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1. Policy statement  

Headway Recruitment is committed to challenging inequality, discrimination and 
disadvantage. We are committed to using our resources to provide equal opportunities for 
all people to achieve their full potential. We recognise and value diversity as an asset to 
our company. We endeavour to be fair, sensitive and respectful in our engagements with 
our stakeholders.  

As an employer and service provider Headway Recruitment is committed to providing an 
environment which is free from unlawful discrimination on any grounds. This includes the 
‘protected groups / characteristics’ as defined in the Equality Act 2010: age, gender, 
sexual orientation, gender reassignment, marriage and civil partnership, pregnancy and 
maternity, disability, race, ethnicity, religion or belief. The human rights (as defined by the 
Human Rights Act 1998) of employees, service users and other stakeholders will also be 
considered in our interactions. Headway Recruitment will meet all obligations under 
relevant legislation.  

Our Equality, Diversity & Human Rights (EDHR) Policy makes clear our commitment to 
equality of opportunity for all, valuing diversity, respecting and promoting human rights. It 
demonstrates our commitment to celebrating difference, removing barriers to access and 
meeting diverse needs. The policy also reinforces our ethos of promoting fairness, dignity 
and respect in our engagement with staff, stakeholders and wider society.  

This policy sets out Headway Recruitment’s commitment to promoting EDHR in relation to 
employment, service delivery, goods and service suppliers, contractors and partner 
agencies. It is the intention of the organisation to eliminate unfair and unlawful 
discriminatory practices in line with current equality and human rights legislation.  

2. Scope  

This policy applies to all employees and potential employees of Headway Recruitment. It 
also applies to all those working for or on behalf of Headway Recruitment such as 
consultants, volunteers, those on work experience and student placements.  

The policy applies to all areas of employment and service delivery.  

3. Related Policies and Associated Arrangements  

This policy is to be implemented in conjunction with consideration of other relevant 
company policies and information such as:  

• Equal Opportunities Policy  
• Sickness Absence Policy  
• Capability Policy and Procedure  
• Disciplinary Policy and Procedure 
• Grievance Policy and Procedure 
• Dignity at Work Policy 
• Recruitment & Selection Procedure 
• Employee Handbook (includes the above policies, Code of Ethics and sections on 

flexible working, maternity, pregnancy, paternity and adoption entitlements).  
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This policy and associated arrangements 
shall operate in accordance with statutory requirements. In addition, full account will be 
taken of any guidance or Codes of Practice issued by the Equality and Human Rights 
Commission, government departments and any other statutory bodies.  

Review of company policies will include consideration of impact upon protected groups. If 
adverse impacts are identified they will be addressed. Where positive impacts are noted 
they will be promoted.  

4. Legal Context  

a) Equality Act 2010 

The Equality Act 2010 provides a single framework to tackle disadvantage and 
discrimination against people with protected characteristics. Under the Act it is illegal to 
discriminate, harass or victimise someone because they have a protected characteristic. 
Discrimination because someone is perceived to have a protected characteristic, or 
because they associate with someone who has a protected characteristic, is also unlawful.  

b) Human Rights Act 1998 

Human Rights are the basic rights all individuals have, regardless of who they are, where 
they live or what they do. Human rights represent all the things that are important to 
human beings, such as the ability to choose how to live their lives. Fairness, respect, 
equality, dignity and autonomy are core human rights values.  

Headway Recruitment will consider EDHR in relation to our servicer users, clients, staff, 
other stakeholders and wider society. We are committed to eliminating discrimination, 
harassment and victimisation and to upholding human rights. Our approach to EDHR is in 
line with our commitment to corporate social responsibility.  

5. Responsibility for Implementation & Communication of the Policy  

Responsibility for ensuring the effective implementation, realisation and communication of 
this policy and associated arrangements lies with the Managing Director.  

The Managing Director will be responsible for monitoring the operation of the policy. The 
Managing Director will ensure that this policy is reviewed and revised as necessary with 
due regard to changes in legislation and codes of practice. 

They will also ensure that this policy is published and made widely available to all staff, 
clients, volunteers and service users. 

Wherever possible the company will take action to support this policy and its aims. The 
Executive Management team and all line managers will ensure that they and their staff are 
aware of and operate within this policy and arrangements and that all reasonable and 
practical steps are taken to avoid unlawful discrimination.  

Each manager will ensure that:  
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• Grievances and complaints 
concerning EDHR are dealt with properly, fairly and as quickly as possible. 

• Proper records are maintained. 
• All staff within their line management responsibility or contact undertake the 

relevant EDHR training. 
• They actively promote the principles within this policy. 
• They champion EDHR within the workplace and as a service provider, ensuring 

that this policy is available to staff and service users.   

All staff and volunteers are provided with, and should familiarise themselves with, this 
policy. Their attitudes and behaviours are crucial to the successful operation of fair 
employment practices and accessible service delivery that meet individual and diverse 
needs. They must ensure that their practices are consistent with the contents of this policy 
and legislation and have a responsibility to ensure that their practices promote and 
safeguard equality of opportunity, respect diversity and uphold human rights. They have a 
responsibility to champion EDHR within the workplace and in service provision and are 
required to inform their line manager, or other Headway Recruitment main contact person, 
if they think that discrimination, harassment, victimisation or any other practice contrary to 
this policy may be taking place.  

6. Complaints and Grievances  

Any complaints or grievances that refer to or come within the scope of this policy will be 
dealt with and investigated fairly, confidentially and in accordance with all relevant 
company policies (such as the Complaints Policy and the Grievance Policy and 
Procedure). Anyone who, in good faith, raises a complaint or grievance under this policy 
will not be penalised for doing so.  

7. Employment  

This policy should be read in conjunction with the Equal Opportunities Policy, which details 
Headway Recruitment’s approach and commitment to ensuring equal opportunities in 
employment. The Recruitment and Selection procedure should also be read alongside this 
policy. We shall ensure that recruitment, selection, training and promotion take place in a 
manner that complies with EDHR legislation. We will support employees to be competent 
in the requirements of their role and will offer opportunities for staff development.  

We value diversity in the workplace. We recognise the value that diverse cultures, ideas 
and opinions bring to organisational development and performance. We will treat all 
employees fairly and respectfully; we expect our employees to do the same.  

The importance of adhering to this policy and associated arrangements / documents is 
emphasised to all employees as part of and throughout their employment with the 
organisation. Any breach of this and/or associated policies or procedures will result in 
disciplinary actions being taken against that employee and could result in dismissal.  

8. Training  

Headway Recruitment is committed to ensuring that all employees have fair access to 
training, career development and promotion. Appropriate training will be provided to all 
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staff to enable them to perform their jobs 
effectively and to ensure that they have the best opportunities for advancement.  

All new employees shall receive induction training within one month of joining Headway 
Recruitment to give them a good understanding of the organisation and its policies and 
practices. This includes EDHR training. Annual EDHR ‘refresher’ training will also be 
provided. Additional EDHR guidance and training is provided to managers and other staff 
as appropriate.  

At least one member of the selection panel must have undertaken equal opportunities in 
recruitment and selection training within the past three years.  

9. Service Delivery  

Headway Recruitment endeavours to achieve the highest standards in service delivery. 
We are committed to fair practice and to meeting the needs of our diverse service users. 
As a minimum we will meet our statutory obligations with regard to service provision and 
protected groups under the Equality Act 2010. However our aim is to exceed this and to 
exhibit best practice in service delivery to all sections of the community. In pursuit of this 
we will continue to:  

• Develop and design services that are sensitive to the requirements of the diverse 
populations that we serve. 

• Actively consider impacts upon protected groups, addressing adverse impacts and 
safeguarding positive impacts. 

• Think ahead and address any barriers that may make access to services difficult 
for some people. 

• Ensure that all employees understand what equality in service provision means. 
• Ensure that customer complaints, queries and comments are dealt with in a fair, 

sensitive and consistent manner, promoting a climate where people feel 
comfortable discussing unfairness, exclusion or discrimination, without fear of 
victimisation or recrimination. 

• Actively support, promote and celebrate respect for others and valuing differences. 
  

 These commitments underpin and inform our approach to service delivery. 

10. Monitoring 

Recruitment and selection equality monitoring is undertaken for our own employees. When 
recruiting on behalf of our clients, application packs include a separate equality monitoring 
form. Age, disability, gender reassignment, marriage and civil partnership status, 
pregnancy and maternity, race, religion and belief, sex and sexual orientation are collected 
and recorded. Information is anonymised for analysis. As a minimum, this information is 
reviewed and reported annually, including an employee audit to establish the composition 
of the work force.  

All individuals directly volunteering for Headway Recruitment will be asked to complete 
anonymous equality monitoring forms. This monitoring information will be reported 
annually.  
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Any issues highlighted from analysis of 
equality monitoring are subject to a report to the Managing Director. 

11. Review  

This policy will be reviewed every two years as a minimum and/or in line with legislative 
changes.  

 
 
Appendix  

Definitions 

Direct discrimination is treating one person worse than another because of a protected 
characteristic.  

Indirect Discrimination is putting in place a rule, policy or practice (way of doing things) 
that has a worse impact on someone with a protected characteristic than someone without 
one, when this cannot be objectively justified.  

Harassment includes unwanted conduct related to a protected characteristic which has 
the purpose or effect of violating someone’s dignity or which creates a hostile, degrading, 
humiliating or offensive environment for someone with a protected characteristic.  

Victimisation is treating someone unfavourably because they have taken, or might be 
taking, action under the Equality Act or are supporting someone who is doing so.  

 


