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EQUALITY AND DIVERSITY POLICY STATEMENT 
 
Access operates a policy which recognises that all individuals have a right to a training and working 
environment which is free from discrimination, where equality of opportunity is provided, regardless of Age, 
Pregnancy and Maternity, Sex, Disability, Marriage and Civil Partnerships, Race, Religion or Belief, Gender 
Reassignment and Sexual Orientation as described within The Equality Act 2010.  This policy applies to 
recruitment, selection, training, employment, further development, promotion, discipline and dismissal. This 
policy applies to both Access employees and learners on its training programmes. 
 
All of Access’ employees, learners, associates and partner organisations (including employers) will be made 
aware of this Policy and are expected to actively support and assist us in its implementation. 
 
The Managing Director has overall responsibility for Equality and Diversity at Access, and works closely with 
the rest of the HR Team (which consists of the Director of Training and Office Manager) to ensure this policy 
is monitored, reviewed and updated and that the company meets all of its legislative requirements as 
identified in Annex 1.  They will also ensure that the actions required to achieve its effective implementation 
are addressed in the company’s procedures and practices.   
 
Access will take any reasonable steps, including disciplinary action, termination of contracts etc, to enforce 
this policy. Any employee or learner who considers that they have been discriminated against has the right to 
make a complaint.  This can be exercised through the Complaints or Grievance Procedures.  It is the 
company’s policy to ensure that all complaints relating to discrimination (including Dignity at Work) will be 
handled as sensitively as possible, with speed, confidentiality and objectivity. 
 
The implementation of the Equality and Diversity Policy will ideally ensure that all employees and learners 
are given the opportunity to achieve their full potential. 
 
Separate arrangements and procedures are in place to ensure Access continues to provide and maintain an 
environment free from discrimination, harassment and victimisation. 
 
Access recognises that individuals may experience multiple and intersecting forms of discrimination and is 
committed to addressing these in a holistic and person-centred way. We also acknowledge the importance of 
inclusive practices that respect neurodiversity, including but not limited to Autism Spectrum Condition, 
ADHD, and Dyslexia, ensuring equitable access to our training and employment opportunities. 
 
This policy will be reviewed on an annual basis (or earlier if required) to ensure continued and effective 
implementation. 
 
 
 
 
 
 
 
 
 
 
   

Managing Director  Date 
 

17/06/2025
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DIGNITY AT WORK 
(Harassment, Bullying and Victimisation Policy) 

 
Harassment 
 
Access recognises that all individuals have a right to an environment that is free from harassment.  It is the 
company’s aim to actively discourage any form of harassment and, as such, we expect all our employees, 
learners and partners (including employers, colleges and other training organisations) to actively support this 
principle. 
 
Harassment is any type of unwelcome and unwanted attention or conduct that may cause humiliation, 
offence or distress; can create an unpleasant, intimidating or hostile working or training environment; and/or 
threatens a person’s job security or promotion prospects. 
 
Harassment often stems from assumptions based on stereotypes about a person’s differences. 
 
People can be subjected to harassment for a variety of reasons including: 
 
• Age 
• Disability 
• Gender Reassignment 
• Marital or Civil Partnership Status 
• Pregnancy and Maternity 
• Race (including race, colour, nationality, ethnic or national origins) 
• Religion and Belief 
• Sex 
• Sexual Orientation 
 
Forms of harassment may include: 
 
• Physical harassment through violence (both physical and property), threatening behaviour, touching or 

assault 
• Verbal harassment through jokes, suggestive language, gossip or slander 
• Visual harassment through gestures, actions, written materials or offensive visual images 
• Bullying, victimisation, intimidation or exclusion 
• Electronic via email, mobile phone, social media, internet etc 
• Discriminatory harassment through race, age, sex or some other form of protected class 
 
Bullying 
 
Bullying may be characterised as offensive, intimidating, malicious or insulting behaviour, an abuse or 
misuse of power through means intended to undermine, humiliate, denigrate or injure the recipient.  
Cyberbullying is harassment online through threatening statements or spreading rumours using social 
media.  This could lead to others joining in and also harassing the victim. 
 
Victimisation  
 
Victimisation is when someone treats you badly or subjects you to a detriment because you complain 
about discrimination or help someone who has been the victim of discrimination.  Because the Equality Act 
recognises you may be worried about complaining, you have extra legal protection when you complain about 
discrimination. 
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ARRANGEMENTS 
 

1. RESPONSIBILITIES 
 
 Responsibility for the implementation of the Equality and Diversity Policy and associated arrangements 

rest with: 
 

• David Armstrong  : Managing Director 
 
• Sharon Wallace  : Director of Training 

 
All employees of Access, learners, associates and partners are responsible for co-operating with 
Management in ensuring compliance with the Equality and Diversity Policy.  Compliance means that 
they take reasonable care to ensure that all colleagues, learners and customers are not discriminated 
against, victimised or harassed. 

 
All employees, learners and associates/partners will be issued with a summary of the Equality and 
Diversity Policy, which is incorporated into their contracts/agreements.  Full copies are stored on the 
General Drive. 

 
Any employee or learner who considers that they have been discriminated against (including harassment 
or victimisation) should raise the concern through the Grievance or Complaints procedure (see 
Complaints section). 

 
Any employee or learner, who becomes aware of any form of discrimination (including harassment or 
victimisation) of another, must inform a member of the Management Team.  

 
Access acknowledges that diversity includes neurodivergent conditions such as Autism, ADHD, Dyslexia 
and Dyspraxia. We will ensure that any learner or employee who discloses a neurodiverse profile is 
supported with reasonable adjustments, tailored learning support, and inclusive teaching practices. 
 
In addition, Access recognises that individuals may face complex barriers due to the intersection of 
protected characteristics (e.g., race and disability, gender and sexuality). These intersectional identities 
will be considered in all equality impact assessments, learner support planning, and quality improvement 
processes. 

 
The Equality and Diversity Policy will be reviewed at least annually.   

 
The company holds regular operational meetings.  Equality and Diversity is a regular agenda item at 
these forums. 

 
2. RECRUITMENT AND SELECTION 
 
2.1 Employees 
 

Employees must be selected for employment on the basis of their ability, and skills required for the 
position for which they have applied.  The process must be carried out in a fair and efficient way 
ensuring there is no discrimination against any particular group in the community. 

 
Employees undertaking selection and recruitment activities should be fully aware of the Equality and 
Diversity Policy and, where possible, have received training to reduce the risks of possible discriminatory 
attitudes. 

 
All decisions made when selecting candidates (for both interview and/or appointment) should be 
recorded ensuring specific reasons behind the decisions are fully explained.   
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2.2 Learners 
 

Learners must be selected for training programmes on the basis of their ability and skills required for the 
position they have applied for and in accordance with Department for Education funding guidelines.  The 
process must be carried out in a fair and efficient way ensuring there is no discrimination against any 
particular group in the community. 

 
Employees undertaking selection and recruitment activities should be fully aware of the Equality and 
Diversity Policy and have received training to reduce the risks of possible discriminatory attitudes. 

 
All applicants who attend for interview will be asked to complete an online Application Form 
(Apprenticeship Services) and an Eligibility/Individual Health Declaration Form.  The information on 
these may be referred to during the interview but only on the basis that disclosure will allow Access (and 
our partners) sufficient time to develop adjustments to our provision and/or provide the support that may 
be required. 

 
All decisions made when selecting candidates (for both interview and/or acceptance onto programmes) 
should be recorded ensuring specific reasons behind the decisions are fully explained.  Throughout the 
process all applicants should be informed, using the applicants’ preferred method of communication, of 
any decisions made. 

 
All documentation relating to the selection and recruitment of learners will be monitored by the 
Management Team as part of the audit process. 

 
At induction, learners are issued with an Equality and Diversity Information Sheet which provides a 
summary of relevant legislation and guidance on what is appropriate behaviour. 

 
Learners are issued with a Cultural Awareness Project (which includes Equality and Diversity) that 
should be completed throughout their programme. 

 
Progress Reviews are conducted with learners on a 12-week basis which include discussion around the 
ongoing welfare of learners, with particular emphasis on Equality and Diversity considerations including 
confirmation of the learner’s knowledge and understanding of the subject.  EDI topics are regularly 
embedded in sessions and learners record what they have learnt on the Bud e-learning platform. 

 
We are committed to ensuring that all learners have equitable access to training materials and digital 
platforms. Where a learner is affected by digital exclusion (such as lack of internet access or digital 
devices), Access will provide reasonable support to ensure they are not disadvantaged. 
 
A Learner Charter is in place which details the treatment and services a learner can expect to receive 
from Access at various stages of the learner journey. 

 
When a learner commences training, we make a detailed assessment of their learning needs.  This may 
highlight additional learning or social needs; where these are identified we will ensure they are 
addressed by accessing appropriate support mechanisms.   
 
Access values the voice of its learners in shaping an inclusive learning environment. We will actively 
involve learners in the development and review of Equality and Diversity strategies through surveys, 
feedback forms and suggestions through healthy debates during personal development topics. This 
engagement informs the Self-Assessment Report and Improvement Plan. 
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3. TRAINING 
 

Access will aim to ensure individuals (staff and learners) receive training which will enable them to 
develop their abilities and skills.   

 
Training in Equality and Diversity is available to all learners and employees to reduce the risk of possible 
discriminatory attitudes and ensure familiarity with the relevant provisions of Equality and Diversity 
Legislation.   

 
Initial training will take place during the induction period where each individual should be advised of the 
company’s Equality and Diversity Policy and, where appropriate, issued with guidance material.  All new 
staff will complete Equality and Diversity training online and training will be continued on an ongoing 
basis throughout their employment or programme or when a need is highlighted.   
 
In addition to general Equality and Diversity training, all staff and employers will be encouraged to 
undertake training on: 
 
• Unconscious bias 
• Inclusive language and behaviours 
• Neurodiversity awareness 
• Respecting gender identity and pronouns 

 
Refresher training will be delivered annually, or as required by regulatory updates. 
 
When changes in legislation or contractual arrangements affects Equality and Diversity, the Managing 
Director will be responsible for communicating any changes and, where required, organising appropriate 
training. 

 
Information, Advice and Guidance on training and career progression will be made available to all 
learners. 

 
Training activities will be monitored by the Management Team as part of the audit process. 
 

4. EMPLOYERS 
 

When dealing with vacancies from employers, Access staff will ensure that all referrals are dealt with in a 
manner free from discrimination. 

 
As part of the contracting process each employer will be asked to verify their commitment to supporting 
Equality and Diversity within the workplace.  A Guide for Employers : Equality and Diversity will be 
issued to all employers. 

 
Trainers will monitor Equality and Diversity in the workplace during learner reviews and confirm learner’s 
and employer’s understanding of their responsibilities in relation to Equality and Diversity. 

 
If, at any time, an employee identifies a concern relating to Equality and Diversity with an employer they 
must inform a member of the Management Team. 

 
Reviews will be monitored by the Management Team as part of the audit process. 

 
5. ASSOCIATES/PARTNERS 
 

As part of the contracting process each associate/partner will be asked to provide a copy of their Equality 
and Diversity Policy or a Statement outlining their commitment to Equality and Diversity.  Associates will 
be provided with a copy of the Policy. 
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A member of the Management Team should monitor Equality and Diversity within the organisation during 
review meetings.  If, at any time, an employee identifies a concern relating to Equality and Diversity with 
an associate/partner they must inform a member of the Management Team. 

 
Contracts and review meetings with associates/partners will be monitored by the Management Team as 
part of the audit process. 

 
6. CUSTOMER FEEDBACK 
 

The company ensures feedback is gathered from employers, learners and staff regarding operation of 
our Equality and Diversity arrangements. 

 
We issue questionnaires to both employers and learners which include questions relating to Equality and 
Diversity.  The questionnaires are analysed and reports produced annually indicating satisfaction ratings, 
trends and areas for improvement.  Feedback from employers and learners is discussed at the monthly 
Management Meeting. 

 
7. MONITORING 
 

The Quality Strategy details our Quality System and Key Processes and identifies the various methods 
by which all of our activities are monitored.  We ensure that all procedures covering Key Processes are 
monitored using the ODD methods (Observation, Discussion, Documentation).  We have identified for 
each procedure the monitoring methods to be used, including frequency and emphasis.  We will ensure 
that employees are implementing our strategy by including Equality and Diversity in observation reports, 
and in audits of documentation.  Feedback will be given following observation and reviewed at one-to-
one meetings and annual appraisals. 

 
Through annual self-assessment and deep dives, we make judgements on our provision in terms of 
Equality and Diversity.  Our Self-Assessment Report identifies strengths, weaknesses and areas for 
improvement, and these are carried forward for implementation within our Annual Improvement Plan. 

 
8. MANAGEMENT INFORMATION 
 

We use Bud as a training and learner management system to collect, record and analyse data about our 
learners.  Data relating to ethnicity, disability and other biographical data is gathered via the ILR Forms.  
This enables us to measure performance by age, gender and minority groups and compare this with our 
overall performance levels. 

 
9. MARKETING 
 

When advertising vacancies or training programmes all employees must ensure that any information is 
free from any suggestion to discriminate.  The only exceptions are where: 

 
• We take positive action to encourage under-represented groups to apply 

 
• Government/Employer Co-Investment Programmes have set criteria for recruitment 

 
All marketing materials will be reviewed for inclusive language, representation of diverse groups, and 
accessibility. We are committed to promoting positive role models and ensuring materials reflect the 
diverse communities we serve. 

 
When changes in legislation or contractual arrangements affect Equality and Diversity, the Managing 
Director will be responsible for ensuring that all appropriate marketing information conforms to its 
requirements. 

 
  



Equality and Diversity Policy  

Document: Equality and Diversity Policy  
Issue No: 22 
Date Reviewed: 6 June 2025 
Next Review Due: 6 June 2026 
Owner: Sharon Wallace 
Page No: 7 of 8 

10. COMPLAINTS 
 

Any employees or learners, who feel that they have been discriminated against, victimised or harassed 
within their employment or training, have the right to complain.  This can be exercised through the 
Grievance or Complaints Procedures.   

 
Employees and learners will be made aware of these procedures during their induction.  Copies of the 
procedures will be issued via the employee’s Particulars of Employment or in the Commitment 
Statements.   

 
All complaints relating to discrimination, victimisation or harassment will be dealt with in an objective, 
confidential and sensitive manner. 

 
Where requested, the Managing Director, as the representative for Equality and Diversity issues, will be 
involved in the Grievance Procedure. 

 
The Management Team will review all documentation relating to complaints on an ongoing basis.   

 
Complaints relating to Equality and Diversity will be reviewed at the monthly Management Meetings.   
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ANNEX 1 
 
1997  Protection from Harassment Act 1997 
 
2000  Part time Workers (Prevention of Less Favourable Treatment) Regulations 2000 
 
2008  Education and Skills Act 2008 
 
2010   The Equality Act 2010 
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