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1. Introduction

The University’s work in advancing equality, diversity and inclusion (ED&l) is
underpinned by the belief that ED&I enhances our university culture, both
academically and socially.

Every member of staff plays an integral role in helping us to create an inclusive
culture where everyone is able to contribute positively to our community. As part of
this, it is important that each member of staff reflects on how ED&lI issues apply to
the institution as a whole and to them as individuals, while also being aware of
relevant good practice guides, policies and sources of support.

This guide is aimed at new and established members of staff, along with their line
managers. It intends to provide practical examples of how you can get involved and
learn more about ED&I. It also aims to prompt further discussion and may be
considered during staff inductions and as part of the annual Performance and
Development Review (PDR) process, allowing you to explore ways to make your
practices more inclusive.

We hope this guide will help to foster confidence and understanding of the important
role we all play in creating a community where diversity is recognised, valued and
celebrated.

If you have any questions please do get in touch with us at equality@york.ac.uk.



mailto:equality@york.ac.uk
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2. Getting involved

A useful way to increase your knowledge and understanding of ED&I issues is by
getting involved with some of the related activities and events taking place across
campus throughout the year.

The University has various Staff Equality Networks that focus on different
areas of ED&I such as Disability, Race, Gender Identity and Sexual
Orientation. These inclusive forums are open to all staff at the University,
whether full or part-time, and provide opportunities to promote and progress
specific areas of equality, share best practice and network with peers. Go
online for more information about our Networks or email us at
equality@york.ac.uk

Staff and students from across the University regularly contribute to what has
become a varied calendar of religious, cultural and equality related events that
take place on campus throughout the year. These events help us to celebrate
and learn more about diverse identities and cultures, while acknowledging key
milestones. Why not keep up-to-date on what’s happening on campus via our
calendar of events and by following us on Twitter at @EqualityatYork and
Instagram at @equalityatyork.

The University has a network of Departmental Equality and Diversity
Champions, why not find out more about them and identify who your
Department Champion is. You might also want to consider speaking to them
about ED&I issues at a local level. See our list of E&D Champions.

This also applies to your Departmental Athena SWAN Rep and Disability
Contact (for students) - make sure you’re aware of who they are in case you
need to approach them for advice on a particular subject.

It is important for us to fully understand who we are as an institution and how
our diverse community is comprised. This enables us to support under-
represented groups and monitor their progression, so that we can take
practical steps towards removing any barriers that might disproportionately
affect them. With that in mind, in 2020 we are extending our staff equality
monitoring categories and would like to encourage you to update your equality
monitoring information via the MyView ‘self-service’ portal. For more
information about how your data is used and stored, contact
equality@york.ac.uk.

You can also learn more about the composition of our staff and student
community by reviewing our available online equality data.



https://www.york.ac.uk/about/equality/staff/equality-networks/
https://www.york.ac.uk/about/equality/staff/equality-networks/
mailto:equality@york.ac.uk
https://www.york.ac.uk/about/equality/events-calendar/
https://twitter.com/EqualityatYork
https://www.instagram.com/equalityatyork/?hl=en
https://www.york.ac.uk/about/departments/support-and-admin/edo/champions/
https://www.york.ac.uk/about/departments/support-and-admin/edo/champions/
https://www.york.ac.uk/about/departments/support-and-admin/edo/champions/list/
https://www.york.ac.uk/about/equality/gender-equality/athena-swan/contacts/#dept-contacts
https://docs.google.com/spreadsheets/d/1vCKuwBRjT8TE_cjJVzuyNAbnnjNBBVOdTsflmMn_YgM/edit#gid=0
https://docs.google.com/spreadsheets/d/1vCKuwBRjT8TE_cjJVzuyNAbnnjNBBVOdTsflmMn_YgM/edit#gid=0
https://myview.york.ac.uk/dashboard/dashboard-ui/index.html#/landing
mailto:equality@york.ac.uk
https://www.york.ac.uk/about/equality/our-responsibilities/equality-data/
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3. Finding out more

There’s always more to learn about ED&I and related best practice, a good place to
start is with the University’s Equality, Diversity and Inclusion Strateqy (2017-2022).

This document sets out the University’s vision for ED&I and highlights the four key
areas or objectives where we need to continue the good work in order to achieve our
vision.

Objective 1: Embed equality into all aspects of University life

Objective 2: Attract, attain and succeed

Objective 3: Be flexible and adaptive to the needs of our diverse University
community

Objective 4: Adopt an inclusive campus approach

To request paper copies of the University’s ED&I Strategy, get in touch at
equality@york.ac.uk.You might also want to consider the following:

e Visit the University’s new Equality, Diversity and Inclusion webpages to find
out more.

e You can keep up-to-date on relevant equality law and find out more about
good equality practice from across the sector at AdvanceHE.
e Also, take a look at some of the University’s ED&I policies and procedures.

e Colleagues from across the University have developed a range of guidance
documents and examples of best practices related to ED&I that you might find
useful on a day-to-day basis while supporting other members of staff and/or
students, for example there is the:

o Inclusive and accessible events good practice guidelines;
o our good practice to assist individuals with hearing loss in meetings;
o our guidance for LGBT+ staff and students travelling outside the UK.

e We have also compiled some useful guidance documents produced by
external organisations, for example:

o AdvanceHE’s Religion and belief: supporting inclusion of staff and
students in higher education and colleges:
o LGBT Foundation’s A guide to being a trans ally.



https://www.york.ac.uk/about/equality/strategy/
mailto:equality@york.ac.uk
https://www.york.ac.uk/about/equality/
https://www.york.ac.uk/about/equality/our-responsibilities/legal-responsibilities/
https://www.advance-he.ac.uk/
https://www.york.ac.uk/about/equality/policy-guidance/policies/
https://www.york.ac.uk/about/equality/policy-guidance/guidance/
https://www.york.ac.uk/about/equality/policy-guidance/guidance/hearing-loss-guidance/
https://www.york.ac.uk/about/equality/staff/equality-networks/lgbti+-matters/resources/lgbt+-travel-advice/
https://drive.google.com/file/d/1idMrkU1aGEzD-Ow2p9q4WHJV1AtMqO80/view
https://drive.google.com/file/d/1idMrkU1aGEzD-Ow2p9q4WHJV1AtMqO80/view
https://www.york.ac.uk/media/abouttheuniversity/equality/documents/LGBTFoundation-GuidetoBeingaTransAlly.pdf
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4. Being a visible ally

We understand that in order to create a truly inclusive and welcoming campus, every
member of our community has a part to play in contributing to our work in this area.
With this, we would like to encourage colleagues to lead by example and act as
visible allies.

e One of the ways you can help support those around you is by making sure
you are aware of the relevant staff and student support services available on
campus. For instance, there is the Student Hub or other support services for
students, along with the Staff Counselling Service and other sources of
support for staff. Depending on your role it may be unlikely that someone will
approach you for advice about where to go for support, however if this does
happen you will be able to sign-post them to the most appropriate service.

e In order to show your support and act as a visible ally for our LGBT+ staff and
student community, why not consider wearing one of our rainbow lanyards
and adding a preferred pronoun sticker to your ID badge - email
equality@york.ac.uk to order yours!

e Another way for you to act as a visible ally and to signal your support for
diverse groups, is by including preferred pronouns (e.g. he/him/his) and your
working pattern (e.g. Monday-Thursday) in your email signature. It’s little
things like this that help us to foster a more inclusive campus environment. It's
also useful on a practical level as it enables others to know when you’re
unlikely to respond to emails during non-working hours.

For example:

Samira Ahmed
Equality and Diversity Officer

Pronouns: she/her/hers

Equality and Diversity Office
Sally Baldwin Buildings
Block D, Room D/015
University of York

York, YO10 5DD

Tel: 01904 324680
Website: www.york.ac.uk/about/equality/
Twitter: @EqualityatYork

Working pattern: Tuesday to Thursday (08:00-16:00)


https://www.york.ac.uk/students/support/student-hub/
https://www.york.ac.uk/students/support/
https://www.york.ac.uk/students/support/
https://www.york.ac.uk/admin/hr/browse/health-and-well-being/employee-assistance
https://www.york.ac.uk/staff/support/
https://www.york.ac.uk/staff/support/
mailto:equality@york.ac.uk
https://www.york.ac.uk/about/equality/
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5. Reflecting on your role at York

Each academic and professional support department is uniquely different and
encounter a whole range of diverse challenges. You might find it useful to reflect on
some of the relevant ED&I issues that occur at a local level within your department
and consider how you can help to make a positive contribution to tackle some of
these issues.

e Consider how you can encourage colleagues in your area to engage more
with ED&I, perhaps you could help to publicise this and other related guides
within your department, either via a noticeboard or internal communication.

e We all have unconscious bias’ and will, from time to time, make swift
judgements and assumptions about other people. Try to reflect on some of
your own experiences at work and at home, and consider how the
perspectives of others might differ from your own. There are many ways to do
this, one way is to pick out a moment when you met someone for the first time
and to recall the initial impressions you had about that person and then
consider how those impressions changed over time when you became much
more familiar with that person.

6. ED&I Training

There are lots of ED&I training and briefing sessions taking place across the
University, within departments and via the Learning and Development Team, it's
worth looking out for these and using them as opportunities to increase your
knowledge.

e Learn more about ED&I issues by completing the online Equality and Diversity
and Unconscious Bias online training modules. This could be for the first time,
or it might be worth refreshing your memory and testing your knowledge.

e The University often runs ED&I themed sessions, when you spot one of these
via the events calendar for the Learning Management System (login required),
you might want to consider speaking to your line manager about attending.



https://www.york.ac.uk/admin/hr/learning-and-development/statutory-and-compliance/training-requirements/
https://york-ac.csod.com/LMS/BrowseTraining/BrowseTraining.aspx#f=1&o=1
https://york-ac.csod.com/LMS/Catalog/EventsCalendar.aspx#m=2&d=07/17/2019
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7. Suggestions for managers and Heads of Department

We want to encourage all staff to think about how they contribute to ED&I. It's
important to consider how the work of your team and individual members can
enhance ED&I at the University, from both a staff and student perspective.

Examples of things you might want to consider are:

e Accessibility - Explore ways that you and your team could improve the
accessibility of the printed and online information you produce, not only for
students but also for other staff (e.g. using heading styles and alt text within
documents). For more information on accessible formats see the University
guidance on using heading styles to structure documents alongside the online
e-accessibility wiki (login required).

e Communication and webpages - Consider ways of making ED&| more
visible within your communications and via your webpages, perhaps by
incorporating links to online resources and relevant guidance documents. Ask
yourself, does ED&I have a regular slot on our agenda? Are we discussing it
as a team and what can we do to increase visibility of the University’s overall
ED&I objectives?

e Diverse perspectives - Consider the perspectives of staff and students from
diverse and under-represented groups, and how their interactions with your
team could be enhanced. What can we do differently in order to be more
inclusive?

e Flexible working - While leading a team it’s important to strive to make your
working environment as inclusive as possible, balancing the needs of
individuals with the requirements of their particular roles. Every department is
different and one arrangement that works for one team may not work for
another. However, you should consider ways your team could benefit from
working more flexibly, examples include:

o exploring opportunities for part-time working or job-share
arrangements;

o Where appropriate you could encourage staff to consider some of the
University’s other work life balance policies such as maternity leave,
paternity leave, shared parental leave, career breaks and the flexible
working policy.

o encourage colleagues to make use of the University’s flexi system,
which may lead to them starting or finishing earlier depending on what
works best for them;

o hot-desking may provide additional flexibility, along with agreeing tasks
and allowing colleagues to work remotely or from home on certain
days;



https://elearningyork.wordpress.com/learning-design-and-development/technology-enhanced-learning-handbook/1-baseline-use-of-the-vle/1-2-key-accessibility-guidelines/
https://elearningyork.wordpress.com/learning-design-and-development/technology-enhanced-learning-handbook/1-baseline-use-of-the-vle/1-2-key-accessibility-guidelines/
https://wiki.york.ac.uk/pages/viewpage.action?spaceKey=EAC&title=e-accessibility+home
https://wiki.york.ac.uk/pages/viewpage.action?spaceKey=EAC&title=e-accessibility+home
https://www.york.ac.uk/admin/hr/policies/appointments-contracts-leavers/job-share/
https://www.york.ac.uk/admin/hr/policies/appointments-contracts-leavers/job-share/
https://www.york.ac.uk/admin/hr/policies/leave-and-absence/maternity/policy/
https://www.york.ac.uk/admin/hr/policies/leave-and-absence/paternity/
https://www.york.ac.uk/admin/hr/policies/leave-and-absence/shared-parental-leave/policy/
https://www.york.ac.uk/admin/hr/policies/leave-and-absence/career-break/
https://www.york.ac.uk/admin/hr/policies/leave-and-absence/flexible-working/procedure/
https://www.york.ac.uk/admin/hr/policies/leave-and-absence/flexible-working/procedure/
https://www.york.ac.uk/admin/hr/policies/leave-and-absence/flexitime/
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o it's also important, where possible, to discourage colleagues from
checking emails outside of their preferred working pattern, and equally
important that you lead by example by doing the same.

Managing change - It is important that our policies, practices and procedures
are as inclusive as they possibly can be, and we recognise that changes to
processes within departments can sometimes adversely impact particular
groups, either directly or indirectly. When there are any significant changes to
the way your team works, you should consider carrying out an Equality Impact
Assessment in order to help reinforce good decision-making and to assess
the likely (or actual) impact that a new policy or process may have on
particular team members.

Supporting colleagues - Consider the diverse needs of your individual team
members and, where possible, hold regular one-to-one meetings to explore
how you can better support them. In instances where an adjustment or
arrangement has been put in place to support a colleague, be sure to check in
with them regularly to assess if the adjustment is still appropriate, and
remember that their circumstances may change over time.

Professional development - Think about how you can encourage staff from
under-represented groups to put themselves forward for career development
opportunities, particularly engagement with some of the broader opportunities
available, such as the Springboard programme, the coaching and mentoring
scheme, or reverse mentoring with someone from a diverse background as a
two-way development opportunity.

Recruitment and selection - Consider how you might recruit more diversity
within your area and what some of the barriers might be to this. For instance,
how diverse are your recruitment and selection panels? Do all panel members
have an understanding of unconscious bias and what additional checks are
you building into the process, which might help to identify bias’ if they arise?
Have you considered the use of Positive Action Statements during the
recruitment process and whether the language used in the job advertisement
is fully inclusive?



https://www.york.ac.uk/about/equality/our-responsibilities/impact-assessments/
https://www.york.ac.uk/about/equality/our-responsibilities/impact-assessments/
https://www.york.ac.uk/admin/hr/learning-and-development/springboard/what-is-springboard/
https://www.york.ac.uk/admin/hr/browse/organisational-development/mentoring-and-coaching
https://www.york.ac.uk/admin/hr/browse/organisational-development/mentoring-and-coaching
https://www.york.ac.uk/search?q=unconscious+bias&btnG=Search&site=yorkweb&scope=
https://www.york.ac.uk/admin/hr/recruitment/preparation/equality-and-inclusion/positive-action/

Contact Us

Equality and Diversity Office

Room DO15, Sally Baldwin Buildings
University of York, Heslington

York, YO10 5DD

Telephone: +44 (0)1094 324680

Email: equality@york.ac.uk

Webpages: www.york.ac.uk/about/equality/
Twitter: @EqualityatYork

Instagram: @equalityatyork

YouTube: Equality Office UoY

v1.0


mailto:equality@york.ac.uk
https://twitter.com/EqualityatYork
https://www.instagram.com/equalityatyork/?hl=en
https://www.youtube.com/channel/UC0rYKxHluazxNXfiUlYUsTg

