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Employee Handbook
[bookmark: _Toc474342853][Guidance for use
This is intended to provide a first draft guide to the development of an Employee Handbook that can be used within your organisation.  Our objectives in developing this resource were:
· to ‘cover off’ the key policies and procedures that organisations should have in place to ensure legal compliance; 
· to provide protection to the organisation from employee negligence and abuse in such areas as IT usage, Internet use, Whistleblowing etc.;
· to provide demonstrable evidence of the organisation’s commitment to applying best practice in its Human Resource management activities;
· to present information in a clear, easily understood and ‘employee friendly’ manner;
· to provide a generic document that can be applied to any organisation, be it a business, a not-for-profit organisation or any other type of organisation that employs people.
Statutory minimum requirements have been used for such sections as Maternity Pay, Adoption pay and the like.  Should your organisation wish to be more generous in these areas you may wish to amend these sections.
 There are a couple of sections where you should pay particular attention (e.g. Compasssionate Leave) – these are highlighted in red in this download and should be amended to suit your specific requirements.
Whilst all reasonable efforts have been made to ensure the validity, currency and accuracy of this document, including the recent changes arising from the Employment Rights Act 2025, we can accept no responsibility or liability for any errors or ommisions within it. Should you have any questions relating to this document, need further guidance or would like assistance in tailoring it to your own requirements please contact us using the contact form on our website].
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[bookmark: _Toc235110121]Introduction
The guidelines outlined in this document supplement the Terms and Conditions of your employment with [INSERT COMPANY NAME]. The guidelines are intended to ensure "best practice" and that we operate with efficiency, consistency and to the highest possible professional standards.
[You may wish to include some information about your organisation here such as its history, range of operations, objectives etc.]
[bookmark: _Toc235110122]Employee Welfare
[bookmark: _Toc496176226][bookmark: _Toc232077882][bookmark: _Toc235110123]Adoption
[bookmark: _Toc496176227][bookmark: _Toc232077883][bookmark: _Toc235110124]Policy statement
Entitlements to Adoption Leave and Pay apply to those who are matched with a child by an approved Adoption Agency who is under the age of 18. In accordance with the Work and Families Act 2006 this policy explains key statutory entitlements that will apply. It also provides guidance in circumstances where the contractual entitlements for staff represent an enhancement of the statutory position. We wish to ensure that its approach to the handling of adoption is supportive, without being intrusive and that the welfare of both parent and child are protected. We also wish to ensure that employees are treated fairly and made fully aware of their statutory adoption entitlements. This policy is not contractual and does not form part of your Contract of Employment.
[bookmark: _Toc496176228][bookmark: _Toc232077884][bookmark: _Toc235110125]Scope
This policy applies to all permanent and fixed term employees. This supersedes all other guidelines previously issued on Adoption issues.

This policy applies to employees that are matched with a child for adoption by an approved Adoption Agency who is under the age of 18. This policy also applies in a similar manner to surrogacy arrangements, except that in order to qualify for Statutory Adoption Pay you must have worked for us continuously for at least 26 weeks by the 15th week before the week the baby is due.

Employees that have joined us as the result of a TUPE transfer may be subject to policies relating to their former terms and conditions of employment. Such employees should refer to their letter of transfer to confirm which employment terms apply.
[bookmark: _Toc496176229][bookmark: _Toc232077885][bookmark: _Toc235110126]Adoption entitlements
An employee’s adoption entitlement (time off and benefits) is dependent upon their length of service with us.

To qualify for 26 weeks' Ordinary Adoption Leave (OAL) and Statutory Adoption Pay (SAP), you must have 26 weeks' continuous service with us, either:

· At the time you receive notification that you have been matched with a child by a UK Adoption Agency, or

In the case of overseas adoption:

· Within 28 days of the date you receive an official notification; or,
· On the date that you complete 26 weeks continuous employment with us whichever is the later.

In addition, you may be entitled to a further 26 weeks' Additional Adoption Leave (AAL), immediately after OAL, in the following circumstances:

· OAL was taken for the child
· OAL was not terminated prematurely due to a disruption, for example the placement does not occur;
· The child has not ceased to live with you or has not been returned to the agency.
· The contract of employment has not been terminated.

Adoption Leave and Statutory Adoption Pay allows one member of an adoptive couple to take paid time off work when his or her child is placed with him or her. If one partner is eligible for Adoption Leave and Pay, the other may be eligible to take Maternity or Paternity Leave and Pay.  The adoptive couple may also elect to take Shared Parental Leave & Pay.

Adoption Leave and Statutory Adoption Pay are not available to foster or stepparent adoptions.
[bookmark: _Toc232077886][bookmark: _Toc235110127]Adoption leave
If you meet all the criteria above you may be entitled to take up to 52 weeks Adoption Leave. It is your decision as to how much of the 52-week's Adoption Leave you wish to take, subject to the notification requirements.

The Adoption Leave period of 52 weeks is made up of 26 weeks Ordinary Adoption Leave (OAL) immediately followed by 26 weeks Additional Adoption Leave (AAL). Statutory Adoption Pay (SAP) is payable throughout Ordinary Adoption Leave and will cover the first 13 weeks of Additional Adoption Leave, up to a total of 39 weeks.

During your periods of Ordinary and Additional Adoption Leave you will continue to receive all contractual benefits excluding remuneration, during their absence.

You will not be paid for Bank Holidays that fall during either Ordinary or Additional Adoption Leave.
Ordinary Adoption Leave
If you fulfil the criteria above you will be entitled to take 26 weeks Ordinary Adoption Leave. Ordinary Adoption Leave may start on:

· The date on which the child is placed with you, or

In the case of an overseas adoption:

· The date the child enters the U.K., or
· A specified date, provided in the notification of the intention to take OAL, but no later than 28 days after the child arrives in Great Britain.

You will receive Statutory Adoption Pay as set by the Government during Ordinary Adoption Leave. During Ordinary Adoption Leave you will continue to receive all contractual benefits, excluding remuneration and will continue to accrue annual leave.
Additional Adoption Leave
Additional Adoption Leave begins immediately after Ordinary Adoption Leave, and continues for a further 26 weeks.

If you fulfil the criteria relating to Additional Adoption Leave given above you will be entitled to take Additional Adoption Leave.

You will continue to receive all contractual benefits excluding remuneration and pension during Additional Adoption Leave and will continue to accrue annual leave.
[bookmark: _Toc496176230][bookmark: _Toc232077887][bookmark: _Toc235110128]Procedure
Applying for Adoption Leave
You must provide your manager with confirmation of your intention to take Adoption Leave within seven days (or as early as is reasonably practicable) of the date on which you are notified of having been matched with a child from a UK Adoption Agency, except in the case of Overseas Adoption.

You must provide your manager with confirmation of the date on which you intend to commence taking Adoption Leave and the date on which you wish to start receiving SAP at least 28 days prior to this date (where possible).

To do this you must write to us and confirm:

· The date on which you expect the child to be placed with you;
· The date on which you intend to begin your Ordinary Adoption Leave;
· Whether you wish to take just Ordinary or both Ordinary and Additional Adoption Leave.

Notification of the adoption must be supported by confirmation of the placement of a child. This will be a document issued by the Adoption Agency such as a Matching Certificate. It must include the following information:

· The name and address of the agency;
· The name and date of birth of the child;
· The date on which you were notified that you have been matched with a child;
· The date on which the agency expects to place the child with you.

In the case of overseas adoptions, you must provide your manager with details of the date you received official notification and the date the child is expected to enter the UK:

· Within 28 days of the date they received the notification; or
· On the date on which you complete 26 weeks continuous service with us whichever is the later, and
· The date upon which you intend to begin your Ordinary Adoption Leave, 28 days before the planned start date and within 28 days of the date the child enters the U.K.

Your manager must be informed if for any reasons, the child will not enter the U.K.

We will then confirm in writing within 28 calendar days your contractual return date from Ordinary or Additional Adoption Leave, whichever has been selected by you.

The earliest you may start your Adoption Leave is 14 calendar days prior to the date on which the child is due to be placed with you.
Working during the Adoption Leave period - 'Keeping in Touch Days'
To assist you in maintaining contact with us you may work for us by arrangement on what are called ‘Keeping in Touch Days’ during your Adoption Leave period for up to 10 days without bringing your Adoption Leave to an end or losing your entitlement to SAP. These 'Keeping in Touch Days' can be taken at any time during the Adoption Leave period.

These 'Keeping in Touch Days' place no obligation on either us to provide work or for you to complete work.  However, where they are agreed, you and your manager can use these days for training purposes as well as updating you on the Organisation’s and the team’s development and activities.

Should you work on a paid 'Keeping in Touch' day, for any part of the week during the Adoption Pay period, you will not lose your Statutory Adoption Pay (SAP) for that week. (This is subject to the maximum allowance of 10 ‘Keeping in Touch’ days).

Should you work on a paid 'Keeping in Touch' day we will pay you at the usual daily rate of basic pay.
Returning to work - Notification requirements
You do not need to give us any further notification should you intend to return to work immediately after the end of your Ordinary Adoption Leave period.  We will assume that you will be returning to work on this date.
Should you intend to return to work earlier than the end of your Adoption Leave period (whether Ordinary or Additional), you must give us at least 8 weeks’ written notice of the date on which you intend to return.

Where such notification requirements are not complied with, we reserve the right to postpone your return to a date that complies with the required notice period or until the end of the Adoption Leave period (whichever is earlier).  Should you return to work before to the end of any such postponed period; we will not be contractually obliged to pay you for any work undertaken during this time.

If you are ill on the intended date of return following Adoption Leave, such absence will be handled in accordance with our normal sickness absence arrangements.

No extension to your Adoption Leave will be allowed beyond your entitlement.  However, your leave period may be extended by way of a request to take annual leave or parental leave. In such circumstances, this leave must be booked in accordance with our Annual Leave Policy and/or Parental Leave Policy. Where possible this should be booked prior to the start of the Adoption Leave period.
[bookmark: _Toc496176231][bookmark: _Toc232077888][bookmark: _Toc235110129]Adoption Pay
Statutory Adoption Pay (“SAP”) is set by the Government (reviewed annually), in line with the start of the tax year (6th April).

If you fulfil the criteria above you will be eligible to received SAP for a period of 39 weeks, subject to the following:

· You are taking leave from work to care for the child; and
· You have elected to receive SAP.

For the first 6 weeks you will be paid 90% of your average weekly earnings.

For the remaining 33 weeks you will be paid the lower of either:

· The weekly figure as set by the Government; or
· 90% of your normal weekly earnings.

Payment of SAP will be made through Payroll on a monthly basis and will be subject to tax and National Insurance contributions.

SAP will not be paid in one lump sum prior to commencement of Adoption Leave unless the contract of employment is due to end at the beginning of the leave period.
[bookmark: _Toc496176232][bookmark: _Toc232077889][bookmark: _Toc235110130]Resignation or dismissal during Adoption Leave
Should you resign or be dismissed before the start of your Adoption Leave your entitlement to the Leave will be lost. In these circumstances, where you meet the criteria in Section 1.2., payment of SAP will be made in one lump sum on the date previously notified as the start of Adoption Leave. Where no prior notification has been given, payment will be made on the later of:

· The date the child is placed; or
· The first week after employment ends.
[bookmark: _Toc496176233][bookmark: _Toc232077890][bookmark: _Toc235110131]Disruption to Adoption Leave
If the child's placement is disrupted for any reason and adoption ends, the leave period may continue for up to a further 8 weeks following the week in which the adoption ended, or if there are less than 8 weeks remaining of the Adoption Leave period the leave will continue for the duration of the leave period.

If the adoption is disrupted in any way the entitlement to SAP will continue for 8 weeks following the week in which the disruption occurred, or if there are less than 8 weeks remaining of the Adoption Leave period, SAP will continue for the duration of the leave period.
[bookmark: _Toc496176234][bookmark: _Toc232077891][bookmark: _Toc235110132]Entitlements on returning to work
Should you return to work after a period of Ordinary Adoption Leave you will be entitled to the following, on the condition that the last two periods of leave you have taken did not include Adoption or Maternity Leave:

· The benefit from any improvements to your terms and conditions of employment which may have been implemented for your position, grade or class of work during your absence;
· A return to the same job or job of similar duties and status and the same terms and conditions of employment unless by reason of redundancy the original position no longer exists.

If you are returning to work after a period of Additional Adoption Leave, you will be entitled to the following terms:

· The benefit from any improvements to your terms and conditions of employment which may have been implemented for your position, grade or class of work during your absence;
· A return to the same job and same terms and conditions of employment, unless by reason of redundancy the original position no longer exists, or where it is not reasonably practicable for us to offer your return to the original position;
· Where it is not reasonably practicable for us to offer the original position, we will offer you a suitable appropriate position (if available) on no less favourable terms and conditions.

Should a redundancy situation arise during a period of Ordinary or Additional Adoption Leave which makes it impractical for us to continue to employ you under your original contract of employment you will be offered a suitable alternative position if one is available.

Any request to return to work on a permanent part-time basis will be dealt with in accordance with our Flexible Working Policy.

If you wish to return to work on either a temporary or permanent part-time basis you must make this request in writing 8 weeks before the intended return date.

You will be offered the opportunity to consider any suitable alternative part-time positions as may be available at the notified return date.

Failure on your part to provide the required advance notification of a request to return to work on a part-time basis may result in a suitable position not being available.

[bookmark: _Toc235110133]Compassionate Leave
[bookmark: _Toc235110134]Policy statement
We understand that certain situations, particularly where bereavement is involved, can be particularly distressing to those closely affected.  We therefore endeavour to act supportively and sympathetically in such situations.  In the case of bereavement we will take into account and respect the customs and practices of different religious faiths.
[bookmark: _Toc235110135]Scope
This policy applies to all employees regardless of length of service.
[bookmark: _Toc235110136]Procedure
In addition to your statutory rights to deal with family emergencies, we exercise our discretion as to whether we will grant you limited paid compassionate leave. Although each situation is evaluated in isolation the following guidelines will usually be applied:
Compassionate leave will usually be granted in circumstances where:
· A dependant or close relative dies, falls critically ill or is seriously injured;  
· Close relatives will usually be defined as being your partner, parents, siblings or children.
In these circumstances, leave on full pay will continue for as many days as we deem your continued absence from work to be justifiable and the continued payment of your salary to be economically viable. The aggregate amount of such paid leave will normally be based on the following allowances:
· Partner or spouse: 10 working days paid leave;
· Child: 10 working days paid leave;
· Immediate Parents: 5 working days paid leave;
· Parents-in-Law: 2 working days paid leave;
· Grand Children: 5 working days paid leave;
· Grand Parents: 2 working Days paid leave;
· Sisters/Brothers: 2 working days paid leave.
[The above allowances are given for illustrative purposes only and are based upon typical allowances we see given by Companies. These are not governed by statute].
Any time taken over and above these allowances will normally need to be taken as either unpaid leave or taken as part of your holiday entitlement.
In the first instance you should speak to your manager and seek his or her authorisation if you need to take time off for compassionate reasons.

[bookmark: _Toc235110137]Equal Opportunities
[bookmark: _Toc477008163][bookmark: _Toc235110138]Policy Statement
We are committed to promoting equal opportunities for all employees and prospective employees regardless of sex, sexual orientation, marital status, nationality, colour, race, ethnicity, national origin, religion or belief, disability, age or gender reassignment.
The aim of this policy is to enable us to comply with our statutory and moral obligation to prevent discrimination and to attract, develop and retain high quality employees.  It is our objective that individuals are selected, promoted, provided with training opportunities and treated on the basis of their relative merits and abilities and that all employees will be given equal opportunity to progress within our Organisation.
We will endeavour to ensure that no person:
· Receives less favourable treatment on the grounds of gender, sexual orientation, ethnic origin, religious belief, disability, age or membership of any minority groups;
· Is disadvantaged by conditions of employment and pay or requirements which cannot be shown to be objectively justifiable;
· Suffers harassment, victimisation or bullying because of his or her gender (including gender re-assignment), ethnic origin, religious belief, sexual orientation, disability, age or membership of any minority groups;
· Suffers victimisation for asserting his or her rights not to be the subject of discrimination or harassment.
[bookmark: _Toc477008164][bookmark: _Toc235110139]
Scope
This policy is intended to apply to, and be applied by, all employees in all aspects of employment including:
· Recruitment;
· Recruitment advertising;
· Promotions;
· Transfers;
· Terms and Conditions of Employment;
· Disciplinary and Grievance matters;
· Redundancy or Termination;
· Rates of Pay;
· Training;
· Working Environment.
[bookmark: _Toc477008165][bookmark: _Toc235110140]Responsibilities
Management
Management are responsible for ensuring that equality of opportunity is available to all employees and prospective employees through the application and monitoring of this Policy.
Employees
You have a duty to us and to your fellow employees to promote and co-operate with policies and procedures designed to remove discrimination in employment and service provision and to respect the rights and religious beliefs of others.  In particular, you should not:
· Allow your personal beliefs or attitudes to adversely influence working relationships;
· Induce or attempt to induce other employees to discriminate unlawfully or unfairly;
· Harass, abuse or intimidate other employees or make derogatory or offensive remarks about a fellow employee because of his or her gender, ethnic origin, disability, sexual orientation, age or religious belief;
· Disclose sensitive personal data, such as information relating to an individual’s sexual orientation to others;
· Victimise or attempt to victimise individuals on the grounds that they have made a complaint or provided information concerning discrimination or harassment.
[bookmark: _Toc477008166][bookmark: _Toc235110141]Monitoring
An essential part of the commitment to equal opportunities and diversity is the monitoring of employment decisions to ensure that neither direct nor indirect discrimination is occurring and to measure the effectiveness of the aims of this Policy.  With this objective in mind we will as far as is reasonably practicable:
· Conduct regular analyses of the recruitment and promotion process by the collection of details provided by job applicants on their sex, marital status, ethnic origin, disability and age.;
· Produce statistics on the makeup of our existing workforce;
· Conduct audits of all employment practices and methods as appropriate.
[bookmark: _Toc477008167][bookmark: _Toc235110142]
Positive Action
Should we identify groups who are underrepresented in certain jobs or departments, or among applicants or successful candidates, we will endeavour to identify the reasons for this.  If appropriate we will take positive action to increase that representation, and to actively encourage applications from those minority groups.  However, recruitment decisions and decisions relating to promotions will continue to be made on the basis of applicants’ relative merits and objective criteria in respect of suitability for a particular role. 
[bookmark: _Toc477008168][bookmark: _Toc235110143]Breach of Policy
Failure to adhere to the content of this Policy or any guidance issued in its implementation may result in disciplinary action.  Discriminatory action or practices or acts of harassment or victimisation are regarded as Gross Misconduct which could result in summary dismissal.
[bookmark: _Toc235110144]Grievances
Grievances arising out of the application of this Policy will be handled in accordance with our Grievance Procedure.
[bookmark: _Toc235110145]Family Emergencies
We will observe your statutory right to reasonable unpaid leave to deal with family emergencies that fall outside the scope of our policies relating to Compassionate Leave, Maternity Leave, Paternity Leave and Parental Leave.  This time off would be to deal with emergencies involving a dependant (this being someone who is your spouse, partner, child, parent, or someone who depends on you for care, for example an elderly neighbour). 

Examples of circumstances where such leave may be taken are:
· to deal with a breakdown in childcare;
· to put longer term care in place for your children or your elderly relatives;
· if a dependant fall ill or is taken into hospital;
· to arrange or attend a funeral.

[bookmark: _Toc235110146]Flexible Working
[bookmark: _Toc477008172][bookmark: _Toc235110147]Policy Statement
[bookmark: _Toc477008173][bookmark: _Hlk232001590][bookmark: _Hlk232001677]In accordance with the Employment Act 2002, its subsequent amendment through the Work and Families Act 2006, the Employment Relations (Flexible Working) Act 2023, the Flexible Working Regulations 2014 and the Employment Rights Act 2025 we recognise the right of employees to request flexible working arrangements, particularly those who have responsibility for children or the caring of an adult.  This does not provide an automatic right to work flexible hours and there will be circumstances when we are unable to accommodate an employee’s request for a particular working pattern as there are roles where this may not be viable.
Each application will be considered on a case-by-case basis.
This policy is not contractual and does not form part of your contract of employment.
This policy will be applied fairly and consistently to all employees in accordance with our Equal Opportunities Policy.
[bookmark: _Toc235110148]Scope
This policy applies to all permanent and fixed term employees who meet the eligibility requirements.
[bookmark: _Toc477008174][bookmark: _Toc235110149]Eligibility
[bookmark: _Toc477008175]All employees have the right to request a flexible working pattern and should give valid reasons as to why you believe your request to be reasonable and, if granted, still enable you to perform your job duties without detriment to the business.  Valid reasons may include:
· To help you fulfil child-care responsibilities or provide care to an elderly or disabled adult;
· To help you to maintain a healthy work-life balance;
· To help you to manage a difficult or lengthy commute to work;
· To help you to manage stress and support your mental well-being;
· To help you manage any medical condition you may suffer from (e.g. your attendance at hospital appointments);
· To support your educational or development activities (e.g. to fit in with class times etc.)
[bookmark: _Toc235110150]Procedure
[bookmark: _Toc477008176]You may only make two applications in any 12-month rolling period.
You must make your application in writing to your manager and state how you would like your working pattern to be altered.  Before making an application you should carefully consider any financial implications your application may have if your application involves any reduction to your working hours.  You should also include in your application any effect this change in working pattern may have on your team or department and describe how any detrimental impact can be mitigated and accommodated.  If your application does not provide sufficient information in this respect we may return it to you and ask you to resubmit it when the missing information has been included within it.
Your manager will contact you as soon as is reasonably practicable and in any event within 28 days of the receipt of your application to arrange a meeting to discuss it in more detail.  In the event that your flexible working request is to be refused the reasons for this will be discussed at this meeting.  Following this meeting your manager will write to you within 28 days to:
· agree the new working pattern with a start date; or,
· offer an alternative work pattern where the one you requested cannot be agreed to; or,
· give the organisational reasons why a change to the work pattern for your particular role cannot be accommodated and why these are considered ‘reasonable’.
[bookmark: _Toc214375288][bookmark: _Toc235110151]Potential reasons for a refusal to accommodate a flexible working request
Any refusal on our part to accommodate your flexible working request will be based on one of the following 8 reasons:
· The burden of additional costs that the Organisation would incur;
· An inability to reorganise work amongst existing employees;
· An inability to recruit additional staff needed to meet the requirements of your request;
· A detrimental impact on quality;
· A detrimental impact on your job performance;
· Detrimental effect on ability to meet customer demand;
· Insufficient work being available for the periods that you propose to work;
· Planned structural changes to the business.

In preparing your flexible working request you should be mindful of these potential reasons why it may be refused and include any actions that could be taken to mitigate these in your written request.
[bookmark: _Toc235110152]Trial Periods
We may consider offering you the flexible work pattern you requested or an alternative, on a trial basis. This will be if we are unsure as to what the impact will be on the organisation. If such a trial period is agreed, a temporary change to your terms and conditions of employment will be made. If the trial period is unsuccessful, you will revert back to your previous terms and conditions. If, on the other hand the trial period is successful, the temporary change to your terms and conditions will become permanent. 
[bookmark: _Toc477008177][bookmark: _Toc235110153]Benefits
A permanent change in your working hours, from full to part time for example, is likely to have implications in respect of you pay and contractual benefits. Such a change may result in a pro-rata reduction in your pay and the value of such benefits.
[bookmark: _Toc235110154]Holidays
[bookmark: _Toc235110155]Policy statement
We recognise the importance of maintaining a healthy work/life balance and therefore encourage our employees to take full benefit of their contractual holiday entitlement.  We endeavour to be as flexible as possible in accommodating holiday requests and in return expect you to take into account operational considerations when requesting holidays.    
[bookmark: _Toc235110156]Scope
This policy applies to both full-time and part-time employees.
[bookmark: _Toc235110157]Guidelines
Your annual holiday entitlement is given in your Contract of Employment.
Except when it has been agreed with you manager, your holiday entitlement must be taken during the holiday year in which it is accrued. In exceptional circumstances your manager may agree to you carrying over some of your holiday entitlement from one holiday year to the next.
All holiday requests must be approved in advance by your manager and you should give as much notice as possible of your proposed holiday dates.  In all instances you must give at least twice the number of working days’ notice as the number of days that you wish to take off.  You are strongly advised not to confirm holiday bookings or make any financial commitments until your proposed holiday dates have been approved.  In exceptional circumstances we may require you take your holiday at dates that we decide if operational needs so dictate.  In such circumstances we will give you at least twice the amount of notice as the period of holiday leave we require you to take.
[bookmark: _Toc235110158]Holiday pay
Your holiday pay will be calculated on the basis of your current rate of pay and will include any commission payments or bonus payments, overtime and travelling-time allowances.
There will be no payment in lieu of any holiday not taken except upon the termination of your employment or any payments agreed with your manager for untaken contractual holiday entitlement that is in excess of your statutory entitlement under the Working Time Regulations.
[bookmark: _Toc235110159]Public/Bank holidays
Your contractual holiday entitlement as given in your Contract of Employment is inclusive of the eight public holidays normally occurring during the calendar year.  If you are normally required to work on public holidays you may take alternative days of holiday in lieu of these.
[bookmark: _Toc235110160]Holiday entitlement in your first year of employment
If you join us part of the way through our holiday year, you will be entitled to a proportion of your annual holiday entitlement based on the period of your employment in that particular holiday year.
During your first year of employment you will not normally be allowed to take more holiday than you have actually accrued at the time your holiday is taken, unless this has been authorised by your manager. 
[bookmark: _Toc235110161]Holiday pay on the termination of your employment
If you leave our employment part of the way through the holiday year we will pay you in lieu for any accrued holiday entitlement for that holiday year that has not been taken by the termination date. We may however, require you take any such untaken holiday during your notice period.
If, on leaving our employment, you have taken in excess of your entitlement to paid holiday at the date of the termination of your employment this excess will be deducted from your final salary payment. 
In the event that your employment terminates as the result of gross misconduct or gross negligence or if you fail to give adequate notice of the termination of your employment in accordance with your contract of employment with us, no payment will be made in respect of accrued but untaken contractual holiday entitlement that is in excess of your statutory entitlement under the Working Time Regulations 1998.
[bookmark: _Toc235110162]Sickness during your holiday
If you fall ill or are injured while on holiday we will, subject to the conditions below, allow you to take this as sickness absence and allow you to take replacement holiday at a later time. The conditions are:
· That the total period of your incapacity is fully certificated by a qualified medical practitioner if it exceeds 7 days regardless of whether your incapacity occurred in the UK or overseas;
· You must let us know as soon as you know that there will be a period of incapacity during your holiday.
· You must submit a written request within 5 days of returning to work giving us details as to how many days of the holiday period were affected by sickness and the amount of leave that you wish to take at another time.
If these conditions are met we will grant you the same number of days' replacement holiday leave as the number of holiday days lost due incapacity.
If you are ill or injured before the start of your planned holiday and, as a consequence, are unable to take the holiday, we may agree to you postponing your holiday dates to another mutually agreed time. Your period of sickness absence will in such circumstances be treated in accordance with our normal policy relating to sickness absence. In these circumstances you must submit a request to postpone your planned holiday in writing together with any relevant documents we may require under our sickness absence policy.
You must ask to take any replacement holiday in accordance with our normal holiday policy and this should be in the same holiday year in which your entitlement was accrued. However, if there are good reasons for you not to be able to do so, we may allow you to carry this leave entitlement forward into the next holiday year. We may also require you to take all or part of your replacement holiday on particular days without applying our normal minimum notice period for requiring you to take holiday. In all such circumstances we shall aim to be as reasonable and as accommodating to your wishes as we practically can.

[bookmark: _Toc235110163]Maternity Leave
[bookmark: _Toc235110164]Policy statement
This policy reflects our commitment to fulfil our legal obligations to employees who become or are pregnant and/or give birth whilst in our employment and is intended to clarify the entitlements, procedural requirements and employment considerations involved. 
[bookmark: _Toc235110165]Scope
This policy applies to both full-time and part-time employees regardless of length of service. 
[bookmark: _Toc235110166]Entitlement
All pregnant employees are entitled to 52 weeks Maternity Leave. This leave is made up of 26 weeks Ordinary Maternity Leave and 26 weeks Additional Maternity Leave.
If you have 26 weeks continuous service with us at the point 15 weeks before your expected week of childbirth and earn in excess of the National Insurance Lower Earnings Limit you will be entitled to Statutory Maternity Pay. If you do not qualify for Statutory Maternity Pay you may claim Maternity Allowance from the Department of Work and Pensions. If you are entitled to receive Statutory Maternity Pay you will receive this for 39 weeks from the commencement of your Ordinary Maternity Leave.
[bookmark: _Toc235110167]Key dates  
You must notify us that you are pregnant, that you intend to take maternity leave and the date on which you wish your maternity leave to start at least 15 weeks before the expected week of your child's birth. You should provide us with a copy of your form MAT B1 (which your doctor or midwife should have given you) at this time.
We will write to you within 28 days of you notifying us of your intent to take maternity leave to confirm details of your maternity pay, maternity leave entitlement and the date your maternity leave will end. We will assume, unless we hear otherwise, that you will be returning to work on this date.
If you wish to change the date on which your maternity leave starts you must give us 28 days’ notice of this change.
You must give us 28 days’ notice of the date from which you wish any SMP payments to commence (this is normally a Sunday and is usually the first Sunday after the commencement of maternity leave).
If you wish to return to work before the end of your maternity leave you must give us at least 8 weeks’ written notice of this change.
If you decide not to return to work at the end of your maternity leave you must give us notice in accordance with your contract of employment.
[bookmark: _Toc235110168]Maternity Pay
Your contractual entitlement to Maternity Pay is detailed in your Contract of Employment and your contractual benefits will continue throughout your Ordinary Maternity Leave period. If you are entitled to receive it, you will be paid Statutory Maternity Pay ("SMP") for 39 weeks. This will be at a basic rate of 90% of normal earnings during the first 6 weeks followed by the current standard rate of SMP per week (or 90% of the average weekly earnings if this is less than the current standard rate) for the remaining 33 weeks.
You will continue to receive contractual benefits during your Ordinary Maternity Leave (i.e. the first 26 weeks). You will not receive these benefits during any period of Additional Maternity Leave. Your other rights such as the right to notice and redundancy pay and the right to raise a grievance will continue throughout the Additional Maternity Leave period.
Your holiday entitlement will continue to accrue throughout your Maternity Leave. Holiday may be taken immediately prior to the commencement of your Maternity Leave or at the end of your leave. You will not receive payment for bank holidays falling within your leave. If agreed between yourself and us, we may make a payment in lieu for any untaken contractual holiday entitlement that is due to you and which is in excess of your entitlement under the Working Time Regulations. 
[bookmark: _Toc235110169]Maternity suspension 
We have a legal obligation to take your health & safety into account and consider any risk that you may face. You should ask your manager to arrange for a risk assessment to be undertaken specifically with regard to your pregnancy.  If we consider that there is a risk to either your own health & safety or to that of your unborn baby, we may make adjustments to your job duties or offer you suitable alternative employment which does not pose any risk. If this is not reasonably practicable we may suspend you on full pay, because of the potential risk to health and safety. 
[bookmark: _Toc235110170]Dismissal or resignation prior to the commencement of Maternity Leave
If you resign or are dismissed prior to the commencement of Maternity Leave you will lose the right to such leave (and therefore the right to return to work). However, if you are still employed after the 15th week before the expected week of childbirth you will still receive Maternity Pay if you qualify for it.
[bookmark: _Toc235110171]‘Keeping in Touch’ days
To assist you in maintaining contact with us during your Maternity Leave you may attend work for a maximum of 10 days during your leave without bringing your leave to an end. 'Keeping in Touch’ days must be agreed in advance with us. We shall have no obligation to provide work for you and you shall be under no obligation to perform any work on such days. However, where these days have been mutually agreed in advance they may be used for other activities such as training and updating you on developments within the Organisation or your team.
[bookmark: _Toc235110172]Shared Parental Leave (“SPL”)
If you decide to end your Maternity Leave early you and your partner may be able to share the balance of your leave between each other.  This is provided that both you and your partner meet the required eligibility conditions and meet the notice requirements associated with Shared Parental Leave.  In such circumstances your Maternity Pay will cease and be replaced by any entitlement you both may have to Shared Parental Pay (“ShPP”).
[bookmark: _Toc235110173]Paternity Leave
Fathers have a statutory right to two weeks paid paternity leave. This may be taken any time in the first eight weeks of the date of the child's birth (or, if born early, up until 8 weeks after the originally expected date of birth). To be entitled to Paternity Leave you must have worked with us for a continuous period of 26 weeks ending with the 15th week before the expected date of your child's birth. You will receive Statutory Paternity Pay (“SPP”) during your leave at the current standard rate. Your contractual benefits will continue throughout your paternity leave.  
[bookmark: _Toc235110174]Shared Parental Leave (“SPL”)
If your partner is eligible for Maternity Leave you and your partner decides to end her Maternity Leave early you may decide to share the balance remaining of her Maternity Leave entitlement between you.   In such circumstances your partner’s Maternity Pay will cease and be replaced by any entitlement you both may have to Shared Parental Pay (“ShPP”). 

[bookmark: _Toc235110175]Parental Leave
If you have young children, in addition to Maternity, Shared Parental and Paternity Leave, you are likely to be entitled to parental leave in order to deal with family emergencies. This leave is unpaid. The rules governing parental leave are quite complex so please ask for clarification if you are unsure as to your entitlement. You are entitled to parental leave if:
· You are the parent of a child who is under five years old;
· You have adopted a child within the past 5 years;
· You have a child entitled to receive Disability Living Allowance who is under 18 years of age; 
· You have adopted a child entitled to receive Disability Living Allowance within the past 18 years;
and,
You have worked for us for a year.
[bookmark: _Toc235110176]Entitlements
Parents of children meeting the above criteria are entitled to 13 weeks parental leave during the five years following the birth or adoption of the child (or an adopted child's 18th birthday if this is earlier). Parents of children entitled to receive Disability Living Allowance are entitled to 18 weeks parental leave which may be taken at any time up to the child's 18th birthday (or 18 years after their placement in the case of an adopted child entitled to receive Disability Living Allowance).
[bookmark: _Toc235110177]Requesting leave
If you wish to take parental leave you must give us at least three weeks’ notice. Normally, leave should be taken in blocks of no less than one week and of no more than four weeks. The only exception to this is if your child is disabled, in which case you may take shorter period of leave. In circumstances where your absence from the business may be commercially damaging we may ask you to postpone your planned leave.
You are required to inform us of any periods of Parental Leave taken whilst employed by a previous employer. Failure to disclose any previously taken period of leave will constitute a disciplinary offence and will be liable to disciplinary action under our disciplinary procedure. 
You will continue to receive your contractual benefits during any periods of Parental Leave, including accruing holiday entitlement, with the exception of remuneration.
[bookmark: _Toc235110178]Disciplinary & Grievance Procedures
[bookmark: _Toc235110179]Bullying & Harassment
[bookmark: _Toc235110180]Policy statement
We are committed to the principle that everyone should be treated with dignity and respect in their workplace.  
The aim of this Policy is to enable us to comply with our statutory and moral obligation to prevent bullying and harassment within the workplace, consistent with our Equal Opportunities Policy.
As a consequence, any of the following behaviours may be treated as serious, and in certain circumstances as gross misconduct:
· Spreading malicious rumours;
· Copying memorandums that are critical about someone to others who do not need to know;
· Ridiculing or demeaning someone;
· Exclusion or victimisation;
· Unfair treatment;
· Overbearing supervision or other misuse of power;
· Making unwelcome sexual advances or remarks of an explicitly sexual nature;
· Making threats or comments about job security;
· Preventing individuals progressing by intentionally blocking promotion.
[bookmark: _Toc235110181]Scope
This policy is intended to apply to incidents in all aspects of employment irrespective of whether they occur within the workplace or outside the workplace whilst performing work related activities or in connection with employment.
All employees have a duty to report any instances of bullying and/or harassment which they are aware of.
[bookmark: _Toc235110182]What is Bullying and Harassment? 
Bullying may be characterised as offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power through means intended to undermine, humiliate or injure the recipient.
Harassment is a form of verbal or non-verbal physical conduct that has the purpose or effect of violating the dignity of the person, or of creating an intimidating, hostile, degrading, humiliating or offensive environment.
Regardless of the intentions of the offending individual, it is the perception of the complainant that is the main indicator of bullying or harassment.
Bullying or harassment may be obvious or it may be insidious.
[bookmark: _Toc231997705][bookmark: _Toc235110183][bookmark: _Hlk232070976]Bullying & Harassment by Third-Parties
Responsibilities	
Managers
Managers have a duty of care to identify and mitigate risks of harassment of all kinds including sexual harassment that may be posed by third-parties, including our contractors, customers and suppliers. To this end, managers should ensure that:

· Third-parties are aware of our policy in respect of bullying and harassment and our expectation that our employees are treated with respect by their employees and are not subjected to bullying or harassment;
· That they consider the risks posed to our employees in their interactions with third-parties and in particular the risks posed at external events, particularly those where the consumption of alcohol is involved;
· That those who report to them have a duty to report any instances of bullying and harassment to them as well as any concerns they may have that they may be the subject of bullying or harassment.
Employees
Employees are expected to and should feel comfortable in reporting any form of bullying or harassment they are subjected to by a third-party, including any of our customers of suppliers. They should also feel free to express any concerns they may have or perceived risk they may have of such behaviour arising from any third-party. 
[bookmark: _Toc235110184]Complaints procedure
All complaints will be treated seriously and with appropriate confidentiality.
If you believe that you have experienced or are experiencing any form of harassment, bullying or discrimination you are encouraged in the first instance, to discuss the matter with the person engaging in the unwanted behaviour and to make them aware that the behaviour offends you or makes you feel uncomfortable.
If you feel unable to discuss the matter with the individual concerned you should discuss this issue with your Manager.  If you feel unable to discuss the matter with your manager you should raise the matter with the person responsible for Human Resource Management within our Organisation.
The aim of such discussions is to try to resolve the problem for you as quickly as possible, and wherever practicable, as near as possible to the level at which the problem arises.
At the end of the initial discussions you will be asked to choose one of the following options:
· Agree that in your opinion no further action is necessary;
· Agree to discuss the problem with the person who you allege to have caused you offence or discomfort;
· Ask relevant management to provide assistance in resolving the matter to your satisfaction through informal and/or discreet approaches to those concerned;
· Lodge a formal complaint, in writing, to your manager or, if the complaint is against your manager, the person responsible for Human Resource Management.  If you feel that you will have difficulty in framing such a complaint in writing you should ask us for assistance.
If you lodge a formal complaint in writing, we will appoint a manager (“the Investigating Manager”) who is not directly involved in the allegations to conduct a full investigation.  This will include interviews with you and all relevant staff which will be written up as witness statements.  During the investigatory process both you and the person you have alleged of bullying or harassment will be provided with full details of the complaint and the evidence gathered as part of the investigation.  In addition, both parties involved in the matter will have the right to be accompanied at any investigatory interviews or disciplinary hearings by a work colleague or a Trade Union Official.
In the event that the complaint is upheld we will take appropriate disciplinary action in accordance with our Disciplinary Procedure.
In the event that the Investigating Manager reasonably concludes that your complaint was both groundless and was made vindictively out of malice, he or she may recommend that you be subject to disciplinary action.
[bookmark: _Toc235110185]Breach of policy
Failure to adhere to the content of this Policy or any guidance issued in its implementation may result in disciplinary action.  Serious cases of discrimination, bullying, victimisation or harassment may constitute Gross Misconduct in which case, the harasser may be summarily dismissed.

[bookmark: _Toc235110186]Disciplinary Procedure
[bookmark: _Toc235110187]Policy statement
We are committed to the principle of ensuring that all employees are conducting themselves and working to the highest standards.  In the event that this is not being achieved, disciplinary action may be initiated.  Disciplinary matters will be dealt with promptly and consistently and following an investigation to establish the facts surrounding the situation.  In the event that you are the subject of any disciplinary complaint you will be informed of this and be given the opportunity to respond to any allegations made before any disciplinary action or sanction is applied.
The aim of this Policy and Procedure is to provide a framework that will enable managers to fairly, effectively and consistently deal with conduct, attendance and performance issues of their staff, in order to deliver the highest quality of service to our customers.
This policy is intended to work alongside our Equal Opportunities Policy.
[bookmark: _Toc235110188]Scope
The Disciplinary Procedure detailed in this policy is applicable to all employees except those who have yet to complete any probationary period or who have yet to complete 25 weeks’ employment, whichever is the later.
This policy and Procedure will normally apply if your conduct, performance or attendance has fallen below the expected standards.  The following are examples of conduct and performance issues in respect of which disciplinary action may be taken against you:
· Unauthorised or persistent absence;
· Poor timekeeping;
· Conduct which falls below acceptable standards of behaviour;
· Failure to meet our required performance expectations and standards;
· Failure to comply with our requirements on the notification and evidence of sickness absence;
· Failure to maintain safety standards;
· Failure to follow our health and safety policies and procedures;
· Failure to comply with our established policies and procedures.
[bookmark: _Toc235110189]Procedure
Principles
No disciplinary action will be taken against you until the matter has been fully investigated and considered by a senior manager.
You will receive written advance notice of any disciplinary meeting and will be told of the actions and sanctions that may arise from such a meeting.
At each stage of the procedure you will be advised of the nature of the complaint against you and shall be given the opportunity to state your case and provide details of any mitigating circumstances before any decision is made or action taken.
Any disciplinary action or sanction applied will take into account your previous record and warnings given, as well as the gravity of the immediate offence.
You would not normally be dismissed for a first breach of discipline except in the case of Gross Misconduct or Gross Negligence when the penalty will be dismissal without notice.
In order to allow for the varying degrees of seriousness in breaches of discipline, the procedure outlined below can be implemented at any stage according to the seriousness of the complaint.
You may be accompanied at disciplinary meetings (and any appeal), if you so wish by a work colleague or Trade Union Representative (providing that his or her attendance is reasonably practicable and he or she does not have any involvement in the situation).  It is your responsibility to secure the attendance of such a colleague, and the colleague shall have the right to decline to attend.  You would not be entitled to be accompanied by an individual who is not employed by us, unless the individual is a Trade Union Representative.  In all cases you must notify us if you are to be accompanied at a disciplinary meeting.
Where appropriate, we will provide you with help and guidance to enable you to achieve the required standards of conduct, attendance and/or performance.
Any warnings issued to you will remain upon your personnel file indefinitely.  However, these warnings will be disregarded for disciplinary purposes after a period of 12 months (18 months in the case of a Final Written Warning) from the date of issue, even if any specified time for improvement has expired.
Any disciplinary sanction issued shall be confirmed to you in writing and a copy placed on your personnel file.
At each formal stage of the process you will have the right to appeal against the outcome of a disciplinary meeting and any disciplinary sanction imposed.  You shall have an opportunity to comment on any new evidence arising during an appeal process before any final decision is taken.
Stages of the procedure
Minor instances of unsatisfactory performance, conduct or attendance will be dealt with informally by way of counselling.  Where the matter is more serious, the stages of the procedure set out below will normally be followed.
There are four stages to the Procedure.  We reserve the right to initiate the procedure at any stage, or to jump stages, depending on the circumstances of the case and the seriousness of the misconduct or unsatisfactory performance/attendance.
Stage 1 – Verbal Warning
In cases of unsatisfactory performance, misconduct or attendance, you will initially be given a Verbal Warning.  
Stage 2 – Written Warning
In the event of a more serious or further misconduct or a failure to meet the required standards of work performance/attendance, you will normally be given a Written Warning.
Stage 3 – Final Written Warning
In the event of a more serious or further misconduct or failure to improve standards of work performance or attendance, or if the misconduct or poor performance is sufficiently serious to warrant only one written warning but insufficiently serious to justify dismissal, you will receive a Final Written Warning. 
A Final Written Warning may be accompanied by a period of suspension without pay or transfer to other duties on a lower rate of pay.
Stage 4 – Dismissal
If conduct or performance remains unsatisfactory, and you still fail to reach the prescribed standards, dismissal will normally result.  Only a senior manager can make the decision to dismiss you.
Summary Dismissal
We will only normally dismiss you summarily without notice in the event of Gross Misconduct or Negligence, or some other serious breach of our rules or of the terms of employment.
Examples of complaints that fall within those which may constitute Gross Misconduct or Gross Negligence are:
· Being guilty of a crime committed in or outside of business hours which makes continued employment unacceptable;
· Bribery;
· Dishonesty;
· Indecent or immoral behaviour, acts of race, sex, disability, age, sexual orientation, religious discrimination or harassment/bullying;
· Dangerous behaviour, fighting, physical assault or verbal abuse;
· Incapacity at work or poor performance caused by intoxicants or illicit drugs (subject to our Policy on Drug and Alcohol misuse);
· Possession, supply or use of illicit drugs ;
· Deliberate falsification of any records; 
· Undertaking private work on the premises and/or during working hours and/or using our property or equipment for personal purposes without the express written permission of a senior manager;
· Working in competition with us;
· Taking part in activities which result in adverse publicity or loss of business to us;
· Theft or unauthorised possession of money or property, whether belonging to us, another employee or a third party;
· Destruction/sabotage of our property, or any property on the premises;
· Breaches of the health and safety rules which endanger your safety or the safety of our employees or any other person;
· Gross insubordination and/or continuing refusal to carryout legitimate instructions;
· Breach of our Policy on Confidentiality;
· Breach of our Policy relating to the use of Information Technology;
· Persistent malingering (being absent from work feigning sickness);
· Making false statements in regard to matters relating to other employees’ employment with us.
The above list should not be taken as being either exclusive or exhaustive.
If you are being investigated in relation to an allegation that may constitute Gross Misconduct or Gross Negligence we reserve the right to suspend you on full pay, while the investigation is conducted.  If you report sick during this period of suspension then your suspension pay will cease and you will receive Statutory Sick Pay for the period of your incapacity for work, subject to the terms relating to the payment of SSP.
[bookmark: _Toc235110190]Appeals
At any stage of the Procedure (including dismissal), you have the right to appeal against a disciplinary decision.  If you wish to appeal you must do so in writing giving detailed grounds for appeal to the person responsible for Human Resource Management.  Any such appeal should be made within seven calendar days of the date of the written notification of the outcome of the disciplinary meeting.
We will endeavour to deal with all appeals as quickly as is reasonably practicable.
Wherever practicable, the appeal will be heard by a more senior level of management than that taking the disciplinary action and their decision shall be final.  An appeal against dismissal shall normally be conducted as a complete rehearing of the disciplinary meeting immediately preceding the decision to dismiss.
You will receive written confirmation of the results of your appeal together with outline reasons for the decision being reached.

[bookmark: _Toc235110191]Grievances
[bookmark: _Toc235110192]Policy statement
We are committed to creating a work environment where employees are free from fear of recrimination.  It is also keen to ensure that you feel comfortable in airing any grievances or concerns you may have in respect of your employment.  If you have any such concerns or grievances you must follow this procedure.
The aim of this Policy is to provide a framework that will enable employees to raise any concerns and for managers to fairly, effectively and consistently deal with these concerns.
Every effort will be made by the parties to settle any concerns that are raised promptly and issues will be resolved as quickly as possible by those most directly involved.
This policy is intended to work alongside our Equal Opportunities Policy.
[bookmark: _Toc235110193]Scope
This Grievance Procedure is applicable to all employees irrespective of their length of service.
[bookmark: _Toc235110194]Procedure
You may be accompanied at Grievance Meetings (and any appeal), if you so wish by a work colleague or Trade Union representative (providing that their attendance is reasonably practicable and they do not have any involvement in the situation).  It is your responsibility to secure the attendance of such a colleague, and the colleague shall have the right to decline to attend.  You are not entitled to be accompanied by an individual who is not employed by us, unless the individual is a Trade Union Representative.  In all cases you must notify us if you are to be accompanied at a meeting.
Each stage of the Procedure will be conducted as quickly as possible and without undue delay.
At each formal stage of the process you will have the right to appeal against any outcome.
If we have grounds to believe that you are motivated by malicious or vexatious reasons in raising a grievance we may disallow the grievance and initiate disciplinary action against you.
Stage 1 – Informal
In the first instance you should raise your concern with your manager in order to try to resolve the issue informally.
Stage 2 – Formal
If the matter remains unresolved, or if addressing the concern informally is not possible, you should outline the nature of your concern or grievance, in writing to your manager.  However, if the grievance is in relation to your manager then it should be taken to another manager of similar seniority to be considered.  Alternatively, you may also approach the person responsible for Human Resource Management directly, in writing.
Following receipt of the written grievance the relevant manager will arrange to have a meeting with you to discuss the situation.  This outcome of this meeting will be confirmed to you in writing as soon as it is reasonably practicable.
Stage 3
If the matter remains unresolved to your satisfaction, you should raise the matter with a more senior manager or the person responsible for Human Resource Management.  Again, a meeting will be held and the outcome confirmed to you in writing.
Stage 4 – Final Stage
If the matter is still unresolved then the final stage of the process will be for a Grievance Panel to hear the issue.  This Panel would normally comprise of the two most senior managers in the Organisation and potentially, an external consultant or mediator.  The decision of this Panel shall be final.  If the issue relates to one of the two most senior managers in the Organisation, then that manager will not sit on the Grievance Panel with his or her place being taken by the next most appropriate manager within the Organisation.
Appeal
You have the right to appeal at each stage of the Procedure in order to progress it to the next stage.  You must make any appeal to go to the next stage within 7 calendar days of a hearing decision being made.
[bookmark: _Toc235110195]Health & Safety
[bookmark: _Toc235110196]General
[bookmark: _Toc235110197]Introduction
This policy is written to take account of the requirements set down in the Health & Safety at Work Act 1974, the Workplace (Health, Safety and Welfare) Regulations 1992 and the Management of Health & Safety at Work Regulations 1999. These provide the legal framework for the management of health & safety.
Any matter likely to put the safety of any person at risk should be brought to the immediate attention of your manager. Section 7 of the Health & Safety at Work etc., Act (1974) places a duty on all of us to take reasonable care to ensure that we do not endanger ourselves or anyone else who may be affected by our work activities and to co-operate with employees and others in meeting statutory requirements.
Our Health and Safety policy is given below. Please take the time to read it.
[bookmark: _Toc235110198]Policy statement
Our management recognises that it has a moral and legal responsibility to provide a happy and healthy working environment. To this end we undertake to provide all the necessary materials, equipment and training. We also recognise that our employees have the right to a safe and healthy working life and encourage them to highlight any issues regarding health and safety.  Any queries, accidents, health & safety failures or suggested improvements should be addressed to your manager.  Your co-operation is desired and expected in all health and safety matters.
Fire, security and evacuation procedures are contained in this Handbook.  Please take the time to familiarise yourself with these procedures. 
We recognise that we have the following duties:
· To provide and maintain equipment and systems of work that are, so far as reasonably practicable, safe and without risks to health; 
· To ensure Health and Safety Regulations are laid down and followed in connection with the use, storage, or transportation of articles or substances; 
· To provide such information, instruction, training and supervision as will ensure, so far as is reasonably practicable, the health & safety of all employees; 
· To maintain any place of work under our control in a condition which is, so far as is reasonably practicable, safe and without risk to health and to provide and maintain safe means of entry and exit; 
· To provide and maintain a working environment which is, so far as is reasonably practicable, safe and without risk to health and which is adequate as regards statutory welfare facilities and arrangements.
We will seek to ensure that health and safety considerations are fully incorporated into all aspects of our operations and activities.
[bookmark: _Toc235110199]Responsibilities
Senior management
Those holding the most senior management positions within the Organisation are ultimately responsible for ensuring that the requirements set out in this policy are fulfilled. However, day-to-day responsibility for managing health and safety within our Organisation is delegated to the individual managers who have the appropriate decision-making authority. 
Managers
Managers are responsible for:
· Identifying Health and Safety risks affecting employees and others in their department;
· Assessing these risks and ensuring that appropriate steps are taken to minimise these risks as far as possible;
· Ensuring that all aspects of Health and safety are considered and included in the business planning process so that, if necessary, appropriate resources are identified to minimise the risks; 
· Meeting with the Health & Safety Executive (HSE), if requested to do so, in the event of inspections and/or investigations within their department;
· Ensuring that the appropriate senior manager is consulted if changes to the work design and/or workplace that may have a bearing on health & safety are planned; 
· Monitoring accidents and incidents that occur within their department in order to determine if measures are necessary to avoid a recurrence;
· If necessary, reporting accidents to the HSE; 
· Monitoring health & safety training and, if necessary, taking steps to ensure training requirements are identified, communicated and fulfilled;
· Ensuring that regular inspections of the work areas are carried out and recorded. 
All employees 
It is the responsibility of every employee to become familiar with the Health & Safety requirements which apply in the department where he or she is employed and in those departments visited in the normal course of their duties. All employees with their managers and supervisors are to use and maintain a safe system of work at all times and take care of their own safety and that of their fellow workers and other persons who may be affected by their acts or omission at work.
You have a responsibility to assist us in fulfilling our obligations under Health & Safety legislation. In particular you are required to: 
· Take reasonable care for your own Health & Safety at work and those who may be affected by your actions, or by your neglect. With regard to your own health and safety you are reminded to take, as an absolute minimum, a 20 minute break during each working day and to work no more than a total of 48 hours in any working week. If your job requires you to spend long periods looking at a computer screen you should plan your work so that you can take a break from the screen for five to ten minutes every hour; 
· Inform us of any change in your own circumstances, particularly changes in your health, which may result in your health or safety being adversely affected by your work duties or responsibilities; 
· Make use of the holiday entitlement provided to you under your contract of employment; 
· Use the equipment, safeguards, and, if appropriate, protective clothing provided by us to ensure your Health & Safety; 
· Visually check electrical equipment before using it. For example, look out for frayed or damaged cables, damaged plugs etc. If any equipment is found to be faulty, do not switch it on or attempt a repair yourself; 
· Ensure that you only carry or move equipment within your own capacity. No employee should attempt the movement of heavy loads, materials, machinery, equipment or any other heavy object on their own. Alternatively, heavy loads should be handled by a group of people under supervision should the situation require it; 
· Watch out for protruding drawers, obstacles and trip hazards on floors;
· Be familiar with the emergency procedures in case of a fire. Know where to go if the fire alarm should sound, be aware of all fire exits and never use a lift;
· Ensure that your working area is tidy - an untidy place is an unsafe place. All waste material must be removed daily. If assistance is required in maintaining the necessary standard you should request this via your manager;
· Co-operate with us so that any duty or requirement for health & safety imposed upon us by law is performed or complied with; 
· Not intentionally or recklessly interfere with or misuse anything provided in the interests of health, safety or welfare;
· Report all accidents and damage to your Supervisor or Manager or a Director, whether persons are injured or not;
· Report any hazards, potential hazards or persons creating hazards;
· Make suggestions to improve the Health & Safety in the Organisation.  Particular points relating to safety may be raised at any time with your manager;
· Co-operate with us in ensuring that Health & Safety regulations are observed at all times. 
[bookmark: _Toc235110200]Accidents, Emergencies & First Aid
Every accident, however small, must be reported immediately to your manager. He or she will see that it is recorded in the Accident book and will initial the entry. First Aid facilities are provided.  Please ensure that you know who the Appointed Person for First Aid is and where the First Aid kit is located.
Any injury, other than minor cuts, bruises and grazes should be dealt with at the nearest hospital A&E department.
If urgent or emergency assistance is required and your manager or a senior manager is not available, go to the nearest telephone and dial 999. Ask for the operator for the Ambulance Service.

[bookmark: _Toc235110201]Homeworking
[bookmark: _Toc235110202]Policy statement
We recognise our responsibility for the health, safety and welfare of our employees under the Health & Safety at Work Act 1974, the Workplace (Health, Safety and Welfare) Regulations 1992 and the Management of Health & Safety at Work Regulations 1999. As this responsibility extends to employees who on occasion work from home we expect those working at home to give the same consideration to their own Health & Safety as they would when at the workplace and to assist us in discharging our duty.
[bookmark: _Toc235110203]Scope
This policy applies to all employees regardless of length of service who on occasion work from home.
[bookmark: _Toc235110204]Responsibilities
If you work at home you should only undertake work that is suitable to be undertaken within your particular domestic environment. This typically would limit such work to administrative tasks such as paperwork and computer work or telephone work.
The work area used when you are working at home must be suitable for the task to be undertaken. Any equipment, such as computers must be installed correctly and be in a safe and serviceable condition. IT users must have an adequate workstation, including chair and display screen. The equipment should be given the same checks and calibration attention as similar workplace-based equipment.
[bookmark: _Toc235110205]Insurance
Before using any of our equipment for working at home, employees should check with us that our insurance covers us for the loss of any equipment, data etc. 
You should check that the property and contents insurance on your home is not invalidated by your homeworking activity.

[bookmark: _Toc235110206]Lone Working
[bookmark: _Toc235110207]Policy statement
We committed to the highest standards of Health & Safety when carrying out all aspects of our work and are aware of our duties towards Lone Workers under various statutory regulations and the guidelines issued by the Health and Safety Executive.

We accept our legal responsibility to assess all risks to our employees and others that may be affected by our actions, and will take steps to avoid or control any risk where necessary.

You also have a responsibility to take reasonable care of yourself and other people who may be affected by your work and to cooperate with us and our customers and suppliers in meeting their own legal obligations.
[bookmark: _Toc235110208]Lone workers
Lone Workers are employees who work without close or direct supervision

These could be employees working in isolation to others, perhaps outside normal working hours or whilst driving as part of or in connection with their work responsibilities
[bookmark: _Toc235110209]Risks
There are many potential risk factors associated with Lone Working.  These could include:

· Manual handling;
· Inexperience;
· Violence;
· Hazardous chemicals and substances;
· The use of ladders and stepladders;
· Fire;
· Slips, trips or falls;
· Driving;
· Fatigue;
· Stress;
· Working at height;
· Medical fitness or suitability.

The above list is not exhaustive and a risk assessment should be made to identify potential risks for the specific location/activity concerned.
[bookmark: _Toc235110210]Control measures
· If at all possible, you should try to avoid the need to work alone. Unfortunately, because of the type of activities we are involved in there may be circumstances where you find yourself working alone;
· Because of this we will endeavour to ensure that precautions are taken and risks minimised if and when  you are ‘lone working’;
· Information, instruction and training on the risks of Lone Working will be given to you if you are expected to work in isolation as part of your job;
· Information on emergency procedures, contact names and telephone numbers for use in case of an emergency will be made available to you;
· The findings of any risk assessments will be provided to you and specific training given where a need is identified;
· If you cannot be directly supervised or are working away from our premises or outside of normal working hours, you should ensure that you have adequate means of communication available to you. This may include arranging planned visits by a designated person or regular contact by phone other device that can be operated manually to raise the alarm in case of an emergency;
· We may check that you have safely returned to your base, home or other location may be made at the end of a period of lone working;
· You should ensure that the needs for `welfare’, rest and First Aid provision are met when you are working alone.

[bookmark: _Toc235110211]Monitoring and review
You must notify us of any accidents or incidents that have occurred at times that you have been Lone Working so that these can be properly recorded and reported upon.
[bookmark: _Toc235110212]Absence from work: Jury Service and Sickness & Incapacity for Work
[bookmark: _Toc235110213]Jury Service
[bookmark: _Toc235110214]Policy
We recognise that serving on a jury is a civic duty that anyone that lives in UK could be called upon to perform and that you may be required to perform this duty.  We will therefore endeavour to ensure that there is no conflict between your employment and your ability to perform this duty.
[bookmark: _Toc235110215]Scope
This policy applies to all employees regardless of length of service. 
[bookmark: _Toc235110216]Procedure
You may be called for jury service and eligible to serve if you meet the following criteria:
· You are aged between 18 and 75.
· You are registered on your local government’s electoral register.
· You have lived in the UK, the Isle of Man or the Channel Islands for the last 5 years and since you were 13 years old;
· You have not served a custodial prison sentence in the past 10 years or at any time have been sentenced to a prison term exceeding 5 years (you may also be excluded if you have received a suspended sentence or probation or be on bail);
· You are not a person who lacks capacity, within the meaning of the Mental Capacity Act 2005, to serve as a juror.

This list is not exhaustive and there may be other reasons why you may not be eligible to serve on a jury.
There are a number of justifiable reasons why you may ask to be excused from jury service. These include any adverse impact jury service may have upon your personal or work circumstances. In such circumstances you may ask for your jury service be deferred until such a time when it will have less of an impact.  If you wish to defer your jury service you may ask the Jury Central Summoning Bureau to defer it.  Should you wish to defer your jury service for work-related reasons, we will provide you with a letter to accompany your application explaining the reasons as to why we cannot allow you time off from work.
In normal circumstances the period of your jury service (which is normally 10 days) will be treated as unpaid time off.  However, we will exercise our discretion and treat each circumstance on a case-by-case basis.  You will be able to claim for expenses, travel costs, food, drink & accommodation costs (if applicable) and for loss of earnings within prescribed limits.
If you are called for jury service you should let your manager know immediately so that you can discuss its implication on your work and decide whether you should request a deferral of your service.  

[bookmark: _Toc235110217]Sickness & Incapacity for Work
[bookmark: _Toc235110218]Policy statement
We are naturally concerned with the physical and mental well-being of all those who work with us. To this end we ask you to co-operate with us by informing us of any medical condition that may be adversely affected by your work duties or that may have a bearing on your work performance.  This particularly applies in respect of conditions that fall within the scope of the Equality Act 2010. Being ‘sensitive personal data’ all such information will be treated in the strictest confidence.
[bookmark: _Toc235110219]Scope
This policy applies to all permanent and temporary employees and employees working for us on fixed-term contracts.
[bookmark: _Toc235110220]Short-term sickness
A certain amount of short term sickness is expected in all workplaces, and if you do have to take time off from work due to sickness, we will help in any way we can. If you are unwell and unable to attend work you must: 
· Telephone your manager no later than 30 minutes after your contractual start time on the first day of your  absence and explain why you will be absent;
· If your absence lasts for longer than seven calendar days you must obtain a doctor’s certificate and, upon its expiry, produce a new certificate(s) to cover any additional period(s) of absence;
· In all cases where you have been absent due to sickness or incapacity for work, you must complete a self-certification form when you return to work.
If you have five short term sickness or incapacity for work absences or ten days aggregate sickness or incapacity for work during any six month period, your manager may conduct an informal interview with you to discuss the circumstances of your health with you.  If your manager feels it to be necessary he or she may request a report from your GP or medical consultant, refer you to an occupational health advisor or require you to undergo an independent medical examination.
[bookmark: _Toc235110221]Long-term sickness
If you are absent from work due to a long term illness (usually extending beyond 1 month) we will:
· Keep in regular contact with you, and will seek to establish the likely length of absence. We may also contact your doctor to ask for an estimate of the likely length of absence, and your future capability in relation to job performance;
· Your manager will keep you informed of relevant issues relating to your employment; 
· We may consider offering you a shorter working week or making reasonable adjustments to your job duties or offering you a suitable alternative position if any such measures will facilitate an earlier return to work; 
· You will be notified if continued long term sickness absence may prejudice your continued employment;
· In the event that your incapacity for work results in your absence from work for an extremely lengthy period (typically 6 months) and we have no reason to believe that you will be able to return to work in the near future we will seek advice from an independent Occupational Health Consultant.  In these circumstances, should we be advised that there is little prospect of you being able to return to work in the foreseeable future, we may consider retiring you from your employment with us on medical grounds.   
[bookmark: _Toc235110222]Holiday entitlement during any absence due to sickness or incapacity for work
If you are absent on sick leave you will continue to accrue your full statutory holiday entitlement. However, contractual holiday entitlement over and above the minimum statutory holiday entitlement will not accrue during any period of paid or unpaid sick leave once you have been continuously absent for a period of ten working days. A period of continuous absence will include linked periods of Incapacity for Work where absences occur within eight weeks or less of each other for a similar cause.
If you are on sick leave you may apply to take holiday while on sick leave. Any such holiday dates must be approved in accordance with our holiday leave policy.
[bookmark: _Toc235110223]Miscellaneous
[bookmark: _Toc235110224]Bribery
[bookmark: _Toc518573897][bookmark: _Toc235110225]Policy
This document (“the Policy”) has been approved by the Directors and describes the policy of the Organisation together with the practices and procedures to be followed in order to comply with section 7 of the Bribery Act 2010.

It is an offence under section 7 for a ‘relevant commercial organisation’ such as the Organisation to fail to prevent bribery. In this context the Organisation is liable if a person associated with it (a director, an employee or an agent) commits an act of bribery whether that person is prosecuted or not.

It is, however, a defence to any such criminal allegation to show, on a balance of probabilities, that the organisation nevertheless had adequate procedures in place to prevent persons associated with it from bribing.

This policy describes the measures the Organisation has adopted and put into place.
[bookmark: _Toc518573898][bookmark: _Toc235110226]Purpose
The Organisation is committed to running a professional business free from discreditable behaviour of any kind. It is particularly committed to Principle 2 of the Guidance given under the Bribery Act by the Ministry of Justice, that is, to prevent bribery by persons associated with it.

In order to prevent the unwitting engagement in behaviour which might raise the suspicion of bribery and to prevent any associated person purporting to act on its behalf in a manner that brings suspicion on the Organisation and employees, the following measures have been adopted as appropriate and proportionate to the risks it faces. They will be enforced by their dissemination and disciplinary measures.
[bookmark: _Toc518573899][bookmark: _Toc235110227]Responsibilities
Management
The responsibility for compliance of this policy rests with the Directors of the Organisation who will exercise oversight, make assessments of risk, deal with decisions where potential for bribery exists, receive and investigate reports of bribery and supervise the measures put in place to prevent bribery.

The daily overall responsibility for the compliance with the Bribery Act and the implementation of the policy rests with Director of Sales, the Sales Operations Manager and the Finance Manager. They are to be consulted on any matter where the possibility of unlawful acts could arise.
Employees
It is a contractual requirement that all employees observe and adhere to the requirements of this policy at all times.

[bookmark: page52]Employees must report any attempt at bribery which comes to their attention, whether it consists of an approach to one of them or an act done by an associated third party. In the first instance the report should be made to the Chief Executive or the HR Administrator. 

Under no circumstances will a person who reports a suspicion of bribery be subject to victimisation for making a bona fide report, whether or not the suspicion turns out to be justified.
[bookmark: _Toc518573900][bookmark: _Toc235110228]Assessment of Risk
The Directors are governed by a strict code of conduct and the employees act upon instructions and are chosen for their integrity as well as ability. As such the general assessment of the risk of committing an offence under the Act is very low.

However, risk may arise in the areas of hospitality, awarding of contracts for services or supply by the Organisation and conclusion of contracts for supply with customers and these are dealt with individually below.

The Organisation will monitor its activity in the various risk areas detailed above and report any conclusions arising to the Board.
[bookmark: _Toc235110229][bookmark: _Toc518573902]Hospitality & Gifts
Promotional expenditure which seeks to improve the image of the Organisation, to establish cordial and professional relationships and to maintain them is not unlawful if it is reasonable and proportionate.  The offer or acceptance of gifts or hospitality as an inducement to secure commercial advantage is unlawful.  

In the event that any Director or employee is in doubt as regards reasonableness and proportionality of any particular hospitality event or gift which is to be offered to a customer or prospective customer or received by a Director or employee, the Chief Executive should be consulted. Such consultation should include the provision of information regarding the cost or value and nature of the hospitality or gift, the name and details of the person  being offered or offering the hospitality or gift and, in the case of hospitality, the purpose of the event.
[bookmark: _Toc235110230]Contracts for Services or supply
In relation to awarding of contracts for services or supply the Organisation has provisions for competitive tendering in place. No payments over and above those properly quoted for in accordance with Organisation procedures or invoiced in accordance with Organisation procedures may be accepted. No payment may be received by the Organisation for the award of a contract for services or supply.
[bookmark: _Toc518573903][bookmark: _Toc235110231]Contracts with Customers
The Organisation has provisions in place for the control of pricing and discounts to customers which must be adhered to at all times. No payments over and above those properly quoted for in accordance with Organisation procedures or invoiced in accordance with Organisation procedures may be accepted. No payment may be made to the customer for the award of a contract for supply. 
[bookmark: _Toc518573904][bookmark: _Toc235110232]Communication
Any Director or member of staff should feel able to approach the Chief Executive in absolute confidence in order to receive advice and clarification as to their conduct or the requirements of this policy or to report a matter of concern which relates to bribery.
[bookmark: _Toc518573905][bookmark: _Toc235110233]Review and Amendments
The Directors will keep this policy under review and make amendments to it as appropriate and in light of further guidance issued under the Bribery Act 2010.
[bookmark: _Toc235110234]
Care of personal property
The security of any personal property you bring to or have with you at work is your personal responsibility. This extends to personal property kept in our vehicles. You are strongly advised not to leave valuables unattended. This particularly relates to mobile phones, personal tools and equipment, laptop and tablet computers, wallets, purses or handbags.
We accept no responsibility or liability whatsoever for any loss or theft of, or damage to your personal property and recommend that you ensure that your own insurance covers your personal belongings when they are outside of your home.

[bookmark: _Toc235110235]Driving whilst performing work-related duties and activities 
[bookmark: _Toc235110236]Policy statement
We are concerned with minimising the risk to our employees and to others when our employees are driving for work-related reasons. When driving for such reasons you should recognise that you are in effect ‘at work’ and should therefore be aware of your responsibility for work-related road safety. The following guidelines should be followed in all instances when driving for work-related reasons.
[bookmark: _Toc235110237]Scope
This policy is intended to apply to all employees and potential employees when driving for work-related reasons.  Work-related reasons include but are not limited to:
· Driving to visit customers, suppliers or consultants/sub-contractors;
· Driving to external meetings, training events, conferences and seminars;
· Driving from your normal workplace to other locations of ours;
· Driving to deliver or collect goods, services or other materials for work purposes. 
[bookmark: _Toc235110238]Accidents when driving for work-related reasons
If you are involved in an accident you must stop if the accident has caused: 
· injury to another person;
· injury to a cow, horse, donkey, mule, sheep, pig or dog;
· damage to property or another vehicle. 
In accordance with Section 170 of The Road Traffic Act 1988 you must give your name and address (and if you do not own the vehicle, the owner's details as well) to anyone who has ‘reasonable grounds for asking’.
[bookmark: _Toc235110239]Damage to a parked vehicle
If you cause damage to a parked vehicle you should wait for a reasonable time to allow the owner or driver of the vehicle to return. If he or she does not return within a reasonable time, you should leave a note on the vehicle giving your name and contact details. In such circumstances you must also report the accident personally to a Police Officer or Police Station as soon as possible but any event within 24 hours. This will involve your personal attendance at the Police Station; a telephone call is not sufficient. The Police will usually require you to produce your driving documents.
[bookmark: _Toc235110240]Police attendance
The Police do not have to attend every accident and indeed, although you may ask for their assistance they may decline to attend. This is particularly the case if no-one has been injured and the road is not obstructed.
Unless a vehicle is causing a dangerous obstruction you should not move the vehicle until the Police have attended or unless they have declined to attend. If the vehicle is a danger to other road users then it should be moved.  However, if the vehicle’s original position can be photographed or marked on the road (for example with chalk) you should take a photograph or make a marking. 
[bookmark: _Toc235110241]Admission of responsibility
After a collision, never admit blame or fault. If you do admit responsibility it may lead to problems with your insurance cover and could also lead to you being prosecuted as a result of your own admission of blame. 
The best approach is to say as little as possible about the accident to anyone other than to the Police or your insurance company. Even if you believe the accident to have been your fault, avoid the natural human tendency to apologise. All accidents involve a certain amount of shock and this may influence what you say immediately after the accident. It is often best to wait until a later time when you have gathered your composure before committing yourself or before giving a full statement to the Police. Ensure that you: 
· Make detailed notes of what you believe happened, together with details of road conditions, prevailing weather conditions, visibility. Make sure that you have details of the make, model number, colour and registration number of all vehicles concerned;
· Draw a diagram indicating the position of vehicles after the accident and mark on this any damage to all the vehicles involved. Take photographs to support the diagram and description of damage;
· Be sure to take the addresses of any witnesses;
· Ensure that you have the names and addresses of all other parties involved and, if possible, details of their insurances;
· Report the accident to your manager as soon as practicably possible.
[bookmark: _Toc235110242]Breakdowns and other emergencies
We advise all our employees to adhere to the following guidelines when driving for work-related purposes, particularly if there is a risk of snowfall or other severe weather: 
· Ensure that the vehicle is equipped with a tool kit, a torch, ice scraper and cloths;
· Carry reflective material that you can use in the event of a breakdown at night;
· Carry warm clothing in a case of breakdown in cold weather. Wellington boots are also advisable when there is the possibility of flooding or snowfall;
· Carry a map, a phone card or coins and, if you have one, a mobile phone;
· Ensure that you have contact numbers for emergency breakdown services;
· On busy roads and motorways always wait for breakdown assistance away from the carriageway and outside of your vehicle.
[bookmark: _Toc235110243]Driver competence
We are concerned that all employees who drive for work related purposes are competent to do so. In the event that we have reason to question your driving competence we may require you to undergo an independent assessment of your driving competence. We shall meet the cost of this assessment and of any subsequent training needed to improve your driver competence.
We are obliged to monitor the competence of those who drive as part of their employment. To assist us in discharging this obligation and if you are such an employee, you must notify us immediately if you are convicted of any motoring offence whatsoever or involved in any accident, however minor. This applies whether or not the accident or offence occurred when you were driving on work-related activities. Failure to report any such accident or conviction may result in disciplinary action being initiated against you.
[bookmark: _Toc235110244]General safety
When driving for work-related reasons, you must ensure that you and any passengers you may have wear seatbelts.
You must ensure that you are familiar with the vehicle's controls and that your driver’s seat is correctly adjusted to suit your driving position before starting your journey.
[bookmark: _Toc235110245]Physical alertness
Driver fatigue is considered to be a contributory factor in 25% of road traffic accidents. To minimise the risk of being affected by driver fatigue employees you should observe the following guidelines: 
· Do not drive if you are tired. If your job requires you to drive as part of your duties, it is your responsibility to ensure that you are adequately rested. In the event that you are suffering from interrupted sleep which may affect your level of alertness when driving you must inform your manager who will endeavour to organise alternative travel arrangements;
· Avoid driving distances in excess of 350 miles in a single day;
· When driving, stop and rest for at least 15 minutes every two hours;
· If you begin to feel sleepy when driving, pull over as soon as it is safe for you to do so. If possible, drink two cups of hot coffee and try to have a ten to fifteen minute nap before starting to drive again. Under no circumstances start to drive again until you feel fully awake and alert. Commonly used strategies such as winding the window down and turning the radio up are ineffective and should not be relied upon;
· Whilst you may prefer to drive home after a day’s work a long way from your normal base, it may not be the safest option. Consider resting overnight before making the return trip if you feel that it may be safer to do this.
[bookmark: _Toc235110246]Physical impairments and distractions
To minimise the risk to yourself and others you are responsible for ensuring that you are in a good enough physical condition to do so and are free from physical distractions that may impair their driving. The following guidelines apply: 
· You must never drive whilst under the influence of alcohol, illicit drugs or prescription medication that may cause drowsiness. Any breach of this policy will be treated as gross misconduct and may result in your summary dismissal;
· If you are hampered by injury, are ill or are feeling unwell to the extent that this may affect your driving safety you must not drive for work-related purposes;
· If you need corrective glasses or contact lenses to meet the eyesight requirements of the UK Driving Test you must wear these when driving; 
· You must avoid any activity that may distract you or impair your driving safety. This includes but is not limited to shaving, eating, drinking and making or receiving calls of texts on a hand-held mobile phone. Any such activities may only be carried out when the vehicle is safely parked with the engine switched off. Any breach of this guideline will be treated as gross misconduct and may result in your summary dismissal. ‘Hands-free’ mobile phones may also be a distraction that hampers safe driving and we strongly recommend that you avoid making or receiving any calls whilst driving. You should only make and receive calls with hands-free equipment if you are certain that this will not affect your driving competence and in circumstances where you are able to pull over and park safely in order to complete the call. We accept no responsibility or liability in the event of an accident occurring whilst you are making or receiving calls using ‘hands free’ equipment.
[bookmark: _Toc235110247]Security
Thefts from and attacks on drivers are becoming more common, particularly in urban areas. Employees should consider the following when driving for work-related purposes:
· Keeping doors locked and windows up when moving in slow moving traffic;
· Avoid picking up hitch-hikers or offering lifts to people you do not know;
· Do not respond to any intimidating behaviour of other drivers;
· At night, you should endeavour to stop and park in well-lit areas;
· Ensure all valuables are removed from view, particularly if leaving them in a parked car. All valuables should be locked out of sight in the boot;
· Always ensure your vehicle is locked when it is left unattended.
[bookmark: _Toc235110248]Speed
When driving, you should drive at a speed that is both appropriate and safe in relation to:
· The prevailing traffic, road and weather conditions;
· Your driving competence;
· The performance and braking characteristics of the vehicle.
Regardless of the above, you must always observe speed limits and reduce your speed if driving conditions so dictate. Failure to comply with this policy could result in disciplinary action.
[bookmark: _Toc235110249]Vehicle condition
You must satisfy yourself that your vehicle is mechanically safe and properly insured before using it to drive for work-related purposes. This would include checking tyre condition, tyre pressures and brake fluid levels on a regular basis. You must also ensure that the windscreen, windows and mirrors are de-iced and/or fully demisted before starting your journey. We accept no responsibility for accidents or claims arising from a failure to comply with this Policy.

[bookmark: _Toc235110250]Drug and Alcohol misuse
[bookmark: _Toc235110251]Policy statement
We acknowledge that alcohol and drug use related disorders are an area of health and social concern and that an employee with such problems may need help and support from his or her employer.
We recognise that alcohol and drug use related disorders can have a detrimental effect on work performance and behaviour. We also recognise that we have a responsibility to our employees, suppliers and customers to ensure that any associated risks are minimised.
Accordingly, our policy involves two approaches:
· The provision of reasonable assistance to the employee with an alcohol or drug use related disorder who is willing to participate and co-operate in the treatment for that problem;
· The application of disciplinary rules, enforced through disciplinary procedures, where the use of alcohol or drugs (other than when prescribed) affect performance or behaviour at work, and where either (1) an alcohol or drug use disorder does not exist or (2) where treatment is not possible or has not succeeded.  
[bookmark: _Toc235110252]Scope
This policy applies to all employees.
[bookmark: _Toc235110253]Assistance for employees
Where appropriate and practicable we will provide the following assistance to an employee with an alcohol or drug use disorder: 
· Help you to recognise the nature of the problem, through referral to a qualified diagnostic or counselling service;
· Offer support during a period of treatment. This may include a period of sick leave or approved ‘other leave’, continuation of employment in your job or transfer to other work, depending upon what is appropriate in terms of your condition and needs of the Organisation;
· The opportunity to remain at or return to work during or following the completion of a course of treatment in, as far as it is practicable either your own job or an alternative role.
Our assistance will depend upon the following conditions being met:
· You have been diagnosed as suffering from alcohol or drug related disorder (as defined within DSM V/ICD–10) and have provided us with medical evidence to this effect;
· You recognise that you are suffering from alcohol or drug use related disorder and are prepared to co-operate fully in referral and treatment from appropriate sources.
We and our employees must recognise the following limits to the level of assistance we can provide:
· If you fail to participate or co-operate in referral or treatment arrangements, no special assistance will be given and any resulting failure in work performance and behaviour will be dealt with through our Disciplinary Procedure;
· If the process of referral and treatment is completed but is not successful, and failure in work performance or behaviour occurs, these will be dealt with through the Disciplinary Procedure;
· Your continuation in your job or an alternative role during or after treatment will depend upon our needs at that time.
[bookmark: _Toc235110254]Disciplinary action
In accordance with our disciplinary rules, the following will be regarded as serious or gross misconduct:
· Attending work and/or carrying out duties under the influence of alcohol or drugs;
· Consumption of alcohol or drugs whilst at work (other than where prescribed or approval has been given).
Breach of these rules will normally result in summary dismissal, and only in exceptional cases will either notice or the reduced disciplinary action of a final written warning be applied.
Where a breach of these rules occurs but it is established that an alcohol or drug use related disorder has been diagnosed and that you are willing to co-operate in referral to an appropriate service and subsequent treatment, we will suspend the application of the Disciplinary Procedure and provide assistance as described above. In the event that you do not undergo any recommended treatment or if you continue to abuse alcohol or drugs the Disciplinary Procedure and process will be reinstated.

[bookmark: _Toc61014455][bookmark: _Toc235110255]Eligibility to work 
[bookmark: _Toc61014456][bookmark: _Toc235110256]Policy statement
We are committed to recruiting high quality individuals who pose the least potential risk to the Organisation in terms of their right to work in the UK and where appropriate and relevant criminal records being checked and training certificates obtained etc.
The Aim of this Policy is to ensure that we only recruit individuals who are eligible to work in the UK and fulfil our legal requirement to check this eligibility.
We are committed to ensuring that all information provided about an individual’s eligibility to work and criminal convictions, including any information released in disclosures, is used fairly and stored and handled appropriately and in accordance with the provisions of the Data Protection Act 1988 and the Rehabilitation of Offenders Act 1974. Data held on file about an individual’s criminal convictions will be held only as long as it is required for employment purposes and will not be disclosed to any unauthorised person.
[bookmark: _Toc61014457][bookmark: _Toc235110257]Scope
This policy is intended to apply to all employees and potential employees.
[bookmark: _Toc61014458][bookmark: _Toc235110258]Procedure
Before you can be employed we are legally required to check that you have eligibility to work in the UK.
We must therefore ask you to provide one of the original documents included in List 1 or two of the original documents in the combinations given in List 2.  There is no requirement to produce documents from both List 1 and 2.
When these documents are provided we are required to check them for any signs of tampering in addition to:
· Checking any photographs to satisfy ourselves that they are consistent with your appearance;
· Check the dates of birth given on documents so that we can satisfy ourselves that these are consistent with your appearance and that they are consistent with dates already given on items such as application forms etc.;
· Check that any expiry dates are valid;
· Check any United Kingdom Government stamps or endorsements to see if you are permitted to do the type of work being offered;
If you provide us with two documents from list 2 that are in different names you must also supply a third document to explain the reason for this difference (i.e. marriage certificate, divorce document, deed poll, adoption certificate or statutory declaration).
We will take copies of the documents you provide us with and place these on your personnel file.
List 1 documents
· A United Kingdom passport describing you as a British citizen or as a citizen of the UK and Colonies having the right of abode in the UK;
· A passport containing a certificate of entitlement issued by, or on behalf of, the Government of the UK, certifying that you have the right of abode in the UK.
· A UK Residence Permit which confirms that you have rights of entry to or residence in the UK.
· A passport or other travel document, or a residence document issued by the Home Office which is endorsed to show that you have a current right of residence and permit to work in the UK.
· A passport or other travel document endorsed to show that you are exempt from immigration control, have Indefinite Leave to Enter or Remain in the UK or have no time limit on your stay.
· A passport or other travel document endorsed to show that you have current leave to enter, or remain in, the UK and are permitted to take the employment in question, provided that it does not require the issue of a work permit.
· A registration card which indicates that you are entitled to take up employment in the UK.
List 2 documents
If you are unable to provide one of the List 1 documents you must provide two from the following list, within the combinations.
First Combination:
· A document issued by a previous employer, HMRC, the Department for Work and Pensions, Jobcentre Plus, the Employment Service, the Training and employment Agency (Northern Ireland) or the Northern Ireland Social Security Agency which includes your name and National Insurance number.
AND ONE OF THE FOLLOWING
· A birth certificate issued in the UK which specifies the names of your parents
· A birth certificate issued in the Channel Islands, the Isle of Man or Ireland
· A certificate of registration or naturalisation as a British citizen
· A letter issued to you by the Home office indicates that you have been granted Indefinite Leave to enter or Remain in the UK
· An Immigration Status Document issued by the Home Office, to the holder, endorsed with a UK Residence Permit, which indicates that the holder has been granted Limited Leave to Enter or Remain in the UK and is entitled to take the employment in question in the UK.
Second Combination:-
· A work permit or other approval to take employment issued by Work Permits UK
· A passport or other travel document endorsed to show that you have current leave to remain in the UK and that you are permitted to take the work permit employment in question
· A letter issued to you by the Home Office confirming the same.
This check on eligibility to work will be conducted on or before the first day of your employment.
[bookmark: _Toc61014459][bookmark: _Toc235110259]Assistance in the application of this policy
Assistance can be provided in any area of this Policy and Process from your manager.

[bookmark: _Toc61014460][bookmark: _Toc235110260]Information Technology
[bookmark: _Toc61014461][bookmark: _Toc235110261]Policy statement
IT systems and services are critical to our operations.  We need to protect these systems and services from both an individual and Organisation perspective and in addition, to ensure that our systems are used in accordance with prevailing legislation.
[bookmark: _Toc61014462][bookmark: _Toc235110262]Scope
This policy applies to all employees, temporary staff and sub-contractors.
This policy addresses the need for:
· Confidentiality – ensuring sensitive information is protected from unauthorised access or disclosure;
· Integrity – ensuring information is kept accurate and complete and is protected from accidental or malicious change;
· Availability – ensuring information is available when required;
· Suitability – ensuring that only commercially acceptable software and data are loaded on our PC’s, laptops, tablets, mobile devices and networks;
· Appropriateness – ensuring that systems are used in a responsible manner.
This policy applies to all forms of information including:
· Computer data on PC’s, servers, laptops, tablets, mobile devices, USB Flash Drives/Memory Sticks, CD/DVD storage disks and other storage devices or systems etc.;
· Data transmitted over communication lines including networks, modems and the Internet;
· Hardcopy (printed or handwritten) data.
[bookmark: _Toc61014463][bookmark: _Toc235110263]Responsibilities (general)
IDs and Passwords
Where you have been allocated a personal User ID(s) and Password(s), you should keep these safe and should not supply them to any other users, unless you have explicit authorisation to delegate your responsibility to another user who has need of your login credentials in order to discharge these responsibilities.
Unauthorised Access
You should not attempt to use or view any systems or data for which you are not authorised to access.  If you are unsure about your access rights, please ask your manager for clarification.
Physical Access
You must not attempt to gain access to any secured areas containing computer equipment, communications equipment or computer media unless you have been expressly authorised to do so.  Unsecured equipment should also be treated with care and should not be tampered with unless you have both the permission and the knowledge to use such equipment.
Confidential Information
You must not divulge confidential or sensitive information to other employees or third parties unless authorised to do so.  Such information would include personnel information, customer information, financial information, contract details etc.
Hardware
You should treat all PC’s, mobile communication equipment and other computer equipment with care.  Please ensure that you turn off your PC and other computer equipment you use when you are not in the workplace unless there is a specific reason not to do so.  This reduces the number of opportunities available for hackers to exploit any system vulnerabilities, saves money, and assists the environment.
Security & confidentiality
All information relating to our customers and the business operation of the Organisation is confidential. You are expected to treat electronic information with the same care as you would paper-based information, which is confidential. Keep all such information secure, use it only for the purpose(s) intended and do not disclose it to any unauthorised third party (which may sometimes include other employees of the Organisation). The following instructions must also be observed:

•	Keep your password confidential; 
•	Do not allow anyone else, including other employees, to have access to your computer without the express permission of the IT Manager;
•	Do not access other person’s files or folders unless you have his or her explicit authorisation.

The following activities are also expressly prohibited:

•	The introduction of packet-sniffing / password detecting software or any other hacking activities;
•	The downloading or installation of and playing of games on the Organisation’s computer equipment;
•	The downloading or installation of software including software gained from bulletin boards or magazine gifts;
•	The copying or installation of software where such copying or installation may put the Organisation in breach of the terms of the software licence;
•	Seeking to gain access to restricted areas of the network;
•	The introduction of any form of computer virus;
•	Knowingly seeking to access data which you know or ought to know to be confidential.

In addition to breaching the terms of your employment contract the following activities would constitute criminal offences:

•	Unauthorised access to computer material (i.e. hacking);
•	Unauthorised access with intent to commit or facilitate the commission of further offences;
•	Unauthorised modification of computer material;
•	Participation in any form of child pornography.

Software 
The software you use on your PC and other computer equipment must be properly licensed and must be for our operational purposes only.  Software must be obtained through the correct channels approved and authorised by us and installed by an employee authorised to do so.  You must also have authorisation from us before downloading any software from the Internet to our computer equipment.  You must never install software directly on our network unless authorised to do so. 
Theft
You must take all appropriate measures to ensure that theft of IT equipment, including components, computer software, documentation, mobile devices, and data does not take place.  This is particularly relevant outside of the office environment and when carrying laptops or tablets.  Mobile device users must follow these guidelines:
· When in a car, lock the device in the boot and never leave it in the passenger compartment, even when driving;
· Do not leave the device in the car when you are not in the car;
· Take particular care when taking laptops, tablets, mobile phones and other mobile devices onto public transport, especially if you might fall asleep;
· Never put critical, sensitive or confidential information on public view e.g. when on trains, in airports etc.
· Take care when inputting passwords in public places;
· Avoid the use of insecure networks for accessing the Internet, email accounts etc. (e.g. insecure Wi-Fi ‘hotspots’).
Data
You must only store appropriate data on our equipment.  Any of the following will be treated as offensive or inappropriate, and likely to prompt disciplinary action:
· Sexually or racially offensive material (including jokes of this nature);
· Pornographic, indecent or obscene material;
· Drug-related or paedophile material;
· Any material that could be deemed to be related to terrorism;
· Statements which deride or denigrate a person or are knowingly offensive to another person.
E-Mail
The e-mail system is provided by us to assist in the conduct of our operations.  The e-mail system and all messages composed, sent or received on the system are our property.  They are not the private property of any employee.  The Organisation’s email system must not be used for the sending or receiving of personal emails under any circumstances.
Whilst not routine practice, we reserve the right to review, audit, intercept, access and disclose all messages created, received or sent on the e-mail system.
In particular, management reserves the right to read employees’ e-mail messages to aid disciplinary proceedings or to investigate any suspicion of inappropriate e-mails.  Irrespective of our right to read e-mail messages, messages should be treated as confidential by other employees and should only be read by the intended recipient.  You should only read other employees’ messages if they have given you permission.  You should ensure that your mailbox is kept to a manageable level with historic e-mails being deleted or archived as appropriate on a regular basis.
The confidentiality of any message should not be assumed.  Even when a message is deleted, it is still possible to retrieve and read that message.  Be aware that if a court or legitimate investigational body (e.g. the Police) requests access to e-mail records we must comply with such a request and provide these records.
You must use a high degree of care when formulating e-mail messages.  Avoid offhand comments and other wording that might be interpreted as harassment, discrimination, criminal activity or the disclosure of confidential information.  Do not create offensive messages.  Among those which are considered offensive are any messages which contain sexual implications, racial slurs, gender-specific comments or any other comment that offensively addresses someone’s age, sexual orientation, religious or political beliefs, national origin or disability.  The e-mail system shall not be used to send or receive inappropriate or offensive material.  Personal e-mails should be kept to an absolute minimum.
Never send or forward chain emails or SPAM emails or click on/follow links on such emails.  Many of these are exploitative e-mail hoaxes such as:
· Offers to donate money to charity for every recipient to whom you forward the e-mail.  Versions of this story date back to the early 1990’s;
· Offering a share in a large amount of money trapped in a bank account (known of as the ‘Nigerian 419’ scam, another which has been around since the early 1990’s);
· E-mails stating they are being tracked to record their movement around the globe;
· Paypal/Ebay/Banking ‘update your account detail’ requests/security alerts;
· False invoices;
· E-mails stating that your computer’s security has been compromised;
· Emails with links to pornographic and/or virus/malware distribution sites;
· Fake vouchers and special offers for retail establishments.
Never mass forward virus warnings as many of these are also hoaxes.  Notify the IT Manager immediately if you receive any such warnings.
Do not represent personal opinions as being ours.  Remember that when you use our e-mail system to communicate you are communicating speaking and acting on our behalf.
Use CC’s with care.  Remember that each recipient will be able to see the e-mail addresses of all the other recipients.  Consider whether you would be divulging personal information by using this practice.  If so, consider using a BCC (blind carbon copy).  If in doubt then don’t use e-mail.
[bookmark: _Toc61014464][bookmark: _Toc235110264]Internet access & Social Media
Inappropriate use of the Internet can reduce employee productivity and the performance of our network, increase security risks and lead to legal problems and adverse publicity.
Appropriate use
Employees are encouraged to use the Internet to further our goals and objectives.  The types of activities which are encouraged include:
· Acquiring or sharing information necessary or related to the performance of an individual’s assigned responsibilities;
· Participating in educational or professional development activities that are relevant to job performance.
Inappropriate use 
The Internet may not be used for illegal or unlawful purposes, including but not limited to, copyright infringement, obscenity, libel, slander, fraud, defamation, plagiarism, harassment, intimidation, forgery, impersonation, illegal gambling, soliciting for illegal pyramid schemes  and computer tampering (e.g. spreading computer viruses).
The Internet may not be used in any way that violates our policies or the policies of any network accessed on the Internet.  Use of the Internet in a manner which is not consistent with our mission, misrepresents us, or violates any policy of ours is prohibited.
Do not intentionally attempt to visit sites which contain obscene, hateful or other objectionable materials.
You should limit your personal use of the Internet during working time. We may allow limited, reasonable use of the Internet for personal research, proposals or materials on the Internet during ‘break periods’.  Any such use must be authorised in advance by your manager.
Do not post indecent remarks, proposals or materials on the Internet.
Downloaded material should always be checked for viruses and malware.  Avoid downloading unreasonably large files where possible.  In particular, never download and store files on the network that are for your personal use e.g. video, music, jokes, photos etc.  
The use of social media and networking sites such as Facebook, X (Twitter), Instagram, Spotify, LinkedIn etc. is prohibited via our IT systems unless you have been explicitly authorised to use them by us in writing and for the sole purpose of benefitting our organisation.
We accept that employees may use social media for their own personal purposes in their own time and private lives.  However, employees must not associate their use of any such sites with the Organisation.  This includes references to the Organisation, its business or its employees in posts made on social media sites, the use of photographs or other images that show the Organisation’s premises or employees or any other material that may associate or link the employee concerned and his or her social media account with the business.  Breach of this policy may constitute Gross Misconduct and may result in the summary dismissal of the employee concerned.
[bookmark: _Toc61014465][bookmark: _Toc235110265]Disposal of waste or obsolete equipment
You must dispose of printed material, computer media (flash drives/memory sticks, CD-ROMS, DVD’s etc.) and other computer equipment (particularly hard disks) with due regard to their sensitivity and confidentiality.  Hard copy material may need to be shredded.
You must comply with all appropriate information legislation and contractual requirements.  These include:
· Data Protection Act 2018 - Computer data which can be used to identify living individuals must be registered under this act.
· Computer Misuse Act 1990 – our computing facilities may only be used for approved business purposes.  Unauthorised access or modification of our data may constitute an offence under this act.
· Copyright, Design and Patents Act 1988 – only properly licensed software may be used on our computing equipment.  Software must not be copied for use on equipment that is not our property.  Improper use of software may be an offence under this act.
[bookmark: _Toc61014466][bookmark: _Toc235110266]Notification of security incidents
If you become aware of any breaches of information security then you must report them immediately to your manager as appropriate.  If you see any unusual or suspicious occurrences on a PC, tablet or laptop then you must report this immediately, do not try to use the suspect equipment.
[bookmark: _Toc61014467][bookmark: _Toc235110267]Administration
All requests for software application and data access and password re-sets should initially be made through your manager. 
[bookmark: _Toc61014468][bookmark: _Toc235110268]Breach of policy
Failure to adhere to the content of this Policy or any guidance issued in its implementation may result in disciplinary action which could result in a complaint of Gross Misconduct which may result in summary dismissal.
[bookmark: _Toc61014469][bookmark: _Toc235110269]Grievances
Grievances arising out of the application of this Policy should be dealt with in accordance with our Grievance Procedure. 

[bookmark: _Toc235110270]Personal hygiene, appearance and dress
[bookmark: _Toc235110271]Policy statement
We recognise that you have the right to a degree of self-expression as to the manner in which you present yourself at work.  We also expect our employees to apply common sense in ensuring that this is consistent with the nature of our Organisation, our objectives and our operations.
We also accept that if you belong to a specific ethnic or religious group you may be subject to strict religious or cultural requirements in respect of your clothing and appearance. Subject to our obligation to observe health and safety requirements or another objectively justifiable reason, we will not apply dress rules which conflict with the cultural or religious norms that may apply to you.
[bookmark: _Toc235110272]Scope
This policy applies to all employees, temporary staff and sub-contractors.
[bookmark: _Toc235110273]Guidelines
In deciding upon your appearance and how you should dress for work you should consider the following:
· You should be clean and tidy and have paid attention to your personal hygiene and general presentation;
· You should dress in a manner that is appropriate to your job and which not likely cause offence to your work-colleagues or other people that your job may bring you into contact with;
· Your clothes should be clean and in a good state of repair;
· Footwear should be clean, in good repair, appropriate to your job duties and consistent with the standards of our Organisation;
· If you are provided with a uniform you should wear this and it should be kept clean and in a good state of repair;
· If you are provided with personal protective equipment such as safety boots for health and safety reasons this must be worn as designated. 
If you have and questions or are unsure as to our expectations in respect of your appearance or dress you should seek guidance from your manager. 


[bookmark: _Toc235110274]Recruitment, promotions and transfers

Policy Statement
We are committed to recruiting the best available and highest quality employees to our Organisation.
The aim of this policy is to enable us to achieve this goal and to comply with our statutory and moral obligation to provide equality of opportunity and prevent discrimination.
We will endeavour to ensure that:
· Candidates for employment are selected for short-list on the basis of their merits and the required skills, competencies and qualifications for the role(s) in question;
· No person is disadvantaged in the selection process by reason of a protected characteristic;
· We offer employment only to those who are legally entitled to work in the United Kingdom.
[bookmark: _Toc235110275]Scope
This policy is intended to apply to, and be applied by, all employees in all aspects of recruitment including:
· Recruitment and selection criteria;
· Recruitment advertising;
· Promotions;
· Transfers;
· Terms and Conditions of Employment;
· Rates of Pay.
[bookmark: _Toc235110276]Responsibilities
Management
Managers are responsible for ensuring that fairness, objective selection criteria and equality of opportunity are applied to all recruitment, promotion and transfer processes and procedures and there the effectiveness of this Policy is monitored and refined as necessary.
Those involved in recruitment, promotion and transfer processes
You have a duty to us and to prospective employees to promote and co-operate with policies and procedures designed to ensure fairness in selection processes, to remove discrimination in employment and to respect the rights and religious beliefs of others.  In particular, you should not:
· Allow your personal beliefs or attitudes to adversely influence recruitment decisions;
· Induce or attempt to induce colleagues to discriminate unlawfully or unfairly;
· Make derogatory or offensive remarks about a prospective employee because of his or her gender, ethnic origin, disability, sexual orientation, age or religious belief;
· Disclose sensitive personal data, such as information relating to an applicant’s health or disability or sexual orientation to others.
[bookmark: _Toc235110277]Process
In order to facilitate the achievement of the objectives of this policy, the following shall be applied to all recruitment and selection processes:
· Skills, qualifications and competency requirements for a role must be objective and directly relevant to the job for which we are recruiting;  
· Where a scoring system is used against application forms they must be ‘blind scored’ (i.e. applicants name, age and gender should be obscured from the person scoring the form);
· Where psychometric measures are used as part of the selection process the technical data of these (particularly in the case of ability tests) must be reviewed to ensure that the measure does not have an adverse impact upon any particular ethnic group;
· Equal opportunities questionnaires must be kept separate from other recruitment materials relating to applicants, be identifiable by reference number only and be used for statistical monitoring purposes only;
· All candidates being invited for interview should be asked in advance whether any special arrangements need to be made to facilitate their attendance at the interview;
· Eligibility to work in the UK and qualifications must be validated prior to any offer of employment being made;
· No questions will be asked of a candidate relating to his or her health, sickness record or disability unless, in the case of the latter, it is directly related to specific job duties (e.g. the job requires the job holder to be able to climb ladders);
· If appropriate, medical checks including alcohol and drug testing may be carried out on a successful candidate, but only after a job offer has been made.  In such cases the job offer may be conditional upon the receipt of a satisfactory medical report;
· The job offer may be subject to the receipt of satisfactory references but we must observe our duty of care not to be negligent in the receipt of and interpretation of references.
[bookmark: _Toc235110278]Monitoring
The monitoring of our employment decisions forms an essential part of our commitment to equal opportunities and diversity in ensuring that neither direct nor indirect discrimination is taking place and to measure the effectiveness of this Policy.  With this objective in mind we will, as far as it is reasonably practicable:
· Conduct regular analyses of the recruitment and promotion process by the collection of details provided by job applicants on their sex, marital status, ethnic origin, disability and age;
· Produce statistics on the makeup of our existing workforce;
· Conduct audits of all employment practices and methods as appropriate.
[bookmark: _Toc235110279]Positive action
Should we identify particular groups who are underrepresented in certain jobs or departments, or among applicants or successful candidates, we will endeavour to identify the reasons for this.  If appropriate, we will take positive action to increase that representation, and to actively encourage applications from those minority groups, potentially through the choice of the advertising media used to advertise for applicants.  However, recruitment decisions and decisions relating to promotions will continue to be made on the basis of applicants’ relative merits and objective criteria in respect of their suitability for a particular role. 
[bookmark: _Toc235110280]Breach of Policy
Failure to adhere to the content of this Policy or any guidance issued in its implementation may result in disciplinary action.  Discriminatory actions or practices are regarded as Gross Misconduct which could result in summary dismissal.
[bookmark: _Toc235110281]Reporting malpractice - 'whistleblowing'
[bookmark: _Toc235110282]Policy statement
We wish to operate with the highest possible standards of honesty, integrity, openness and accountability and recognise that employees have an important role to play in achieving this goal. Because of this we fully endorse and support the principles that underpin the provisions of the Public Interest Disclosure Act 1998.
Employees may well be the first to know if someone employed by or connected with us is acting illegally or improperly. We encourage you if you have such knowledge, or reasonable suspicion, to voice your concerns and understand that you may feel apprehensive about taking such action. This may be because you have concerns about being taken seriously, be worried about possible recrimination or feel that you may be being disloyal to us or to your colleagues.
We treat any malpractice very seriously, whether committed by management or by other employees, suppliers or customers. In the event that you become aware of malpractice or illegal activities being perpetrated by any of these individuals or groups you should report this by following the procedure below.
[bookmark: _Toc235110283]Scope
This policy applies to all employees, temporary staff and sub-contractors.
[bookmark: _Toc235110284]Examples of malpractice that should be reported
The following is a list of activities that constitute malpractice and should be reported:
· Criminal offences;
· Failure to comply with financial and legal obligations;
· Miscarriages of justice;
· Actions which endanger the health or safety of employees, sub-contractors, suppliers, customers or the public;
· Actions which cause damage to the environment;
· Actions which are intended to conceal any of the above.
If you believe, in good faith, that a particular action falls within one of these categories your suspicions should be reported.  Absolute proof is not required but you must have reasonable grounds for holding your suspicions.  Provided you make such a report in good faith we undertake to ensure that you are protected from any detriment or recriminations. However, we will treat any reports that we believe have been made for personal gain or made with malicious or vindictive intent seriously and if you make a report for such motives, you may become the subject of disciplinary action.
[bookmark: _Toc235110285]Procedure
Reporting malpractice internally
Normally, concerns should be reported confidentially either verbally or in writing to:
· The most senior person in the Organisation;
· The next most senior person in the Organisation.
Exceptionally, in the event that it is possible that the position of these individuals would be compromised by the receipt of a particular verbal or written concern, or where there is a possible conflict of interest then the matter may be referred externally as outlined below.
If you are unsure whether a concern should be reported but have a reasonable belief that one or more of the malpractices listed above has taken place, you may seek advice from one of the following:
· An appropriate employee representative, Trade Union Representative or legal advisor;
· Your local Citizens Advice Bureau;
· Protect,
The Green House, 
244-254 Cambridge Heath Road, 
London E2 9DA.
Reporting malpractice externally
We recognise that in very exceptional circumstances employees may need to make a report to an outside body (e.g. the Police, National Audit Office etc.). However, you should be mindful that under certain circumstances making an external report before raising the matter internally may result in you being the subject of disciplinary action and/or being deemed to have waived your legal rights under the Public Interest Disclosure Act.  Before making any such external report you are therefore strongly advised to seek advice from a qualified legal representative or from Public Concern at Work.  These will be able to give independent advice as to the circumstances where an outside body may be contacted safely in preference to making an internal report.
It is our belief that in the majority of cases an internal report and investigation is desirable and in the best interests of all parties. In particular, it would be particularly inappropriate for matters to be raised with the media or in a public forum such as via social media in advance of a report being made either internally or externally and an investigation completed.
Investigation of reports
Reports made under this procedure will be acknowledged by us in writing within five working days of receipt of the report.
The most appropriate senior manager will be responsible for ensuring that adequate preliminary enquiries are made to assist in reaching the decision as to whether a full investigation is necessary or not. Should a full investigation be required then the matter will be either:
· Investigated internally;
· Referred to the appropriate external body (e.g. the Police, the relevant Regulatory Authority, our auditors etc.) for investigation.
Subject to any legal constraints, if you made the report you will be informed of the outcomes of the preliminary enquiries, any full investigation and any further action resulting from these activities. In the event you are dissatisfied with these outcomes you should, in the first instance, submit a further written report explaining why you are dissatisfied with the outcome. A further investigation may be instigated if we believe that you have reasonable grounds to be dissatisfied. In the event that you still remain dissatisfied with the outcomes of investigations, you should seek advice from your legal advisor or Public Concern at Work as to whether or not your concern should be reported to an external body.
[bookmark: _Toc235110286]Confidentiality
We undertake to take all reasonable steps to preserve the confidentiality of any employee reporting his or her concerns under this procedure. However, in certain circumstances, such as in the event of a criminal investigation, this may prove to be impossible. In the event that we are required to reveal the identity of the employee who has made the report, he or she will be notified of this as soon as it is reasonably practicable. 


[bookmark: _Toc235110287]Retirement
[bookmark: _Toc235110288]Policy statement
We will not assume that you will retire at any specific age. We recognise that retirement is a matter of your personal choice and circumstances.  You will also appreciate that we need to take these wishes into account when planning for the future.  Consequently, we will talk to you when you are at or are approaching pensionable age in order to understand your intentions. 
[bookmark: _Toc235110289]Scope
This policy applies to all employees.
[bookmark: _Toc235110290]Procedure
If you have decided to retire you should resign from your position in writing, giving the notice specified in your contract of employment. 
It is helpful to understand your intentions regarding your future career and retirement plans. This will enable us to plan our workforce planning and assist you in your own planning process. We will engage with you, irrespective your age, to discuss your short, medium and longer-term career aspirations. We would like to engage in open and transparent discussions with you, especially in relation to retirement, as early as possible as you approach pensionable age. 
It is acknowledged that your intentions regarding your retirement may change due to a variety of personal reasons and circumstances.  Therefore, any informal discussions will only be progressed formally if and when you have given us formal notice of your resignation. 
[bookmark: _Toc235110291]Options prior to retirement
We recognise that at whatever stage of your working life, you may wish to change your working pattern to suit your own individual circumstances. It may therefore be possible for us to agree to a flexible working approach whether or not this is intended to lead directly towards your eventual full retirement. 
Should you wish to work on a more flexible basis (e.g. with reduced hours) then your request will be considered to be a flexible working request. 
A meeting to discuss your retirement could also include a discussion about flexible working arrangements as it may be helpful to consider the different options available to you and how appropriate these might be to both you and your department.
[bookmark: _Toc235110292]Pensions
If you are approaching retirement you may wish to investigate how certain options may affect your retirement benefits. In such circumstances you should seek advice from Pension Wise and/or an Independent Financial Advisor.
[bookmark: _Toc235110293]Smoking at work
[bookmark: _Toc235110294]Policy statement
We recognise that the health, safety and welfare of employees, sub-contractors and anyone else directly affected by our operations are of prime importance. We have therefore developed and enforce a dedicated Smoking policy to meet this principle and to comply with legal requirements.
[bookmark: _Toc235110295]Scope
This policy is intended to apply to, and be applied by, all our employees and any agency staff, sub-contractors, contractors and visitors to our premises and applies to the smoking of tobacco products and their electronic substitutes (i.e. electronic cigarettes or ‘vaping’ devices).  
[bookmark: _Toc235110296]Responsibilities
Smoking is not permitted in any of our premises, vehicles, or at any customer, sub-contractor or supplier sites etc. including the grounds of the premises, except in specifically designated areas.
All full-time employees, irrespective of whether they smoke or not will be entitled to take a 10-minute break in the morning and another in the afternoon in addition to their lunch break.  Part-time employees will be entitled to breaks on a pro-rata basis depending on their days/hours of work.  You should agree your break times with your manager prior to taking them in order to ensure that adequate cover is available.
If you wish to smoke in this break, you may only do so designated areas.  These areas should be kept clean and tidy and the bins provided utilised. Failure to maintain these areas in an acceptable state of cleanliness may result in the facility being removed.
[bookmark: _Toc235110297]Breach of policy
Failure to comply with this Policy or any guidance issued in its implementation may result in disciplinary action being taken against you.
[bookmark: _Toc235110298]Telephone usage
[bookmark: _Toc235110299]Policy statement
Our telephone system is intended to be used in connection with our operations and to facilitate internal communications and communications with our customers and suppliers.
[bookmark: _Toc235110300]Scope
This policy is intended to apply to all our employees and any agency staff and sub-contractors.
[bookmark: _Toc235110301]Responsibilities
Personal and other phone calls that are not work-related should be kept to a minimum. In the event of abuse of this policy, we may seek reimbursement for the cost of the calls that have been made. We may also at times record and otherwise monitor phone calls for training purposes and/or as part of an investigation into a potential disciplinary offence.
The making and receiving of personal phone calls via mobile phones should be kept to a minimum.  Personal mobile phones should normally be kept switched off whilst on our premises.

[bookmark: _Toc235110302]Timekeeping
[bookmark: _Toc235110303]Policy statement
We expect you to demonstrate a responsible attitude in respect of attendance and good timekeeping. 

Scope
This policy applies to all employees.
[bookmark: _Toc235110304]General
Good timekeeping and attendance are of vital importance to the efficient running of our Organisation.  Because of this we will monitor and where appropriate record your attendance at work and your adherence to your contractual hours of work.  Poor attendance and timekeeping may have a detrimental impact upon our Organisation’s operations and hinder your colleagues in the performance of their duties. If your attendance and/or timekeeping fall below our expectations we may initiate action against you in accordance with our disciplinary procedure.
[bookmark: _Toc235110305]Medical or other similar appointments
We accept that there may be occasions when you need to take time off to attend medical, eye or dental appointments. In order to minimise disruption to our operations, you are asked to endeavour to arrange non-urgent appointments at either end of the working day or, if at all possible, outside of working hours.

[bookmark: _Toc231997820][bookmark: _Toc235110306]Trade Unions
We recognise and respect the rights of our employees to choose to be members of Trade Unions and consider that the question of membership is a matter of individual choice. On this basis, we also recognise and respect the rights of those who elect not to join a Trade Union.
We will observe our legal obligations towards employees whose membership of a Trade Union requires them to attend to Trade Union responsibilities during working time.
We will abide by our duty under the Employment Rights Act (2025) to provide workplace access to Trade Unions, either in person or digitally, provided the following conditions have been met:
· The Trade Union has given the us a proper request for such access and allowed us 15 days to respond to its request;
· In the event that we do not agree to the request or have requested modifications to the requests that we have been instructed to comply with the request (subject to any modifications to that may have been negotiated) by the Central Arbitration Committee (CAC);
· That the request for access does not in any manner unreasonably interfere with our business activities;
· Following any grant of access, subsequent access is limited to no more than one access visit per week and that we are given at least two days’ notice of any access visit;
· That Trade Union officials accessing our workplace comply with our policies and procedures in particular those relating to Health & Safety;
· That we are not required to make significant structural changes of modifications to accommodate access by Trade Union officials. 
[bookmark: _Toc231997821][bookmark: _Toc235110307]Digital access
In the event that a Trade Union requests digital access to employees in the workplace, we will provide such access by way of acting as an intermediary to distribute information on the Trade Union’s behalf via our IT systems or by providing the Trade Union with direct access via an employee’s email. However, we will only provide an employee’s email address to a Trade Union if the employee concerned has given us express written permission to do so.

[bookmark: _Toc235110308]Training & Development
[bookmark: _Toc235110309]Policy statement
We are committed to the principle of developing a high level of skills within our workforce in order to meet customer expectations, achieve our operational goals and ensure our obligations under health and safety are met. In addition, we wish to provide an environment for learning.
This policy is intended to work alongside our Equal Opportunities and Diversity Policy already in place.
The aim of this Policy is to provide a flexible framework that will enable managers to maximise the skills and abilities of those reporting to them and themselves in order to deliver the highest quality of service to our customers.
[bookmark: _Toc235110310]Scope
This policy is intended to apply to all requirements of training and development across the Organisation.
[bookmark: _Toc235110311]Principles
Any training and development activity should:
· be demonstrably linked to the achievement of our goals;
· be identified via an individual training and skills development need or the wider needs that are appropriate to our objectives;
· be aligned to your personal development plan as identified within your performance appraisal and demonstrate the value placed on you;
· be operated fairly and sensitively across the Organisation in terms of the time and financial support required.
[bookmark: _Toc235110312]Developing a learning organisation
We encourage and support the development of further skills and knowledge of our employees.
We encourage our managers to provide regular feedback to those reporting to them to enable them to be supported in achieving the highest standards of performance in their roles.
We will work towards all managers being enabled to support the development of their reports through the provision of effective performance measurement processes and guidance on providing performance feedback and objective setting.
We will work towards establishing a positive environment and culture where training and development activities are seen as a positive sign of high performance and growth rather than being seen to be a sign of failure or weakness.
We are committed to providing time for employee training and development activity and recognise that there is a shared responsibility to make effective use of time.  Therefore emphasis will be placed upon the most appropriate and cost effective route to developing your knowledge, skills and abilities.  Attending external development/training programmes may not always be the most appropriate method to develop your skills and therefore guidance will be given in exploring other suitable options, which may include work based activities etc.
We recognise that customers and suppliers have a contribution to make to the development of our employees skills and will seek their input in identifying any training and development needs amongst our employees.  This may be through such means as customer satisfaction surveys or seeking feedback from them an ad hoc basis.
Managers are expected to encourage those reporting to them to give adequate consideration to their training and development needs, enable them to take personal ownership of these needs and to share the responsibility for meeting them.
Managers are also expected to view employee training and development as essential to the delivery of excellent operational performance and must ensure that those reporting to them have adequate time available to them to acquire and develop appropriate skills.
Training and development activities should be selected on the basis of your past and current performance and the future demands of your role.
You should have clear and detailed Personal Development Plan and take responsibility for the achievement of this plan with support from your manager.
[bookmark: _Toc235110313]Performance appraisal process
The emphasis of Performance Management should be a process of continuous formal and informal feedback between you and your manager.  This is assisted by the Performance Appraisal Process which should be formally conducted annually with periodic reviews resulting in objectives being set and agreed by the manager and the individual.  Objectives should be SMART – Specific, Measurable, Achievable, Realistic and Time-bound.  Your Personal Development Plan should be constructed with consideration given to changes in technology and safety standards in addition to your career aspirations.
[bookmark: _Toc235110314]Mandatory training
This is training that is considered to be essential for the safe and efficient performance of an individual’s role or is required by statute or regulations for individual’s performing particular types of work.  An example of mandatory training would be in Health & Safety such as attending recognised first-aider courses by those with responsibility for first aid.
[bookmark: _Toc235110315]Discretionary training
This is training and development activity that is considered to be mutually beneficial to you and us.  This could be development aims to further enhance your knowledge and skills to your benefit in your current role, but is not considered to be an essential requirement.  In such circumstances we will hope to gain benefit from you performing to a consistently high standard and you will benefit by developing skills that will enhance your future career path.
[bookmark: _Toc235110316]Recovery of training fees
We reserve the right to recover all or a percentage of training costs should you leave our employment within a specified time period (normally two years) after the completion of a course.  The terms of any such recovery will agreed with you at the time such costs are incurred.
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