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EINTRODUCTION

Responsibility for a sustainable environment rests with all of us. At Step Ahead, we apply the
same best practice principles as our clients in the public sector. Step Ahead has also signed up
to the UN Global Compact, which hasten principlesin the areas of humanrights, labour, the
environment, and anti-corruption. These principles enjoy universal consensus and are derived
from:

e TheUniversal Declaration of HumanRights

e Thelnternational Labour Organisation's Declaration on Fundamental Principles and
Rights at Work

e TheRioDeclarationon Environment and Development

e The United Nations Convention Against Corruption

The Global Compact asks companies to embrace, support, and enact, within their sphere of
influence, a set of core values in the areas of humanrights, labour standards, the environment,
and anti-corruption. We demonstrate our commitment to sustainability by ensuring that every
strand of decision-making within the company takesinto account the potentialimpact of the
choices we make. We ensure that this policy is promoted and communicated to staff and
participants alike.

We have a dedicated sustainability manager on staff and hold monthly team meetings during
which we review our performance in the three key areas of social, economic, and environmental
sustainability. Step Ahead is hugely committed to sustainability in all areas of its operation and is
committed to promoting sustainable development whilst delivering activities and ensuring that
any Delivery Partners and/or sub-contractors will also support sustainable development. We
incorporate our company ethos, specifically our methods for ensuring that every strand of
decision-making considers the social, economic, and environmental aspects of sustainability in
ourdelivery.

POLICY

Social

At Step Ahead, we have an ongoing concern for the impact our business has onits people, our
participants, and the community. We are a ‘people business’ anditis therefore considered
imperative that every action within our organisation has a positive impactin this area.

o Contracts of Employmentand Terms and Conditions for Staff are reviewed annually
and amended whenever appropriate or beneficial.

« Weensure that the benefits package for staff isthe bestin our sector(e.g. private
medicalinsurance, personal pension plans, annual leave allowances, etc.)

e« Ouremployee handbookisreviewed atleast annually and updatedregularly to ensure
thatitis current andreflects best employment practice.

o StepAheadiscommittedto promotinga healthy work/life balance.

e Weare committed members of the REC.
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o Stafftraininganddevelopmentis equally accessible to all staff (oermanent and
temporary).

o Alltemporary staff are debriefed weekly and have continualaccessto their Step
Ahead consultants.

e Allstaff have ‘mini-appraisals’ monthly with their manager and six-monthly appraisals
with their manager.

e« We have a Process Manual for our staff which clearly and succinctly outlines our
business processes.

¢ Wehaveacomprehensive Equality, Diversity and Inclusion Policy.

e All staff have comprehensive induction training which includes all relevant legislation
e.g. Employment Agencies Act, Health and Safety, Sex Discrimination, Race
Discrimination, Disability Discrimination, Immigration, Working Time Regulations.

o Allnewregulationsand amendments are presented to staff during group training
sessions.

e StepAheadhaswon several awards forits commitment to staff training and
development.

o« Weregularly sponsor staff, clients, and suppliersin charitable events.
e Wehaveanannualbudget for charity donations.

¢ Wehave effectiveriskmanagementin place inrespect of harmto the vulnerable,
security, confidentiality, health, fraud, and professional malpractice.

Economic

Itis critical that our business can maintain sound economic sustainability —our existence
depends onthis.

e Managementaccountsare produced andreviewed every month.

e Regularreviews are held withthe company’s auditors.

e Ourdebtturnsandcurrentdebtors are reviewed monthly.

e Suppliersare paid at the end of every month (or sooner, where appropriate) without fail.

¢ We conductregularreview meetings with our clients to gain feedback on the quality
of our service versus our pricing.

e Qualityassurance feedbackis sought forevery participant supplied.

e Competitoranalysisis conducted onanongoing basis.

o Allfeedbackisacteduponaccordingly.

e Ouraccountsare subject to fullannual audit by external auditors.

Environmental

Because of our commitment to running our businessin an environmentally friendly manner, Step
Ahead has determined operational procedures and best practices forits key activities as the
result of regular environmental assessments. These are conveyed to the staff by appropriate
means, such as:

e Verbal/writteninstruction
e DoandDon’tguidelines
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All staff are trained on our environmental policies and are expected to payregardto the
minimisation of wasteandgreenhouse gases. As partof initialinductionand on-going training,
staffaremade aware that they are responsible for reporting environmental observations
and suggestions to the Environmental Manager. Wheneveritis consideredrelevanttothe
goods orservicesrequired, acopy of the Organisation’s Environmental Policy isissued to all
suppliers and stakeholders. In addition, when appropriate, suppliers and stakeholders are made
aware of the Organisation’s positionrelating to the environment, in particular regarding:

e Preventionand/ormitigation of all forms of pollution.

e Recycling of materials and to ensure that WEEE waste is disposed of legally andis not
mixed with general waste.

¢ Waste management and disposal of waste using aregistered waste collector.

e Materials sourced from sustainable and/orrenewableresources.

e Supportforenvironmental protection.

RESPONSIBILITIES

The Directors determine operational procedures and best practices for all key activities, and
staff are thoroughly trainedin Step Ahead’s environmental policies. Step Aheadis committed to
ensuring that we and any sub-contractors appointed will promote sustainable developmentin
line with legislation

RELATED POLICIES AND DOCUMENTS

e CarbonReductionPlan

e Employee Handbook

e Equality, Diversity andInclusion Policy

e EnvironmentalManagementPolicy Statement
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