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Guidance for participants

Submission Deadline – 10 September 2010
Please ensure you have submitted your online questionnaire and all accompanying evidence by 5pm on the above date. This deadline is final and Stonewall is unable to accept any submissions after this date. 

Please see www.stonewall.org.uk/wei for participation details. 

NB: All questions in this survey refer to the year period 1 September 2009 through 10 September 2010 unless specified otherwise. 

	Part One: Policy and Practice


Question 1

In this question we are looking at the extent to which your work on lesbian, gay and bisexual (LGB) equality and diversity is of strategic importance in your organisation.

In the very best organisations this is evidenced by having an organisation-wide equality and diversity strategy, which has an action plan with identifiable objectives and milestones to be achieved. 

Option B and C) – The best organisations have a strategy which clearly demonstrates why the organisation is focusing on LGB inclusive equality and diversity and how this ties in with the aims of the organisation as a whole. For example, if one of your organisation’s main aims relates to ‘valuing people’, how does LGB equality and diversity feed into this? In effect, what are your organisation’s main drivers, and how does equality and diversity fit into them?

Option D) – This strategy should ideally be reviewed at Board level. By ‘board’ we are referring to your most senior management/decision making team within the organisation. If however, the strategy is reviewed by a board or group which has delegated responsibility of the board and features at least one representative from your organisation’s most senior management team this would also count here. For example, an Equality and Diversity Board which is chaired by the Chief Executive. 

Question 2

Having a diversity team or person in place within the organisation responsible for LGB equality is crucial to achieving a workplace where LGB staff are fully included. This team or person does not need to be exclusively dedicated to working on LGB issues; however LGB equality issues must be explicitly included within their remit. 

As well as having this team or person in place, it is also important that they are well supported by the organisation. We would like to know whether this team/person has access to a budget and direct open communication channels to those at the most senior levels of the organisation. 

Option B) – The budget does not need to be sexual orientation specific and can be part of a wider equality and diversity budget. Please note that this is the budget that is used for the entire organisation’s diversity and inclusion work. We are not referring to budgets for employee network groups.  

Option C) – This direct reporting link to the most senior level in the organisation can include the most senior member of the diversity team whose remit includes sexual orientation equality and diversity. This question examines whether the Equality and Diversity Team/Officer has direct access to the most senior level in the organisation. 

Question 3a

We would like to know if you have a senior lead champion for LGB equality. The role should be a clear part of the person’s remit which is well communicated to all staff in the organisation. This person is not restricted to someone who is in an HR or Diversity role. 

If you have several champions for LGB equality please tell us about the individual who is the most senior and/or the most active in their role, as question 3a and 3b must refer to the same person. Additional champions for LGB equality can be cited in question 25. 
Question 3a looks at how senior your champion is. Question 3b looks at how active they are.
Question 3b

It is important that your lead champion, specified in question 3a, is active in their role as champion. Please indicate the ways in which this person has advocated LGB equality in the past year. As stated in the guidance above, questions 3a and 3b must refer to the same person. 

Option A) – If this person is present during, presents to, or is part of Board-level meetings where LGB issues are discussed, please evidence this with an agenda, minutes showing attendance, presentation slides, etc.

Option B) – If this person has engaged with senior managers or line managers promoting or discussing the importance of LGB equality for your organisation, please provide the appropriate evidence.

Option C) – This person should be engaging with all staff to promote LGB equality in the workplace. For instance, communicating to all staff a strong leadership message on the importance of LGB equality can be via staff-wide newsletter, email, on your intranet, or other organisation-wide communication method.

Option D) – Where you have an LGB employee network group, we are looking for evidence that your senior champion regularly communicates with the group e.g. senior champion attendance at network group meetings or specifically arranged meetings with the network group or a network group representative and your senior champion.

Option E) – This can refer to attendance at particular events organised by the LGB employee network group or general LGB awareness raising events. This does not refer to attendance at regular meetings of the network group; please see option D above. 

Question 4
We want to know whether all of your policies and procedures are up-to-date with the legislative protections for LGB employees and customers/service users, and accurately reflect and include their needs. Please tell us whether you have done a full audit to ensure your policies and procedures are inclusive of LGB staff, customers and service users and whether you have a process in place to ensure audits are completed on a regular basis. 

An audit in this instance is defined as any procedure whereby policies and procedures are tested for inclusivity and legislative compliance. Equality Impact Assessments would be an example of this.

Question 5

This question tests whether your benefits are offered equally to all staff and use language and terminology that explicitly include your lesbian, gay and bisexual staff. We are also looking for evidence that you have taken steps to remove any barriers that may hinder or prevent LGB staff from accessing these benefits. 

Option A) – This examines how you have checked staff benefit policies, such as Paternity Leave, to ensure they don’t contain any exclusive language and comply with legislation. Please submit two of the following benefit policies as evidence: your paternity/maternity support leave, adoption leave or bereavement leave; they will be used to answer both Option A and Option B.

Option B) – This tests whether you have included specifically inclusive language, for example, stating that the term ‘partner’ also refers to same-sex partners and using ‘civil partnership’ as well as ‘marriage’.
Option C) – This option tests whether line managers, those with supervisory or people management responsibility or those responsible for applying staff benefit policies have received training on how these staff benefits apply to LGB staff. 

Option D) – This examines the ways in which your organisation communicates LGB inclusive benefits to LGB staff to ensure appropriate take up.

Question 6 

This question alerts us to any tribunal cases you may be involved in. The scoring is therefore neutral unless you have a case upheld against you in which case the score is negative. The period this covers is September 2009 through September 2010.

Question 7

Recent research tells us that homophobic bullying and harassment remains prevalent in many workplaces across the UK and often goes unreported. Please tell us what specific procedures you have in place to tackle and prevent homophobic bullying and harassment in your workplace and to facilitate reporting. For example, some organisations have set up independent telephone lines or trained advisors.

Option A) – Please submit your Bullying and Harassment policy or equivalent which includes sexual orientation.
Option B) – In order to clarify what constitutes anti-gay bullying, some organisations include specific examples of anti-gay bullying. For examples see Stonewall’s workplace guide on bullying and harassment. 

Option D) – This examines how staff who deal with bullying and harassment are able to recognise and respond to LGB-related bullying and harassment. For example, some organisations use their LGB staff network groups to train staff who deal with bullying and harassment on the nature of anti-gay bullying and the barriers staff may experience when reporting incidents.

Option E) – This examines whether or not your organisation recognises the potential barriers facing LGB people in reporting bullying and harassment. It tests your grievance or complaints procedure for any kind of anonymous reporting, confidential whistle blowing programme, or third party reporting via staff network group, LGB trade union representative or LGB professional association. It looks at how these third party reports are integrated into your complaints procedure and what impact they have on the reporting structure. Where there is a reporting mechanism outside of the organisation, please describe how it is used by the organisation. 

Option F) – When recording bullying and harassment complaints, some organisations record if the complaint relates to the victim’s sexual orientation and regularly report on the data collected. Please provide evidence of forms or reports recording this information. 
	PART 2 STAFF ENGAGEMENT


Question 8
Questions 8 and 9 are linked and test the role of and support you offer your LGB employee network group. Stonewall has developed the ‘Star Performer Network’ logo for LGB employee network groups (ENGs) to recognise the top ENGs in the Workplace Equality Index. ENGs will be assessed on the information provided for questions 8 and 9. 

Option A) – This refers to an LGB (or LGB&T) staff group active within your organisation. Where you use an external LGB group (e.g. national network, an LGB union group, etc) please provide evidence of an active branch in your organisation.

Option B) – This question aims to determine your network group’s access to funding within the organisation to year on year. Please describe your network group’s allocated budget or how it gains access to funding from the organisation to carry out its activities.

Option C) – Supporting the staff group with other resources (apart from budget) refers to the alternative means by which organisations can support their staff groups e.g. use of internal communication channels, use of stationary for poster/leaflets, providing meeting rooms, providing staff time to attend meetings etc.  

Option D) – A two-way communications route with HR/Equality and Diversity means that there is a formal communications link with the network group (e.g. regular meetings) or there is a system in place whereby the organisation can consult the group and the group can in turn feed back any concerns, issues and/or initiatives.  

Option F) – If you do not have an LGB staff group, you may provide evidence of the alternative resources that you offer to LGB staff for networking and feeding back to the organisation e.g. providing access to external groups, holding focus groups, access to an LGB trade union representative etc. 

Question 9
We want to know the remit of your staff group and the extent to which it plays a constructive part and acts as a resource in your organisation. If you are part of a regional or joint network group, please explain how the network’s activities impact on your organisation.
Option A) – When undertaking audits of internal policies and procedures, the best practice organisations consult with their LGB staff to advise where these policies and benefits impact upon them and how to make the policies inclusive. 

Option G) – This examines your ENG’s involvement with the aims of your organisation as a business or service provider. For example, some organisations consult their LGB employee network group when marketing to the LGB community or when developing a Single Equality Scheme that impacts on LGB service users. 

Question 10

Question 10 asks the ways in which your organisation engages all staff, both LGB and non-LGB, on sexual orientation equality issues. This is apart from or in addition to an employee network group. We want to know what programmes of communication and engagement you use to ensure that your initiatives on LGB equality reach all members of staff, helping to create a workplace where everyone feels able to discuss sexual orientation issues with confidence. 

Option A) – Please describe the information regarding LGB equality given to staff at induction.

Option C) – This tests how your organisation communicates LGB related issues or events to all staff. This can be via all staff emails, intranet messages, or some other form of all staff contact, e.g. pay slips.

Option D) – This tests whether you have LGB related resources on your intranet accessible to all staff, e.g. LGB related events, network group information, LGB related material, etc.

Option G) – LGB awareness raising events open to all staff refer to conferences, seminars, diversity days, or other such events which have an LGB specific content or include LGB issues as part of a wider programme.

Option H) – This includes use of the ‘Stonewall Diversity Champion’ logo, ‘Stonewall Top 100 Employer’ logo (also available to non-Diversity Champions featured in the Top 100 of the Workplace Equality Index), and the ‘Star Performer Network’ logo. 
Option I) – Consultation exercises on LGB issues open to all staff (not just an LGB network group survey/consultation). This could include focus groups or an organisation-wide survey. If you regularly consult with an LGB trade union representative or professional association, please describe these consultations. 
	PART 3 STAFF DEVELOPMENT AND SUPPORT


Question 11

We want to know if your training programmes/modules cover LGB issues/equality. This training does not need to solely cover LGB issues, but LGB issues must be explicitly included. The staff who you identify in this question as being provided with diversity training should be strongly encouraged to attend, and you should have a policy which supports this.

Question 12

Please provide the closest approximation possible of the proportion of staff that have completed LGB inclusive diversity training. LGB issues must be explicitly covered. 

For this question, we include all training to date, not just training which has taken place in the past year. 

Question 13
We want to know how in-depth the LGB inclusive diversity training that you offer to staff is. 
Option A) – Introductory-level training could provide information that raises awareness of relevant legislation, your equality policies and informs staff of their need to comply.

Option B) – At higher level, scenario based training helps people consider their attitudes and behaviours and raises their ability to adapt behaviour to be more inclusive of diversity. 

Option C) –Advanced learning could involve, for example, intensive two-day diversity training which includes sexual orientation or training that focuses specifically on sexual orientation and aims to inspire participants to be leaders of organisational change. 

Please claim credit for the option that most closely describes your most advanced level of training offered. If you offer multiple training packages, please claim credit for the most advanced level training package that you offer. For example if you offer both an introductory level training package for all staff and an advanced level training package for senior staff, please claim credit for advanced (option C). Similarly, if you only offer basic level training package, please claim credit for introductory level only (option A). 

Question 14

In this question we use the term “line manager” to describe those responsible for managing others. If you do not use this term within your organisation, please use your own language within your response.

Line managers play a crucial role in the experience of staff. This question tests how you ensure line managers are equipped to manage diverse groups of staff, understand their role in supporting LGB staff and contribute to an LGB inclusive work environment. 
Option A) – Many organisations incorporate equality and diversity targets into performance reviews for line managers – please demonstrate how sexual orientation equality issues are included in this process.
Option B) – The best performing organisations provide advanced learning for line managers to ensure they know how to manage a diverse workforce, for example using case studies featuring issues for LGB people at work. 

Option C) – Many organisations consider equality and diversity knowledge and achievements in their appointment criteria for managers – sexual orientation issues must be included.

Option D) – Refresher diversity training for managers must include LGB equality issues and be mandatory for managers to undertake. 

Question 15
LGB people can face particular barriers in progressing their careers. We want to know what career development support you offer to LGB staff to tackle these barriers and support career development.
Option A) – This question tests how existing, non-LGB specific leadership or professional development opportunities are promoted to LGB employees to ensure awareness of the opportunities available.

Option B) – LGB specific leadership or professional development can either be internal or external. If the LGB specific development is provided by an external organisation (including the Stonewall Leadership Programme), please provide evidence of how you promote the opportunity to LGB staff. 

Option C) – This can include a formal mentoring scheme with a specific LGB element, a mentoring scheme which is run by an Employee Network Group or an LGB inclusive mentoring scheme co-ordinated by a trade union or professional association.
Option D) – If you provide LGB-sensitive staff counselling, please provide evidence of how you promote this service to staff.

Option E) – If you monitor or have a system of monitoring the take up of development opportunities by LGB staff members as a means of uncovering any shortages or potential barriers, please provide evidence of what you have discovered, and how you attempt to deal with the outcomes.
	PART 4 MONITORING 


Question 16

Many organisations undertake monitoring exercises that allow them to assess the demographic make-up of their workforce. Monitoring at particular stages in the employment cycle allows organisations to track the recruitment, progression and retention of staff. Similar to other diversity strands, do you monitor sexual orientation at these stages to capture whether there are any issues with the recruitment and selection, progression and retention of LGB staff?

Option B) – Once you have collected data on applications for a job role are you able to track whether you have appropriate levels of LGB people securing jobs within your organisation? For more information or advice, please refer to Stonewall’s workplace guide on monitoring. 

Question 17

Do you monitor the sexual orientation of staff so that you can assess whether LGB staff are appropriately represented throughout the organisation? This question tests your ability to demonstrate the representation of LGB people at different levels within your organisation. Please indicate which grade(s) and/or level(s) you capture sexual orientation monitoring information.
Question 18

This question tests the extent to which people declare their sexual orientation in your monitoring exercises.
For those members of staff who took part in your most recent monitoring exercise, whether in a staff survey or data collection exercise; please tell us what proportion of them declared their sexual orientation - whether lesbian, gay, bisexual or heterosexual. Please exclude from this figure any deliberate spoils, non-responses (people who left the question blank) or those who ticked ‘prefer not to say’. 

Question 19
Many organisations will investigate the workplace experiences of their staff via confidential staff attitude surveys. We want to know in which ways the experiences of LGB staff are captured in your attitude survey. Are you able to break down survey responses by sexual orientation? Do you ask any specific questions on sexual orientation issues, e.g. who are you out to at work? Have you witnessed any homophobic bullying? 

To qualify for credit, your most recent staff attitude survey must have taken place within the past 2 years. 

Question 20

Equally important to collecting monitoring data is that this data is constructively used.  Who are monitoring results reported to and actioned by?  

Please note that it is important that monitoring data remain confidential and anonymous – where we say ‘results are reported to and actioned by’ we mean a confidential and anonymous analysis of trends or issues.

This question examines whether organisations have the facility to report on findings of staff attitude surveys broken down by sexual orientation and/or monitoring sexual orientation at different stages in the employment cycle (as discussed in questions 16, 17 and 19). Please tell us here about any actions taken from any of your monitoring exercises on sexual orientation. 

	PART 5 SUPPLIER POLICIES


Question 21

This question looks at the extent to which you require suppliers, contractors and partner organisations to comply with your policies and procedures on LGB equality and inclusion. Please describe how you do this through the tendering, awarding of contracts and contract management processes. It is strongly advised that you involve colleague(s) from your procurement team in answering these questions.
Option A and B) – These questions test how LGB inclusive equality and diversity is incorporated into procurement. Best practice organisations require contractors and partner organisations to comply with equality legislation and, where appropriate, abide by their equality policy and procedures. If your approach to equality and diversity in procurement is set out in a procurement policy or Pre Qualification Questionnaire, please submit this document as evidence for both questions.
Option C) – Please describe how LGB inclusive equality and diversity criteria are incorporated into contract management, and how equality and diversity is monitored over the duration of the contract.
Option G) – The best performing organisations have a contractual clause which states that the organisation could terminate the contract with their supplier if there is a breach of the equality and diversity policy (including sexual orientation) and where the partners are unable to resolve this.
	PART 6 COMMUNITY ENGAGEMENT


Question 22

To the benefit of your employees, customers/service users and in the context of wider social responsibilities, in what ways do you target, support and engage with the LGB community? Please use the following as guidance:

Option A) – This question refers to your visibility as an employer, business or service provider in the wider LGB community. This could include, for example, advertising a job or service in the LGB media, exhibiting at an LGB specific recruitment fair or if your organisation has been profiled as an employer, business or service provider in the LGB media.
Option B) – If in the past year you have been featured or advertised in any non-LGB media showing the ‘Stonewall Diversity Champion’, ‘Stonewall Top 100 Employer’ or ‘Star Performer Network’ logo or demonstrating commitment to sexual orientation equality, please submit the profile as evidence. This can also include recruitment websites.
Option C) – official sponsor of LGB event e.g. Pride, LGB&T film festival, Stonewall event, regional or sector specific LGB community event, etc. An official sponsor is a named sponsor.
Option D) – Participation or supported staff participation or behalf of or representing in an official capacity your organisation in an LGB community event, e.g. marching in Pride.
Option E) – Supported LGB community group or project with funding, publicity or facilities e.g. LGB youth groups, LGB sports teams, hosting an event, telephone advice/report line, etc.

Option F) – Sponsored/commissioned LGB related publication/piece of research. This does not include staff specific research - it must be external e.g. commissioning research on LGB experiences in health services, housing needs, market research with LGB consumers, etc.

Option G) – Strategic work with LGB service users/customers e.g. hate crime initiatives, focus groups with LGB service users, developing client networks, etc. 

Option H) - Senior organisational leadership active in LGB communities e.g. keynote speakers at external LGB events, senior management launching Pride on behalf of the organisation etc. 

	PART 7 PINK PLATEAU 


Question 23

We know that barriers still exist in terms of LGB people getting to the top of organisations and/or being able to be ‘out’ in these roles. Visibility at the senior levels of an organisation is a powerful indicator of equality and provides inspiration for other staff.   

Please tell us if you have open LGB members of staff at the three uppermost levels of your organisation. ‘Openly lesbian, gay or bisexual members of staff’ refers to LGB staff who are open about their sexual orientation with colleagues within the workplace – we are not asking for monitoring data in this question as monitoring data does not indicate whether or not LGB staff are out at work. Please provide us with an approximate figure of openly LGB members of staff within the top three tiers of your organisation and provide us with a name of one person from each tier. This information will remain strictly confidential. 

The top tier refers to the Board/CEO-level equivalent. This level does not include elected councillors, trustees etc. and should be restricted to that top Board/Director level equivalent. The second and third tiers refer to those tiers directly below the top tier. If your organisation is not structured in tiers, please use this question to describe what your organisation considers the top three uppermost levels.
Question 24

Active and visible senior LGB role-models send out a powerful message of support to LGB staff. A role model may act as a mentor, speak at events, send out staff wide communications in relation to LGB equality issues, etc. This person CAN be an elected councillor, trustee etc.

Organisations must refer to ONE role model throughout this question - please provide the name of your most active and visible role model. Any other LGB visible role models within the organisation can be referred to in question 25. 

	PART 8 ADDITIONAL INFORMATION


Question 25

Please use this section to tell us about anything that you have not had the chance to discuss in the questions above. This can include any LGB specific initiatives, achievements or innovations not covered above. 

This is an opportunity to showcase what you consider is good practice in your organisation. Please do not send us information on initiatives or achievements that refer only in passing to LGB people/sexual orientation issues and please do not use it to summarise your submission.

	PART 9 STAFF FEEDBACK


We would also like to hear directly from your lesbian, gay and bisexual staff on their experiences working within your organisation. Within the email providing you details of the Workplace Equality Index is a link that will give your staff access to this survey. Each organisation will receive a unique code that respondents will have to use to login to the survey.  

Below is a template to advertise the survey to staff; please adapt to suit your organisation’s in-house communications style and advertise to all staff as appropriate. This questionnaire is aimed at lesbian, gay and bisexual staff and we would encourage organisations to advertise the survey to ALL staff to give those LGB staff who are not members of the employee network group or not out within the organisation an opportunity to take part. 

The questionnaire data will be kept strictly anonymous and only aggregate data will be shared during benchmarking meetings. There is no minimum number of responses required, but in order to avoid identifying individual respondents, Stonewall will only analyse and report back organisations with 10 or more responses. For an organisation with 1000 staff we would expect around 20 responses.
The staff feedback questionnaire will open on 26 April 2010. Please visit www.stonewall.org.uk/wei for further information regarding this questionnaire. 

IF YOU REQUIRE ADDITIONAL GUIDANCE OR ADVICE PLEASE TALK TO YOUR POINT OF CONTACT ON THE WORKPLACE TEAM or CONTACT STONEWALL’S WORKPLACE TEAM ON 020 7593 1868
Staff Attitude Survey Template:
Stonewall Staff Feedback Questionnaire 

[Insert name of organisation] is taking part in the Stonewall Workplace Equality Index, a tool we use to evaluate our workplace practices on sexual orientation equality. 

As part of this, Stonewall would like to hear from lesbian, gay and bisexual staff at [insert name of organisation] on their experiences in the workplace. Please follow the instructions below to take part in this short questionnaire. 

The information you provide will be anonymous and will go to Stonewall's Workplace Team, not to [insert organisation name]. Once the data is collected and analysed, only your organisation's average scores will be shared with us.  

Please click on the link below and type in the following three digit code which is unique to each organisation. The deadline for responses is 10 September 2010:

Link to questionnaire: http://www.stonewall.org.uk/stafffeedback 

Three digit code: [Insert organisation’s code]

For more information about Stonewall’s work and the Diversity Champions programme, please visit http://www.stonewall.org.uk/workplace 

Thank you

N.B. Facts will be checked by the Stonewall Workplace Team. Credit can only be awarded where requested evidence is supplied with the questionnaire. Staff interviews will be carried out with high scoring organisations later in the year. 

Please visit www.stonewall.org.uk/wei for details on how to participate. 

Questions?  Call our workplace team now on 020 7593 1868


