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INTRODUCTION

Different Drums and Different Drummers
If I[do not wantwhat you want, please try not to tell me that my want is wrong.
Orif Ibelieve otherthanyou, atleast pause before you correct my view.

Orif my emotionis less thanyours, ormore, given the same circumstances, try not to ask me to
feelotherthanl|do.

Oryetif lact, orfail to act, inthe manner of yourdesign foraction, let me be.

I do not, forthe moment at least, ask you to understand me. That willcome only whenyou are
willing to give up changing me into a copy of you.

I may be your spouse, your parent, your offspring, your friend oryour colleague. If you will allow
me any of my ownwants, or emotions, or beliefs, oractions, then you openyourself, so that
some day these ways of mine might not seem so wrong, and might finally appear to you as right -
forme. To put up with me s the first step to understanding me. Not that you embrace my ways
asright foryou, but that you are no longerirritated or disappointed with me for my seeming
waywardness. And in understanding me, you might come to prize my differences fromyou, and
far from seeking to change me, preserve and even nurture those differences.

Extract from:
“Please Understand me ll” by David Keirsey and Marilyn Bates

Step Aheadis firmly committed to diversity in all areas of its work and we recognise that we have
much to learn and profit from diverse cultures and perspectives; we believe that diversity will
make our organisation more effective in meeting the needs of all our clients and candidates.

Step Ahead actively promotes equal opportunities and ensures that this policy is promoted and
communicated to staff and candidates alike. This applies in the recruitment, selection, training
and promotion of all staff employed by the Company and amongst those who use our services -
both candidates and employer clients. Promoting equality of opportunity meansthateveryone
istreated solely on the basis of competence and merit, regardless of age, disability, gender
reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief,
sex, or sexual orientation.

Step Ahead also recognises that discrimination may be direct, indirect, by association or by
perception, andthat all forms are prohibited under the Equality Act 2010.

This policy applies to allemployees, workers, contractors and subcontractors, regardless of
employment type orlocation, including offshore, remote, hybrid and overseas staff.

Allemployees are made fully aware that discriminatory acts are treated as gross misconduct.
We draw allemployees’ attention to the Equality and Human Rights Commission
(www.equalityhumanrights.com) Employment Code of Practice, which includes guidance
relevant to employment services and recruitment through employment agencies.
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Step Aheadis committed to being an organisation that:

e Developsservicestoachieve equality, diversity andinclusionin allits activities;
e Endeavourstohave aworkforce generally reflecting the population;
e Understands howvaluing diversity canimprove our ability to deliver better services;

e Actively consultswith differentindividuals and communities to ensure that
services which are provided are responsive and reflect the diversity of need;

e Providesallemployees with the training and development they need to enable
them to achieve organisational goals;

e Providesasupportive, open environment where all employees have the
opportunity to reach their full potential;

e Listenstoitscustomersandinvolvesthemin the development of services that
recognise and value diversity;

e Believesthat both customers and employees have important parts to playin
making this happen;

e Ensuresthatany subcontractors appointed will promote equal opportunitiesin
line with legislation.

Step Ahead will ensure subcontractors, outsourced providers and offshore partners comply
with equivalent equality and diversity standards, with contractual enforcement where
necessary.

PURPOSE AND SCOPE

Overall, our Diversity Strategy is to ensure that our Diversity Policy is applied fairly and
consistently across the Organisation, as anintegral part of the service we provide.
Werecognise peoples’ differences and aim to ensure thateachindividualis treated with respect.

To achieve the aims of our overall strategy we will take action to address discrimination, as well
as action to promote diversity in employment and service.

Thestrategiesreflectthe existingandforthcoming UK legislation and definitions for Equality.

All the specific strategies, actions and outcomes are company-wide and apply to all places of
work.

Thisincludes offshore, remote, hybrid and third-party operated environments.

This policy applies to allemployees, workers, contractors and subcontractors of Step Ahead
regardless of location, including offshore and overseas personnel.

POLICY

Harassment Prevention and Dignity at Work
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Step Aheadis committed to preventing harassment and creating a respectful working
environment.

We will:

o Take proactive stepsto prevent harassment, including training and awareness
e Treatallcomplaints seriously, promptly and confidentially

¢ Protectindividuals fromvictimisation during and after complaints

e Ensure managers are trained toidentify and address inappropriate behaviour

Step Ahead will take all reasonable steps to prevent harassment occurringin the workplace and
across all work environments, including offshore and remote settings.

Harassment may include conduct related to any protected characteristic or any behaviour that
violates dignity at work.

Recruitment, Training and Development

Step Ahead aspires to adiverse workforce which has the skills and understandingto achieve a
quality service responsive toindividual and customer needs.

As an organisation, we are committed to ensuring that all people are treated fairly and without
unlawful discrimination. As an employer, we aim to ensure that allemployees treat each other
with dignity andrespect.

We aim to develop a working environment where harassment is unacceptable and where
individuals feel confident enough to bring complaints without fearing prejudice. In the unlikely
event that harassment occurs, we have strong policies and procedures in place to deal withit.

To achieve ouraims we will:

e Provide fulland fair consideration to alljob applications. Allrecruitment and selection,
whetherinternal or external, will be conducted on a non-discriminatory basis and
monitored by the Manager. No vacancies circulated to employees will containany
directly orindirectly discriminatory statements. Any ability or psychometric testing
usedinrecruitment and selection will be free of bias. T raininginrecruitment, selection
and appraisal will be provided to all necessary employees. Allrecruitment materials
including application forms will be designed to eliminate discrimination and promote
equality of opportunity.

e Require all our employees toundergo relevant training as part of theirinduction. All
training and development services will be planned and executed ona non-
discriminatory basis and made available to allemployees.

e Mandatoryrefresher EDI training will be completed at least every 12-24 months
depending onrolerisk and responsibility level.

e  Provide sufficient training and support to meet all ouremployees’ needsin
recognising and carrying out their work responsibilities, including offshore and remote
staff via appropriate digital delivery methods.

o  Offshore,remote and overseas staff willhave equal access to all training,
development and performance management processes through appropriate digital
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platforms and time-zone accessible delivery methods.

e Regularly review ourrecruitment, selection, training and promotion procedures,
ensuring they remain fairand reflect current best practice. Allpromotions willbe ona
non- discriminatory basis.

e Recruitment, selection, training and promotion outcomes will be actively reviewed
using equality monitoring data to identify and address any disparities or systemic bias.

e Maintainrecordsinrecruitment, training and employment and use thisinformation to
assistinidentifying areas of inequality. Monitoring of recruitment, selection and
promotion will be undertaken to assess the success of this policy.

e  Equality monitoring data will be reviewed at least annually by senior management, with
findings used to inform corrective action where disparities are identified.

e Helpallemployeestorealise theirfull potential by ensuring they receive fair
consideration of their training and career development needs as well as promotion
opportunities. Appraisals are intended to form the basis of employee development.

e« Step Ahead will take proactive steps to identify and remove barriers to participation,
including those affecting underrepresented or disadvantaged groups.

e Developprocessesto dealwith harassment, bullying and dignity at work and create a
safe and open environment.

e Follow Government guidance onapplying the relevant UK legislation.

Offshore and Remote Working

o Step Aheadrecognisesthat employees may work from offshore locations, overseas
delivery centres, orremote environments.

o Allequality, diversity and inclusion principles apply equally regardless of work location.

o Offshore andremote employees must have equal access to training, development,
performance management, grievance procedures, and career progression
opportunities.

o Employment decisions must not be influenced by geographicallocation unless
objectively justified by role requirements.

e Step Aheadwill take reasonable steps to ensure that offshore partners, outsourced
providers, andinternational contractors adhere to equivalent EDI standards.

Terms and Conditions of Employment

Whilst these may be different for different employees, they will be designed toreflect this policy
andto promoteit.

Allterms and conditions will be continuously reviewed to ensure their alignment with this policy.
Wherever possible, working patterns will be “family friendly”.

The implementation of employment policies that are attractive to people returning to work will
be given high priority.

These principles apply equally to offshore, remote and overseas employees, subject to local
legal requirements where applicable.
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Employment

StepAheadaspirestomaintain a diverse workforce which has the skillsand understanding to
achieve a quality service responsive to individual and customer needs.

As an organisation, we are committed to ensuring that all people are treated fairly and without
unlawful discrimination. Asanemployer,we aim to ensure that allemployees treat each other
with dignity andrespect.

Weaimtodevelopaworkingenvironmentwhereharassmentisunacceptable andwhere
individuals feel confident enough to bring complaints without fearing prejudice. In the unlikely
event that harassment occurs, we have strong policies and procedures in place to deal withit.

Toachieve ouraims, we will:

e Providefullandfairconsiderationtoalljobapplications.
e Requireallouremployeestoundergorelevanttrainingas part of theirinduction.

e Provide sufficient training and support to meet all ouremployees needsin
recognising and carrying out their work responsibilities.

e Regularlyreviewourrecruitment, selection, training,and promotion procedures,
ensuring they remain fairand reflect current best practice.

e Maintainrecordsinrecruitment, training and employment and use thisinformation to
assistinidentifying areas ofinequality andhelpall employees torealise their full
potential by ensuring they receive fair consideration of their training and career
development needs as well as promotion opportunities.

¢ Wheneverpossiblemodifyemploymentpracticesandprocedurestoreduce barriers
member of disadvantaged social groups may experience in seeking, and during,
employment.

e Developprocessestodealwithharassment, bullyinganddignity at work which can
operate within a safe and open environment.

« Follow Government guidance on applying the relevant UK legislation.

Operating Step Ahead’s Service to Candidates and Employer Clients

All dealings withemployer clients and job candidates will be conductedin accordance with this
policy, aswell as the law, and monitored by the Manager.

Alljobvacancies and temporary assignments from employer clients will be accepted and
handled on anon-discriminatory basis only.

Appropriate measures will be taken to bring this policy to the attention of employers, clients and
candidates in written communication with them.

Alladvertising, marketing and promotional material will reflect this policy. All pre-selection
methods will reflect this policy.

Step Ahead employees must not make remarks, either verbal or written, which could resultin
direct orindirect discrimination.

This applies equally to offshore, remote and overseas employees and contractors.
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Race

StepAheadis committedto achievingracialequality. Werecognise ourduties underthe Equality
Act 2010 and undertake to strive forracial equality both in employment and service provision.

Toachieve ouraims, we will:

e Provideservicesrelevanttopeople’sneeds,respectingtheirculturaland social
identities.

e Strivetohavearepresentativeworkforce thatcansensitively addressthe
needs of allcommunities.

o Workwithotherorganisationstopromoteracialequalityandeliminateracial
disadvantage andracial harassment.

e Onlyacceptanenvironmentwhichisfree fromracialharassmentand racist behaviour.

e Encouragepeople from minority communities to apply foremploymentand
training opportunitiesinareas andlevels where they are under-represented.

¢ FollowGovernment guidance on applying the relevant UK legislation.
Religion

Our strategy is to counter unlawful discrimination and harassment on grounds of religion and
belief and to promote good relations between people of differentreligions and beliefs.

Toachieve ouraims, we will:

o Strivetocreateanenvironmentwhichrecognisesandrespectsreligion and belief

e Improvetheunderstanding of religionandbelief among our staff so that they can
sensitively address the needs of individuals and of different faith communities

e Alongwithotherorganisationspromoteunderstandingandgoodrelations
between people of different faith communities

« Whileseparate fromourRace Strategy, ouractionsforreligionand belief will be
broadly similar in principle
e FollowGovernment guidance on applying the relevant UKlegislation

Carers

We wishto create anenvironment where employees,bothwomenandmen, are free to share their
needs and concerns as carers and are not disadvantaged in the workplace by doing so.

We acknowledge that caringresponsibility may include caring forchildren, apersonwith a
disability and older people.

Toachieve ouraims, we will:

« Workwithemployeestoidentify the needsof allcarersand develop
appropriate arrangements to meet those needs

« Withinthe constraints of effective service delivery, Step Ahead willmake the best
possible use of flexible working practices to support carersin our workforce

¢ Promoteawarenessofwhatflexible workingpracticesare available to support carers
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e Developanorganisational culture,which providesasupportive environment for carers
e Follow Government guidance on applying therelevant UK legislation

Sex

StepAheadiscommittedtoachievingsex equalityunderthe Equality Act 2010 and undertake to
strive for sex equality in service provision and employment.

Toachieve ouraims, we will:

e Createanenvironmentwhichisfreefromharassmentandsexistlanguage and
behaviour.

¢ Encouragemenandwomentotake up employmentandtraining opportunitiesin areas
where they are under-represented

e Settargetstoachieveabettergendermixthroughouttheorganisation
o« Workalongside other organisations to promote sex equality

o Provide flexibility within the working environment which recognises and supports
work and home balance requirements (also see Carers strategy)

e FollowGovernment guidance on applying the relevant UKlegislation

Sexuality

Step Aheadisvery aware of the real discrimination that people face due to their sexuality andlife
choices, andwe are committed to removing this unfair treatment from ourworking environment.

We strive to create anopenenvironmentwhere people feel safe to be open about their sexuality
and differenceif they choose to do so.

The organisation willwork to make its service accessible to everyone, and ensure thatour
employment policies and service delivery are free from sexual orientation discrimination.

Toachieve ouraims, we will:

e Developpoliciesandproceduresto prohibitunfairtreatmenton grounds
of sexual orientation
e Providethe same level of service irrespective of any employee’s orcustomer’s sexuality
o Whereappropriate, develop services to meet the needs of people of all sexualities
e FollowGovernment guidance on applying the relevant UKlegislation

Disability

Step Aheadrecognises that people with a disability can be disadvantaged, both by the working
environment and by social attitudes, which often only reflect the needs of non-disabled people.
We are committed to achieving disability equality by, whereverreasonably practicable,
eliminating both unlawful discrimination on the grounds of disability and the disadvantage
experienced by people with a disability. We also recognise that improvementsin the operation
of our services canreduce the disadvantages faced by people with disabilities. Toachieve our
aims, we will:

e Recogniseourresponsibilitiesunderthe Equality Act2010 and any other legislation.
o Strivetoprovide services,which arerelevant tothe needs of people with disability.
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e Trytoensurethatallourservicesand documentationare accessible and available to
people with a disability.
¢ Wheneverpossible modify our procedures to make fulluse of anindividual’s ability

and makereasonable adjustmentstoourfacilities as necessary to accommodate
people with a disability.

e ToensurethatourEquality Actdutiesare met, we shallperformregular “audits” of our
premises, services, and processes.

e« Whereneeded, providemanagers andstaff withtraininginawareness and confidence
to support people with a disability.

« Wheneverreasonably practicable, continue to employ staff who become disabled
during theiremployment, and assistin any re- training which may be necessary.

e Guarantee people witha disability aninterview forany employment vacancy for which
they meet the minimum essential criteria.

e Provide systems which seek to maximise accessto employment by people witha
disability
¢ Follow Government guidance on applying the relevant UK legislation

Step Aheadwillensure a clear and timely process exists forrequesting andimplementing reasonable
adjustments acrossalllocations, including offshore and remote environments.

Age

At Step Ahead, we recognise thatage discrimination can affectall age groups and both sexes,
ageisnoindicator of effectivenessin work activities and employment decisions should not be
based onage. We will value people regardless of age and aim to provide services that should be
sensitive to the needs of allage groups. We willwork to create an environment where people are
judged on their ability and experience, rather than on misconceptions and prejudices about age.

As anorganisation we are committed to opposing unjustified age discriminationandrecognise
the needforourown strategy to beinline with the Equality Act 2010.

Toachieve ouraims, we will:

e« Removeage-related criteria in our employment and recruitment practices.
e Workwithorganisationstoeliminate age discrimination.
e FollowGovernment guidance on applying the relevant UKlegislation.

Cohesion

Step Aheadrecognises thatit may also need to address unfair treatment affecting groups
without protected characteristics under the Equality Act 2010 in line with existing or forthcoming
UK legislation. Forexample, the review of legislationonemployment of ex- offenders, a group
which is estimated by the Home Office to cover over a quarter of the working-age population.

Toachieve ouraims, we will:
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e Continuetoreviewandprogressthe organisation's Diversity Policy and Strategies so
that they reflect the true diversity of society.

RESPONSIBILITIES

All staff

All staff will be given full training and support to ensure this policy is putinto practice. However,
we expect a personal commitment from allemployeesinmakingit effective andinsettingan
exemplary standard for others to follow.

Allmembers of staff willtake responsibility to:

e Ensuretheyunderstandthevaluesandbenefits of equality anddiversity.

o Become familiarwiththis policy,tofollowit,and ensure that any staff forwhom
they are responsible do so as well.

e Drawtothe attention of theirline manager any instances of apparent discrimination
orany perceived problem in relation to employment or to the provision of services.

All staff, including offshore and remote employees, must have equal access to reporting and
support mechanisms.

Directors and Senior Management

The Directors have corporate responsibility for ensuring that this policy underpins all aspects of
ourwork. The Directors have responsibility for developing the organisational culture in which this
policy can operate effectively and for ensuring that it isimplemented.

Directors and Senior Management are individually and corporately responsible forensuring that
the policy isimplemented in their areas of responsibility.

WHATTO DO IF YOU THINKYOU HAVE SUFFERED BULLYING, DISCRIMINATION
ORHARASSMENT

e Ifyouthinkyou are being bullied, harassed ordiscriminated againstitisagoodideato
make it clear to the person who is harassing you that their behaviouris unwelcome and
that youwantit to stop. However, you do not have to do this, particularly if you are feeling
bullied orintimidated. If you do choose to address your concerns to the person be clear
and assertive but take care that you are not perceived to be bullying the individual.
Individuals may find it helpful to ask a friend, colleague, ormanager to be withthemina
supportrole.

o Ifspeakingtothe personinquestionhasfailedto stopthe problem,youshouldtalk toyour
manager. Ifitis your manager or supervisorwhois harassing you, speak to someone higher
up. Your complaint will be dealt with quickly, thoroughly and sympathetically.

e Itisusually bestto try and sort things out quickly and as close to the problem as possible.
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Discrimination canhappenaccidentally or throughthoughtlessness. Harassment or
bullying can be unintentional. Often, once anindividual understands the problem, he or
she will be willing to change their behaviour.

e Ifyourmanagerisunable tohelpyou, orrefusesto help you, you shoulduse the
company’s grievance procedure. You have aright to be accompanied by a work
colleague or suitably qualified trade union representative at any hearing into your
grievance.

o Ifyouarenotsatisfied withthe result of a grievance procedure, you have aright of appeal
as detailedin the Grievance Procedure. You have a right to be accompanied by a suitably
qualified trade union representative or awork colleague during the appeal hearing.

These procedures apply equally to offshore, remote, and internationally based staff, and must
be accessible through appropriate communication channels regardless of location or time zone.

Breach of the Policy

Any apparent breach of this policy by an employee will be dealt with through the Disciplinary
Procedure. Proven discrimination, harassment orvictimisation will be treated as gross
misconduct.

RELATED POLICIES AND DOCUMENTS

¢ Employee Handbook
e GrievanceProcedure

e SafeguardingPolicy
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