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Equality Planning at the Workplace
A Trainer’s Guide

To the reader

Each employer has the duty to actively promote
equality and to develop non-discriminatory
working conditions that are followed when
selecting and making decisions on personnel.

Equality planning is a concrete tool for
promoting equality and non-discrimination

systematically.

The aim of this guide is to support training of
equality planning at workplaces. The training
can be provided by the organisation’s HR
administration, an equality working group
or an external equality expert, for example.

The guide provides tips covering a range of
topics, from the content of equality training
to effective methods for planning an engaging
and inspiring training.

For more support materials and information
on equality planning, see the website

www.equality.fi

The guide was created as part of the Edista
yhdenvertaisuutta suunnittelulla [Promote
equality through planning] training organised
by the Well Planned project in the period
2023-2024.
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Why is equality
planning important?

An equal work community recognises the
competence of diverse employees and is safe
for everyone regardless of their age, origin,
skin colour, disability, sexual orientation or
other personal characteristics.

Equality planning provides an opportunity to
develop the organisation’s work culturein a
way that promotes equal opportunities and
inclusion as well as encourages employees to
enhance their full competence to their own
and the organisation’s use. It can help better
understand the reasons that cause inequalities
between different population groups. Planning
also improves the organisation’s ability to take
the diversity of the population into account

for example in communications and the way
in which services or products are produced.

The equality planning process can be advanced
through equality training offered to personnel.
Depending on the needs, the training could be
offered, for example, to the members of the
working group preparing the equality plan or
more extensively to the organisation’s entire
personnel. When employees are involved
comprehensively in the planning process,
they are more likely to adopt the objectives
of the equality plan at both individual and
community levels.
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How do | organise equality
planning training?

« Familiarise yourself with equality plan- + Book a suitable space for the training.

ning. In addition to this guide, you can
also make use of the Equality Planning
ABC website (www.equality.fi)

What is the objective of the training?
Plan the content and priorities of the
training.

- You can also examine the
participants’ knowledge of equality
themes by using a preliminary
survey, for instance.

Prepare training materials, such as a
PowerPoint presentation, and possible
tools to support the training.

- You can find an example of a Power-
Point presentation on equality planning
on the www.equality.fi website.

The contents of the presentation are
free to use.

Prepare a concrete schedule and pro-
gramme for the training.

Involving personnel in the equality
planning process is vital, which makes
employing inclusive training methods
during equality training important. This
guide offers a set of questions designed
to facilitate discussions at each stage of
the planning process.

- In addition to facilitated discussion,
pay attention to providing opportunities
for making comments anonymously.

Make sure that the space is accessible.

- Also consider whether the training is
organised face-to-face, remotely or
using hybrid methods. Plan the
training based on the selected
method.

+ Prepare the principles for a safer space

for the training.

+ Plan communications for the training

based on the target audience.

- Ensure equality in communications,
for example, by prioritising accessibility
and being mindful of the choice of
words and images.

PRACTICAL EXAMPLE

Workshop for mapping
inequalities

Equality training may include
guided workshop activities
where employees work to
identify equality issues within
the workplace culture. Such
workshop is also one example
of the methods of assessing
equality, and the observations
obtained from it can be utilised
in preparing an equality plan.

J
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Plan an inspiring training

Good training stirs emotions. Participants not
only expect that the training provides them
with new knowledge that is easy to apply in
practice but also that the training is motivating
and inspiring. Inspire the learners right from

knows how to apply the content. This allows
you to make sure the training includes the
levels of emotion, knowledge and practice.

Think about what you can fit in an hour.

The more time is spent, the shorter the
participants’ attention span. Find a balance
between information sharing and interactive
training methods.

the start about the benefits they gain from
learning about the topic. Make use of the
expertise in the group. Participants clearly
find training more effective when they get
to share their competence and experiences.
This creates a context for the training that
adapts to the participants’ situation. Also,
remember to show your enthusiasm.

Do not be afraid of criticism. Adults build
new learning on their old knowledge and
experiences. If there is a conflict between
new and old knowledge, we tend to stick
to our previous conceptions. Provide the
learners with practice, experiences and new
perspectives that they can reflect on.

When setting goals for the training, think about
all the aspects that affect learning. Set goals
on three levels: the learner gets motivated, the
learner knows and understands, the learner

THE ABC OF GOOD TRAINING.

« Make sure the start is captivating - why the participants should listen
to you.

« Explain to the participants what is coming - anticipation helps focus.

« Create a safe and appreciative atmosphere - briefly explain the rules
of play.

« Participate, ask and listen - use discussions in pairs or other interactive
methods.

« Remember concrete aspects - give practical examples and share your
experiences.

» Restrict the amount of information - provide it in smaller amounts,
divide it, break it apart and give breaks.

« Visualise your materials - it is easier to remember images than text.

« Do not be afraid of criticism - it means someone has heard your message
and it has stirred emotions.

« Get excited and put yourself in the game - emotions are contagious.

The training tips were written by Communications Trainer Taru Uhrman
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Basics of equality planning

Organisations should operatein away thatis  both employees and customers feel valued
equal and fair to all employees and stakeholders.  and respected.

Equality planning helps organisations to
identify possible forms of discrimination and
structural barriers that may reduce the equal
opportunities and wellbeing of employees.
An organisation that truly values and strives
for equality not only recognises individuals’
skills and potential but also fosters greater
employee commitment. This approach is
more likely to lead to an atmosphere where

Equality planning can be used to develop
practices and operating methods that promote
nondiscrimination at all levels of the organisation,
for example from management to recruitment,
communications and facility solutions. The
planning also helps organisations fulfil their
statutory obligations and proactively commit
to the principle of equality.

The duty to promote non-discrimination
and equal opportunities

Under the Non-Discrimination Act, authorities, employers, education and training providers,
and organisers and service providers of early childhood education and care are required
to assess and promote equality in their activities.

The employer’s duty to promote equality applies to all workplaces.

Every employer must

+ Assess equality in recruitment and in « Develop working conditions and met-
the workplace, taking into account hods to promote equality in the selec-
different grounds for discrimination. tion of employees and when making

decisions concerning the personnel.

The measures promoting equality must be effective, expedient and proportionate, considering
the operating environment, the organisation’s resources and other circumstances.

Workplaces that regularly employ at least 30 persons must have a plan
laying out the measures to promote equality.

+ The plan must contain a report on + The measures to promote equality
the conclusions of the assessment, and their effectiveness must be
such as a summary of the concrete discussed with the personnel or
measures to be introduced on the their representatives.

basis of the assessment.
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Premises and stages of planning

The equality plan can focus on two areas: personnel and operations.

o The personnel plan is focused « The operational plan is focused on
on promoting equality among customers and the operating
the employees at the workplace environment outside the organisation.
and preventing and interveningin It develops the realisation of equality in
discrimination. the services and activities offered.

The key stages of planning are:

. . Equality planning is a continuous process that requires leadership. It must have
1 Coordination and the support of the organisation’s management so that the work is genuinely
[ ]

responsibi[ities impactful. Itis a good idea to set up a working group or appoint a responsible
person to lead the preparation and monitoring of the plan.

Baseline Preparing the plan starts with an assessment that examines the organisation’s

2 current operations and operating environment from the perspective of equality,
o assessment paying attention to different grounds for discrimination.

The results of the baseline assessment are utilised to make sure that the equality

3 Plan and plan responds to the identified needs. It is important to define which areas

° implementation the measures target, select appropriate intervention methods, and establish

a timetable with assigned responsibilities for implementation.

Mon!tonng Theimplementation of the plan as well as the impacts of the measures should
4 . andim pact be monitored as continuous practice integrated into the established processes
assessment instead of only when the plan is updated.

When updating the plan, it’s beneficial to pause and view the equality work
5 U pdates as part of a long-term, ongoing effort, where one phase has been completed.
° The assessment results will indicate whether to continue with current themes

or shift ocus to new ones.

Communications play a key role in the implementation of the equality
. . plan. Multi-channel communication makes the plan and the planning
6 Communications process more visible and effective. Communicating about the plan to the
o organisation’s personnel plays a particularly important role in increasing its
impact.

PRACTICAL EXAMPLE

The Ministry of Justice’s Equality and Non-Discrimination Plan (2020-2023)
contains both operational and personnel-related objectives and measures.
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Key concepts

Equality
« Equality is a fundamental right + Inthe Constitution of Finland, the
enshrined in the Constitution of principle of equality refers both to the
Finland. prohibition of discrimination and to

lity of le before the law.
+ Inajustsociety, personal equality of people before the faw

characteristics should not affect the
individual’s access to education,
employment and services.

Prohibition of discrimination

Under the Non-Discrimination Act, no one may be discriminated
against on the basis of:

+ age « belief + health

« origin + opinion « disability

+ nationality + political activity + sexual orientation

+ language + trade union activity « or other personal
- : . . characteristics

+ religion « family relationships

GROUNDS FOR DISCRIMINATION: OTHER PERSONAL CHARACTERISTICS

Other personal characteristics may include place of residence, appearance,
body size or weight, social status, homelessness or wealth.

Grounds for discrimination prohibited under the Act on Equality
between Women and Men (the Equality Act):

+ gender + pregnancy + family

ibiliti
+ gender identity « childbirth el
+ expression of gender + parenthood

Discrimination is prohibited regardless of whether it is based on factual or assumed
information concerning the person themselves or another individual.
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FORMS OF DISCRIMINATION

Direct discrimination = A person, on the grounds of personal characteristics,
is treated less favourably than another person in a comparable situation.

For example, an entrepreneur refuses to allow a Roma person to enter their
business premises.

Indirect discrimination = An apparently neutral rule, criterion or practice
puts a person at a disadvantage compared with others on the grounds of
personal characteristics. For example, an employer requires a jobseeker to
have perfect Finnish language skills, even though this is not actually necessary
for the job.

Multiple discrimination = An individual is discriminated against because

of two or more different characteristics. Gender is often a factor in multiple
discrimination. For example, multiple discrimination may occur in situations
where persons encounter discrimination in job seeking due to their gender
and age.

In addition, harassment, denial of reasonable accommodation as well as
an instruction or order to discriminate constitute discrimination.

Sexual and gender-based harassment is also prohibited under the the
Equality Act.

The Equality Act also prohibits discrimination by virtue of a provision,
criterion or practice that appears to be neutral in terms of gender, gender
identity or gender expression, but where the effect of the action is such
that the persons may actually find themselves in a less favourable position
on the basis of gender.
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Non-Discrimination Act and planning obligations

The purpose of the Non-Discrimination Act is
to promote equality, prevent discrimination
and enhance the legal protection of those
who have been discriminated against. The Act
defines the obligations to promote equality
as well as non-discrimination measures and
legal protection.

The provisions on gender equality, gender
identity and gender expression are outlined
in the Equality Act. However, the gender
equality plan laid down in the Equality Act
can be combined with the equality plan
outlined in the Non-Discrimination Act.

Compliance with the Non-Discrimination Act is supervised by

« Non-Discrimination Ombudsman

« Occupational safety and health
authorities

« National Non-Discrimination and
Equality Tribunal

DISCUSSION

Compliance with the Equality Act is supervi-

sed by the Ombudsman for Equality and the

National Discrimination and Equality Tribunal.

You can facilitate discussion on questions such as:

1. What concrete measures have
been taken at your workplace to
promote an equal organisational
culture?

2. Is equality taken into account in
recruitment at your workplace?
How?

3. What are your organisation’s
greatest achievements in
promoting equality?

4. How does equality relate to your
organisation’s strategy?
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From theory to practice

Equality planning gains a strong foundation
when the objectives are in line with the
organisation’s values and strategy. It is
important to clearly highlight the objectives of
promoting equality and to discuss them with
the entire organisation. It is the responsibility
of the management to create the conditions

for this.

Based on experiences gathered from effective
planning, itis a good idea to set up a working

group, define a timetable as well as establish
and assign responsibilities. To draw up an
effective equality plan, you should invite
persons from different backgrounds to
participate. This can mean diversity based on
age, gender and background, for example. In
addition, the working group should include
representatives from the organisation’s key
operating units.

Assessing the starting point

Promoting equality requires assessing the
organisation’s current state regarding equality,
engaging both employees and management
in the assessment process. The assessment
must cover all grounds for discrimination.
The assessment of equality must also be
carried out when there is no obligation for

equality planning.

The most common way to investigate issues
related to equality is to conduct a survey
on equality for personnel or service users.
A survey targeted at personnel is used to
assess factors such as, whether employees
feel that their workplace is equal, whether
employees have experienced discrimination,

whether they have observed discrimination
against others, and how effective they consider
the measures currently used to promote
equality in the workplace. If a decision is
made to conduct the survey, you should
already consider at the planning stage how
to ensure the protection of personal data
and the privacy of employees.

Stakeholder surveys can be used to target a
wide range of groups, such as service users
and partners. The purpose of such surveys
is to compile an external assessment of the
equality of the activities or, for example, the
targeting of the measures used to promote
equality.

T TIP

thinking patterns.

It is important that the assessment is based on correct, up-to-date and
unbiased information. When we talk about representatives of different
groups, it is important that we become aware of our own unconscious

\
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Equality survey and data protection

From the perspective of data protection, the equality survey can be

carried out in two ways:
+ Ensuring that no one can be identified

from the responses or their combinations

or

For example, the use of open text fields in the
survey can easily lead to collecting identifiable
data related to individuals. In this case, you
should contact your organisation’s data
protection off cer at the planning stage of the
survey and ask for advice on how to make
sure the survey meets the data protection
requirements.

+ Ensuring that the survey is conducted
in accordance with data protection
legislation.

It should be noted that when you inform the
respondents comprehensively about the
confidential processing of the data collected,
you generate trust and are more likely to
receive reliable responses. If people are
afraid that they may be identified from the
data, they may hesitate to openly disclose
their experiences.

WHEN PERFORMING AN EQUALITY ASSESSMENT,

REMEMBER THAT:

« If possible, you should carry out equality surveys anonymously so that the
responses cannot be linked to specific individuals.

« Ifthe data collected using different methods enable the identification of
individuals, this is considered as the processing of personal data and data

protection legislation will be applied.

- If you end up collecting identifiable data, ensure that the data are rendered
down to a general level before processing the results of the survey for

example in the planning team.
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Examples of assessment methods:

+ Personnel and stakeholder surveys + Analysis of core functions
+ Interviews + Collection of customer feedback
+ Assessment workshops  External assessments

+ Accessibility surveys

What is being assessed?

The assessment aims to find answers to questions such as:

« What information on the current state detected? Which groups are affected by
of equality is available within the this discrimination?
organisation? « Which procedures are in place to

+ Which measures have been address discrimination? How effective
implemented to promote are they?
equality? Have there been cases of - Do persons with disabilities receive
discrimination (e.g. direct, indirect or the reasonable accommodation they
multiple discrimination) within the need?

organisationiorits services « Is diversity taken into account in job

+ How has this discrimination been advertisements?

Source: yhdenvertaisuus.finlex.fi

CONTACTS TO THE NON-DISCRIMINATION OMBUDSMAN
RELATED TO DISCRIMINATION AT WORK IN 2023

In 2023, the Non-Discrimination Ombudsman received a total of 1,730
contacts related to discrimination, of which approximately 22% (372 cases)
were related to discrimination at work.

In 2023, the most common grounds for discrimination in the contacts
concerning working life were age (64), nationality (45) and other personal
characteristics (45). Of the contacts, 36% were concerned with recruitment
and 25% with work supervision and working conditions.

Source: Office of the Non-Discrimination Ombudsman

14
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Group-specific assessment

The idea of group-specific assessment is to
consider whether persons from different
backgrounds have equal opportunities to
work and make progress in their careersin the
organisation or use the services it provides.

The precondition for carrying out the
assessment is that the organisation has
sufficient knowledge and competence

on issues related to population groups.
Awareness can be raised, for example, by
training employees and involving equality
experts in the assessment.

It can be easier to get started with the help of
the example questions presented in the table.
Also, pay attention to multiple discrimination.

Subject of
assessment

Age

Origin and nationality

Language

Religion and belief

Opinion, political activity
and trade union activity

Family relationships

Health

Disability

Sexual orientation

Equality of personnel

Are employees of different ages treated
equally in the workplace?

Do jobseekers belonging to ethnic
minorities have equal opportunities to
be selected for a vacancy?

What measures are taken to support the
Finnish or Swedish language skills of
multilingual employees?

Have the holidays of those representing
different religious communities been
taken into consideration in the holiday
planning of employees?

Can a person’s opinion, political activity
or acting as an elected official affect
their equal opportunities to make
progress in their career?

Does the workplace recognise the
diversity of family relationships (e.g.
LGBTIQ+ families)?

Can the necessary adjustments be made
at the workplace so that employees’
health does not become an obstacle to
equal opportunities for making progress
in the workplace and career?

Are the shared spaces accessible?

Can a person belonging to a sexual
minority be themselves openly in the
workplace?

Equality of operations

Are the needs of people of different
ages identified in the services?

Have issues such as those related to
the equality of Roma people been
considered when planning and
implementing the measures of the
plan?

Is the organisation’s external
communication accessible to
different language groups?

Are the needs of members of different
religious communities taken into
account in the services?

Are services equal regardless of
opinion or political activity?

Does the service recognise the
diversity of family relationships (e.g.
LGBTIQ+ families)?

Which measures are taken to address
special issues related to clients’
health?

Has the accessibility of services been
examined from the perspective of
different groups of persons with
disabilities?

Has the service design paid attention

to the equality of members of sexual
minorities?

Source: yhdenvertaisuus.finlex.fi
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EXERCISE

You can facilitate discussion on questions such as:

« What are the operating conditions for promoting equality?

« How can the assessment of equality be implemented in practice in your

organisation?

« What assessment methods can the organisation use?

« Who can you engage in the assessment? How? How are responsibilities and

their implementation defined?

« Who is part of the planning team? Is the management represented? What

about personnel groups?

Defining objectives and measures

The assessment guides you in determining
the areas where the objectives and
measures are targeted. When identifying
the objectives, there should be discussions
within the work community on topics such
as how the objectives are related to the other
strategic goals of the organisation. Are the
objectives achievable? And can you assess
the development of the objectives?

The objectives can be achieved through
changes in principles, actions and structures.
You should select concrete and goal-driven
measures for the equality plan to respond
to the issues that were detected during
the assessment. It is a good idea to define
the areas that the measures aim to target

and how, when and by whom the measures
will be taken. Additionally, it is important
to identify influential channels and how
the implementation of measures will be
monitored.

Example of an objective:

« Efficientin ervention in discrimination at
the workplace

Examples of measures:

+ Training on non-discrimination

+ Appointment of an equality and
harassment contact person

« Drawing up the principles of a safer
space
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CHECKLIST FOR REVIEWING THE MEASURES

Which aspects of the activities (e.g. recruitment, orientation and management)
do the measures cover?

Which groups at risk of discrimination are covered by the measures?

What forms of discrimination do the measures address (e.qg. direct and
indirect discrimination, harassment)?

Which obstacles to equality are tackled with the measures?

Do the measures include elements or structures that promote the participation
or interactions of employees?

Can the implementation and effectiveness of the measures be assessed?
How?

In the process of equality planning, itis < Identify how and whose experiences

essential to identify different obstacles to and views are represented within the

equality. These obstacles often intersect. At organisation. Whose are not?

every stage of strategic equality endeavors,it's Recognise how these experiences

important to engage with groups vulnerable are addressed. Do individuals and

to discrimination: communities feel heard and fairly
treated?

« Take action: what measures are being
taken to rectify the situation?

EXERCISE

You can facilitate discussion on questions such as:

How will you proceed from the assessment results to identifying objectives?
How are the objectives more extensively linked to the organisation’s activities
or strategy?

Which objectives do you identify?

Are the objectives related to principles (values), new approaches (more equal
operations) or structural factors (diversity in the organisation or channels to
promote inclusion)?

How are the objectives selected and will they be discussed more extensively
in the organisation?

Planning and selection of measures

Plan a few potential measures linked to the objectives.

- How are the responsibilities for implementing and monitoring measures
defined?

- What kind of a schedule could there be for taking the measures?

- How could the measures be communicated internally or externally?

17
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Good to know

« The plan should be as concrete as possible
so that it can be used to genuinely
promote equality in the workplace.

« There is no specific form that a work-
place’s equality plan should follow or a

predetermined maximum or minimum

length, for example. The main thing is

that the plan reflects the organisation’s

views and development targets.

+ The planning obligations laid down in the
Non-Discrimination Act do not include

EQUALITY PLAN CHECKLIST

a time or annual limit on the frequency
at which the workplace’s equality plan
should be updated.

- Under the Equality Act, the employer
must prepare a gender equality plan at
least once every two years.

+ The planning obligations under the

Non-Discrimination Act do not include
pay surveys unlike in gender equality
planning.

« The workplace has an equality plan, as required by law.

+ The plan takes into account different grounds for discrimination.

« The plan takes into account equality in different areas of operations (such as

recruitment).

« The plan has been discussed with the personnel or their representatives.

+ The plan contains an equality assessment and its conclusions.

« The plan sets out the concrete measures to promote equality.

« Information on the plan is disseminated to all employees and it is easily
accessible to the personnel and included in, for example, job orientation
and integrated into the organisation’s established processes.

+ Groups at risk of discrimination are involved at all stages of the planning

process.

- Anonymous opportunities for participation are available.

T TIP

You don’t have to fit measures concerning all grounds for discriminationin a
single equality plan. While all grounds for discrimination should be examined at
the assessment stage, the objectives of the plan may focus on the most critical
grounds for discrimination that emerged in the evaluation. The key is that you
give reasons for the choices made and communicate about them clearly.

~
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Example of a frame for objectives and measures

Responsible

Objective Measures Timetable parties

Monitoring

Communications

Communications make the organisation’s equality work visible and impactful. Indeed,
you should pay attention to the role of communications at the different stages of equality
planning. It’s important to recognise the significance of communication throughout the
different stages of equality planning. The role of communications is particularly emphasised
when the equality plan is introduced as a tool used to actively promote an equal and non-
discriminatory organisational culture. In this context, the organisation is also articulating
and reinforcing its values through communications.

EXERCISE

You can facilitate discussion on questions such as:

» How is communication taken into consideration in the equality plan?
Does the plan contain measures related to communications?

+ What concrete ways to communicate about equality planning are available?

« How is equality visible in the organisation’s internal communications?
What about external communications?

+ How could the organisation’s communications related to equality be
developed?
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EXERCISE

You can facilitate discussion on questions such as:
« What is the desired outcome of the objective? How can you measure it?
« How can the indicators set in the assessment be used in impact assessment?

« What means can be used to assess impact (e.g. surveys, interviews, indicators
and external evaluation)?

Updating the equality plan

When updating the equality plan, itis good to pause and view equality work as an ongoing
continuum, one phase of which has been completed. The assessment results indicate on
whether to maintain focus on current themes or shift owards new ones.

It is also valuable to revisit the phase of the previous round where measures were selected for
the plan. For example, were any important measures overlooked or were certain objectives
identified as long-term goals that should be continuously promoted?

The planning process from the perspective of updating

+ How have you linked updating to impact assessment?

+ Seeking synergies: Is the update related to the organisation’s other strategies?

+ How could the working group operate in the future?

+ What benefits could there be in changing the members of the working group?

« How could you communicate about the updated plan?

+ Arethere any other organisations with which you could exchange ideas about equality
and non-discrimination planning together? You will not have to keep reinventing the
wheel when it comes to equality planning!
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Equality planning is a continuous process

Questions to reflect on

» Has the plan changed the culture within the organisation - is equality
visible in the day-to-day practice of the organisation?

« Has the plan increased diversity at different levels of the organisation?
«  Has the work community observed the benefits of equality?

« Has the planning helped uncover previously hidden discriminatory
attitudes within the workplace community?

« Do stakeholders from minority backgrounds perceive that operations have
become more equitable?

«  Has the plan reduced structural barriers (such as inaccessible space)?




MORE INFORMATION ON EQUALITY PLANNING:

www.equality.fi

We hope that this guide has provided support, information,
tools and practical examples to support the training of equality
planning at the workplace.

Everyone has the right to a working life free from
discrimination. Thank you for your contribution
to the promotion of equality!
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