
   

 

 

Equality Code of Practice 
 
As an organisation providing a variety of services, we will at all times ensure that all services and material 
supplied do not exclude or discriminate directly, or indirectly against any group or individual. 
 
All those involved in the development, delivery and review of any materials will be responsible for ensuring 
that equal opportunities issues are addressed in relation to those processes. 
 
North West Employers recognises the significance of language and images used in training materials and 
aims to ensure that these represent cultural diversity. We expect consultants operating on our behalf to be 
sensitive to others in their use of language and images and to challenge discriminatory language or 
behaviour from others. 
 
North West Employers will pursue not only the letter of the law but also the spirit of the law in relation to 
disability, race, colour, ethnic/national origin, sexuality, gender, marital status, age or religion. We will ensure 
that our trainers and consultants engaged by the organisation are aware of our equalities code of practice 
and require them to undertake to conform with that code in the provision of their services on activities 
organised in the Organisation's name. If we are made aware that any external trainer or consultant has used 
discriminatory materials, language or behaviour it will be investigated, and if the complaint is substantiated 
appropriate action will be taken which, after investigation, may result in permanently terminating the 
contract and removing the client from the Organisation's database of training providers. 

 
In-House / Regional Training Courses / Events 
 
Our Commitment to You / Cancellation Policy 
To provide cost effective training designed to meet the specified requirements of both your organisation 
and the individuals attending as set out in the course aims and objectives. 
 
Number of Delegates Attending 
Please note in the quotation the maximum and minimum number of delegates required to effectively run the 
course. It is important that these numbers are adhered to as course materials and exercises have been 
specifically designed to cater for these numbers. 
 
In the event of too few or too many delegates attending then the course tutor reserves the right to 
reschedule or cancel the course without forfeiting the course fee. 
 
Equal Opportunities 
Equal opportunities will be integrated in each course / session by means of language and terminology used 
and also through materials given to delegates. A copy of North West Employers' Organisation's Equal 
Opportunities Policy is available in the confirmation of training documents folder. 
 
Assessment/Evaluation 
North West Employers will ensure that all participants are aware that they will be asked to complete a form 
of evaluation during or following the event via Mentimeter or other evaluation tools. By exception 
evaluations may be paper-based and completed immediately after the event if you request this. 
 
Cancellation Procedure 
By Us: In the unlikely event that North West Employers should cancel a course less than four weeks before 
the due date then we endeavour to reimburse your organisation with any reasonable costs you actually 
incurred e.g. lunches booked and paid for. 
 
By You: Should you cancel a course less than four weeks before the due date then North West Employers 
reserves the right to charge the full fee for the course. 
 
Complaints Procedure 
If for any reason you feel we have not met the specified requirements, please let us know by either ringing 
our office on 0161 834 9362 or writing to us at North West Employers, Suite 2.3, 2nd Floor, ICE Building 3, 
Exchange Quay, Salford Quays, Manchester, M5 5ED. 
 



   

 

 

IR35 Requirements 

Details for the work to be commissioned have been run through the HRMC online tool based on your 
requirements at this time and the result was ‘out of scope’.  
 
Please could you check the details with the tool and confirm if you consider the work to be ‘out of scope’. 
https://www.gov.uk/guidance/check-employment-status-for-tax  
 
The scope of this commission is confirmed as: 
Design and delivery of a range of training and development programmes or interventions: 

• This is to be delivered to an individual organisation, and is of short duration (one - two days) or a 
series of separated short duration activities 

• The content and delivery materials are developed by North West Employers and / or the associate 
• The nature and method of delivery is determined by North West Employers and / or the associate 
• North West Employers confirms scheduling of dates with client and associate 
• North West Employers selects and contracts with the associate(s), for the completion of the 

assignment to the North West Employers quality standards 
• North West Employers may substitute the person(s) deployed onto the assignment as necessary to 

meet the delivery and quality requirements 
• North West Employers contracts with the public body for delivery of the service for an agreed fee 
• North West Employers is responsible for the delivery and achievement of agreed objectives and 

outputs 
• The North West Employers employee(s) or associate(s) deployed would not be subject to 

supervision or direction of the public body 
 
On the basis of the above commission, there is no personal obligation on the worker to provide the services 
to the public body. 
 
North West Employers has applied the above commission scope to the HMRC on line tool to check 
employment status of any associate(s) deployed and has noted the result that this commission would not 
be in scope of the IR35 modifications.  
 
The public body should confirm its assessment of this commission and any implications of ‘off payroll’ 
working prior to commencement of the commission.  
 

Data Privacy (GDPR) 
 
The commissioning organisation remains the Data Controller of any data provided to North West Employers 
for the purpose of undertaking the assignment. The Data Controller is responsible for issuing an appropriate 
privacy statement to any data subjects. North West Employers will act as the data processor of any 
personal data provided to us. North West Employers may transfer the data to one of our associate 
consultants where the associate will be undertaking the assignment on behalf of North West Employers. 
This will be notified to the commissioning organisation as part of the quote. If the quote is accepted, it is 
assumed that the commissioning organisation accepts this transfer of data. North West Employers will not 
transfer the data to any other third party without the express permission of the commissioning organisation. 
 
North West Employers will store all personal data securely while it is in North West Employers possession. 
On completion of each course North West Employers will issue a feedback form to all delegates. North 
West Employers will retain a copy of all responses and data for a period of twelve months for the purpose of 
monitoring our performance and developing future courses. Where permission has been expressly given to 
use comments in marketing material, these will be retained for up to five years. After the retention period all 
information and data in North West Employers possession will be destroyed.  
 
North West Employers use the Microsoft suite of software for storage and processing purposes. Our data is 
stored in Microsoft SharePoint, a cloud-based storage system which Microsoft warrants that UK users data 
is stored in the UK. 
 
Confidentiality 

https://www.gov.uk/guidance/check-employment-status-for-tax


   

 

 

North West Employers shall keep the Disclosing Party’s Confidential Information confidential and, except 
with the prior written consent of the Disclosing Party: 

a) not use or exploit the Confidential Information in any way except for the purpose; or 
b) not disclose or make available Confidential Information in whole or in part to any third party, except 

as expressly permitted by this agreement; or 
c) not copy, reduce to writing or otherwise record the Confidential Information 
d) apply the same security measures and degree of care to the Confidential Information as the 

Recipient applies to its own confidential information, which the Recipient warrants as providing 
adequate protection from unauthorised disclosure, copying or use. 

 
Thank you for reading the above. If you have any queries, please contact Pat Wilson on 0161 214 7103. 

 


