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Foreword –
Global migration trends reflect the growing variety of cultures living and working in our society today. Census 2006 reported that 11.2 % of the population of Cork City consists of people whose nationality is non-Irish.

 A variety of business benefits can result from various nationalities and cultures, working together to accomplish individual and organisational goals. To maximise the potential an intercultural workforce offers and remain competitive in business environments, organisations have developed models of good practice promoting equality and diversity policies that permit fairness for all employees. 
As equality and diversity plans will depend on the size, structure, and complexity of your organization, it is important to acknowledge the needs of your organization and its employees, communicate clear messages of diversity, share information, benchmark actions, and develop policies and practices that reflect your organization’s commitment to managing diversity. 

This Intercultural Toolkit offers a set of guidelines for organizations and enterprises in Cork looking to reap the benefits of implementing and managing equality and diversity initiatives in the intercultural workplace. We hope you find it useful.
____________                       

Ann O’Sullivan




CEO, Cork City Partnership  

The business benefits of equality and diversity strategies.   
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Reference –Monks, Kathy (2007) ‘The Business Benefits of Equality and Diversity’
The following are recommended guidelines taken from documentary research.

- Entering Employment –

Recruitment- Advertisements, Application Forms and Job Descriptions.
- Include equal opportunities statements in all advertisements. 

- Advertise positions in publications of special interest to minority ethnic groups 

(E.g. The Immigrant Newspaper).

- Consult with existing minority ethnic employees as to the best way for encouraging applications form this target group.
- Translate job advertisements and application forms into relevant languages.

- Ensure job descriptions contain non-discriminatory statements regarding duties, responsibilities and experience required. 

- Ensure personnel specifications for jobs do not contain attributes that discriminate against any group/ethnicity.

- Offer internships, pre-employment training or work experience placements.

       Selection and Placement
- Ensure recognition of qualifications obtained abroad, where possible.

- Guarantee fair selection and recruitment tests, free from bias, in content and scoring, based on agreed competencies required for the job. 

- Arrange for translation facilities/ language supports at interviews. 

- Ensure short-listing of candidates follows a transparent process, with decisions made on the basis of factual evidence.

- Provide feedback to candidates following interviews.

- If possible, include on interview boards a mix of race and/or those who have received equality and diversity training. 
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In Employment -  
Appraisal, Promotion, Training and Development
- Provide induction training to minority ethnic workers to equip them with an understanding of Irish workplace practices and their role therein.
- Get feedback from (a) Human Resource practitioners from other organizations                                                             and (b) Existing minority ethnic workers on the types of information / assistance needed on joining the organization. 

- Prepare training programs based on the needs identified (e.g. English classes).

- Ensure appraisal processes /progress reports are behavior and merit-based. 

- Set up a mentoring / buddy system for minority ethnic workers, to support them in (a) Adapting to the organization and (b) Performing to required standards.

- Ensure all staff  are well informed of promotional opportunities.

- Provide management and leadership training to support qualifying for promotion. 

- Provide appeal procedures for employees dissatisfied with promotional processes. 

- Translate important documentation (contracts/safety policies and procedures) 

(b) Managing Diversity

- Embed an equality focus into everyday management; ensuring equality becomes a normal, routine and integral part of business and management planning. 

- Ensure equality and diversity are regular agenda items at management meetings. 

- Set measurable equality and diversity performance indicators. 

- Review equality and diversity initiatives in annual business reports. 

- Involve minority ethnic workers in collective bargaining processes. 

- Appoint an Equality Officer/Council with responsibility for initiating, monitoring and overseeing the implementation of equality and diversity objectives.

(c) Make cultural allowances, where possible, by:
- Implementing work-life balance arrangements, by being flexible in relation to holidays/unpaid leave, allowing minority ethnic workers observe religious duties and cultural imperatives or visit countries of origin for significant family events. 

- Obtaining feedback from other Human Resource practitioners / existing minority ethnic employees, on cultural /religious needs, obligations and expectations.  

- Accommodating dress code / dietary requirements of minority ethnic workers. 

- Providing translators or interpreters. 

(d) Discipline, Grievances and Tackling Racist Behavior
- Develop systems that take account of cultural and linguistic diversity, promote full equality in practice and do not discriminate against any employee.

- Consult with employee representatives, Human Resource practitioners in other organizations, and Employment and Equality legislation, before developing or adopting discrimination and harassment policies and procedures.
- Send out clear messages on discipline and grievance procedures regarding issues of bullying and harassment which constitute discrimination – 
- the circulation of racist sentiments / displaying offensive statements /exclusion from social activities / intrusive questioning about a person’s private life / verbal abuse including remarks /mockery based on stereotypes or speaking offensively with colleagues about a persons racial origin /culture /dress /religion)

- Train line managers/supervisors to deal with complaints of unacceptable behavior, promptly and fairly, and to take the necessary action. 

- Ensure policies clearly outline your organisation’s commitment to equality and diversity, specific ways this will be reflected in procedures related to recruitment, selection, training, appraisal, promotion, work-life balance and other aspects of the workplace, and the procedures and supports available for dealing with complaints of discrimination. 
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(e) Raising Awareness About Diversity

- Survey workplaces perceptions on diversity, and identify skills and skills deficits in relation to combating discrimination and promoting equality.

- Organise staff training on anti–racism and intercultural awareness, to support the workforce to explore and change if necessary, their attitudes to cultural and ethnic diversity. This should (a) be designed around empowering people and creating positive attitudes and (b) include information on equality legislation, policies and procedures, and facts/ figures/ myths about minority ethnic workers.

- Check with other Human Resource practitioners as to what they have found useful in setting up this training, and identify the most appropriate target groups for the training (all employees/ management and supervisory staff)

- Involve members of minority ethnic groups in delivering the training.

- Display posters/ pictures/ maps/ flags, representing minority cultures, in public areas of the organization, to reflect diversity in a positive way.

– Develop annual initiatives for Anti-Racist Workplace Week (November) and European Week Against Racism (March) and challenge all racist behavior.

Diversity in Customer Service
Diversity in customer service refers to the provision of goods, services, facilities and opportunities to which ethnic minority groups and the general public have access, whether as employees or customers. 

In managing diversity in customer service: 

- Send a clear message of diversity to the public through visibility initiatives    (displaying posters/ pictures/ maps/ flags, representing minority cultures).

- Provide workers with diversity training in customer service delivery. 

- Ensure complaints procedures address customers’ claims and that employee disciplinary procedures are in place to deal with cases of discrimination.

If all else fails!……

If not in a position to make elaborate provisions for minority ethnic employees, 
at least be familiar with what constitutes diversity and equality in the workplace, avail of information on best practices in similar businesses, promote equality and diversity throughout your organization at all times, aim to ensure your workforce reflects the current demographics of the community it operates from, and prepare to reap the enormous benefits, an integrated, intercultural workforce can bring.

Appendix I - Useful Definitions
Racism- is “any distinction, exclusion, restriction or preference, based on colour, descent, national or ethnic origin, which has the purpose of modifying or impairing the recognition, employment or exercise on an equal footing of human rights and fundamental freedom in the political, economic, social, cultural or any other field of public life”.  

Institutional Racism is the collective failure of an organisation to provide an appropriate and professional service to people because of their colour, culture, or ethnic origin. It can be detected in processes, attitudes and behavior which discriminate through unwitting prejudice, ignorance, thoughtlessness and racist stereotyping against minority ethnic groups”. 

Individual Racism is offensive acts or comments based on colour, religion, nationality, or ethnicity of the individual designed to intimidate, insult or humiliate.

Harassment - involves a range of behaviour which, whether intentional or not, makes a person feel uneasy, humiliated, intimidated or uncomfortable or causes offence or threatens or appears to threaten job security. It can be based on the victim’s race, gender, sexual identity, marital status, carer responsibility, age, religious belief, political opinion, colour, nationality, ethnic origins, or disability. 

Bullying-secretive activity that is often unknown until after the event. Environments must be created where harassment is not permitted. 

Benchmarking- a process of comparing successful competitors / organizations and selecting the best of their actions or standards. Searching for the best practices or competitive practices that will help define superior performance of a product, service, or support process. 

Migrant Worker is a “person who is to be engaged, is engaged or has been engaged in a paid activity in a state, of which he or she is not a national.” 
Also, a person who travels from one area to another in search of work. 

Minority Ethnic - A person or group of people who have a different culture, religion or language to the main one in the place or country they live - one that has different national or cultural traditions from the majority of the population. 

Mentoring System- a system where an existing staff are delegated the task of aiding a new employee (of minority origin) in their work, for a certain amount of time after induction (a form of 1-1 coaching provided by experienced colleagues). 

Appendix II - Useful Contacts – 

For further information on equality and diversity in the workplace, please contact: 

The Equality Authority 

2 Clonmel Street, Dublin 2 

Ph -1890 245 545 / 01 417 3336 Email -www.equality.ie 

National Consultative Committee on Racism and Interculturalism (NCCRI) 

Floor 3 Jervis House, Jervis Street, Dublin 1 

Tel 01 478 5777, Email - www.nccri.ie 

National Employment Rights Authority (NERA)

O'Brien Road, Carlow.

Ph : 1890 80 80 90 Email: info@employmentrights.ie 
Irish Congress of Trade Unions (ICTU)
31/32 Parnell Square, Dublin 1
Phone: 01 8897777 Fax: 01 8872012 E-mail: congress@ictu.ie
IBEC 

Confederation House, 84-86 Lower Baggot Streets, Dublin 2 

Tel 01 660 1011, Email -www.ibec.ie

Small Firms Association 

84 Lower Baggot Street, Dublin 2 

Tel 01 605 1500  Email -www.sfa.ie 

Cork Chamber 
Fitzgerald House, Summerhill North, Cork.
Tel: 021-4509044 Fax: 021- 4508568 Email: info@corkchamber.ie
Cork City Partnership 

Sunbeam Industrial Park, Millfield, Mallow Rd, Cork

Ph: 021- 4302310   Fax: 021 4302081
Cork Migrant Workers Centre,

Evergreen St, Cork.

Ph -021-4975941   Email: corkmigrantcentre@eircom.net  

The Department of Enterprise Trade and Employment 

Employment Rights Unit,  Tel 01 631 2121   E-mail: erin@entemp.ie 

Department of Justice, Equality and Law Reform 

Diversity and Equality Law Division, Ph - 01 4790200 Email - equalityinfo@justice.ie
National Action Plan against Racism – www.diversityireland.ie
Appendix IV - Diversity in the Workplace Checklist – 

Consider how well your organisation is performing, in relation to equality and diversity in the workplace, by asking some of the following questions:

                              
 
  Recruitment –

Q. Does your organisation have policies and procedures 
that promote equality and diversity? 

-re Advertisements? 






-re Applications? 






-re Job Descriptions? 

-re Person’s Specifications? 

Q. Does your organisation offer work experience placements?

Selection and Placement

Q. Does your organisation maintain a diversity focus in: 
-the selection and placement of applicants?
-training of interviewers? 

-ensuring a race balance on interview panels? 

-providing induction support for minority ethnic employees?

Appraisal, Promotion, Training and Development

Q. Does your organisation have procedures in place for: 

-supporting minority ethnic workers by way of mentoring/ buddy systems? 

-ensuring all employees are informed of promotional process? 

-adequate complaints, appeal and review processes? 

Q. Does your organisation provide training programmes, that 

reflect the ethnic composition of the organisation? 

-anti-racism, diversity and intercultural awareness? 

-specific support for minority ethnic employees (e.g. English classes)?

Managing Diversity

Q. Does your organization embed an equality focus into management by:

-Ensuring commitment from senior management to the principles of equality?

-Including equality issues on the agenda of management meetings?

-Appointing an Equality/Diversity Officer and/or Council

-Setting measurable equality and diversity performance indicators?

Q. Does your organization make cultural allowances, in terms of: 

- Work-life balance arrangements (taking account of cultural and religious needs)? 

- Dietary needs /dress code requirements of ethnic minority workers?

- Providing translators/ interpreters, when necessary?
Discipline and Grievances

Q. Does your organisation maintain discipline and grievances policies and procedures? 

Q. Are your organisation’s equality and diversity policies clear to all employees? 

Customer Service

Q. Are your organisation’s equality and diversity policies clear to all customers? 

Q. Does your organisation have a feedback and complaints procedures in place? 

Q. Does your organisation provide ‘diversity in customer service’ training?
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