewed 
and discussed Equality and Diversity will be a standing agenda item at all 
formal Service meetings. 

43. To gather evidence for equality indicators and performance reporting Human 
Resources will analyse workforce data and any informal or formal complaints 
received. Results will be collated annually and will underpin the action plan of 
the Single Equality Scheme. 

 

 

 

44. Additional information or advice can be sought from First Contact Equality 
Officers, for contact details of current officers click on our sharepoint site. 

 
45. The sharepoint site includes: 

a. Current First Contact Equality Officers  
b. Single Equality Scheme 
c. Equality and Diversity Forum minutes 

 
46. Regular updates from the Equality and Diversity Forum will also appear in the 

Service Newsletter. 
 

MONITORING AND EVALUATION 

FURTHER INFORMATION 
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EQUALITY AND DIVERSITY COMPLAINTS MONITORING FORM 
 
 

First Contact Equality 
Officer: 

 

 
 
Date of 
Complaint: 

 

 
 
Details of Complainant 
 

Gender M  F  

 

Disability Yes  No   

 
Ethnic Origin  

 
 
Nature of Complaint 
 

Disability  

 

Sex /Gender Reassignment  

 

Race  

 

Sexual Orientation  

 

Age  

 

Religion or Belief  

 

Bullying  

 

Victimisation  

 

Harassment  

 
 
Location  
 

Retained Station Complainant 
Alleged 
Offender 

Dumfries 
Wholetime 

Station 
Complainant 

Alleged 
Offender 

 

Annan     White Watch    

 

Castle Douglas     Blue Watch    

 

Dalbeattie     Red Watch    
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Retained Station Complainant 
Alleged 
Offender 

Dumfries 
Wholetime 

Station 
Complainant 

Alleged 
Offender 

 

Drummore Auxiliary      Green Watch    
 

Dumfries     
 

Gatehouse     Uniformed Support    
 

Gretna     Non Uniformed Support    
 

Kirkcudbright     Fire Control    
 

Kirkcudbright     

 

Langholm     

 

Lockerbie     

 

Moffat     

 

New Galloway     

 

Newton Stewart     

 

Sanquhar      

 

Stranraer     

 

Thornhill     

 

Whithorn     

 
 
Action Taken Follow Up  
 

Formal   Concluded by Informal Action  

 

Informal   Pass to Formal Action  
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Equality and Diversity 
Complaints Procedure Flow Chart  

Unacceptable Behaviour 

Speak to First Contact Equality Officer Formal Action Informal Action 

Keep a record 

Speak or write 
to alleged 
offender 

Can assist by 
speaking to 

alleged 
offender or 

help to 
construct letter 

Unacceptable 
behaviour ends  

Complain to 
immediate 
supervisor 

Supervisor 
carries out 
preliminary 
investigation 
and reports to 
BMSS 

FCEO completes 
Monitoring Form and 
passes to HR 

No further 
action required  

Consider 
formal action  

Unacceptable 
behaviour 
continues 

Investigating 
Officer carries 
out full 
investigation. 

Report back 
to both 
parties within 
20 working 
days 

Case to answer  

Discipline 
Procedure  

No case to 
answer 


