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INTRODUCTION 
 
 
 
 
 
This handbook sets out the rules governing your employment and should be read in 
conjunction with your contract of employment. You are strongly advised to read both 
documents carefully so that you are familiar with what is expected of you as an 
employee. If there is anything that you are not sure about then you should raise this with 
your line manager. 
 
We are committed to the principle of equality and equal opportunity for all employees. 
Policies and procedures will be applied in a fair and equitable manner and you will be 
expected to give your support to ensure that all your work colleagues are treated fairly. 
 
We will not condone any form of discrimination or victimisation. All such behaviour will be 
considered gross misconduct, for which dismissal can be the only appropriate sanction. 
 
The success of any organisation depends largely on the employees themselves. You will 
therefore be valued for the contribution you can make to the continued growth and 
development of the business. 
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ADOPTION LEAVE 
 
 
To qualify for Adoption Leave 
 
In order to qualify for adoption leave, you must be adopting a child through an approved 
agency and must have worked for the Company for at least 26 continuous weeks. This is 
calculated at the week in which you are notified of having been matched with the child for 
adoption. 
 
If you are jointly adopting with your spouse, partner or civil partner then only one of you 
will be eligible for adoption leave. It would be for you to decide which of you takes the 
leave. 
 
The other member of a couple adopting jointly or the partner of an individual adopter may 
be entitled to paternity leave, provided they meet the relevant eligibility criteria.  
 
The right to adoption leave is not available to foster parents who adopt a child they are 
fostering unless they are matched by a recognised agency or to step-parents who adopt 
their partner’s child. 
 
Amount of Adoption Leave 
 
You are entitled to 52 weeks adoption leave. This comprises 26 weeks ordinary adoption 
leave and 26 weeks additional adoption leave. You can choose to start leave from the 
date of the child’s placement or from a date which can be up to 14 days before the 
expected date of placement. Leave can start on any day of the week.  
 
Only one period of adoption leave is available per adoption arrangement, even if more 
than one child is placed for adoption as part of the same arrangement. If the child’s 
placement ends during the adoption leave period, you would still be entitled to continue 
adoption leave for up to 8 weeks after the end of the placement.  
 
Statutory Adoption Pay  
 
Statutory Adoption Pay (SAP) will be paid for 39 weeks. The rate of SAP will be the 
same as the standard rate of Statutory Maternity Pay. You will not qualify for SAP if your 
weekly earnings are below the lower earnings limit for National Insurance contributions.  
 
Notice of Intention to take Adoption Leave  
 
You are required to inform the Company of your intention to take adoption leave within 7 
days of being notified by the adoption agency that you have been matched with a child 
for adoption. You will need to confirm when the child is expected to be placed with you 
and when you want your adoption leave to start.  
 
You can change your mind about the date on which you want leave to start providing you 
tell the Company at least 28 days in advance. You will also need to confirm, at least 28 
days in advance, the date you expect any payments of SAP to start.  
 
The Company has 28 days in which to respond to notification of your leave plans. We will 
write to you to confirm the date on which you would be expected to return to work, 
assuming that the full entitlement to adoption leave is taken.  
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Matching Certificate  
 
You must supply the Company with a ‘matching certificate’ from the adoption agency as 
evidence of entitlement to SAP and adoption leave.  
 
Contractual Benefits during Adoption Leave 
 
You are entitled to the benefit of your normal terms and conditions of employment during 
your adoption leave period, except for terms relating to wages. You are also bound by 
your contractual obligations. 
 
Keeping in Touch Days 
 
During your adoption leave, and subject to agreement, you may attend work for up to 10 
days as ‘keeping in touch days’. You do not have a right to be paid for these days and 
whether the Company pays you for any or all is a matter for the Company at its absolute 
discretion. Furthermore, payment to another employee will not imply payment to you. 
 
The Company cannot insist you attend work as keeping in touch days, nor will you be 
subject to any detriment if you do not wish to attend them. Any keeping in touch days 
worked do not extend your adoption leave. 
 
Return to Work after Adoption Leave 
 
You are assumed to be returning to work on the first working day after the last day of the 
additional adoption leave. If you want to return to work earlier, you must give the 
Company 8 weeks’ notice of the date you intend to return. If you fail to do so, your return 
to work may be postponed to such a date as will give the Company eight weeks notice, 
provided that is not later than the end of your full leave entitlement. 
 
On returning to work after ordinary adoption leave, you are entitled to return to the same 
job as you had before commencing leave, on the same terms and conditions. 
 
On returning to work after additional adoption leave, you can return to the same job, on 
the same terms and conditions, unless it is not reasonably practicable for the Company 
to allow you to do so. If that is the case, you may be offered suitable alternative work, on 
terms and conditions no less favourable than you would have had if you had not been 
absent. 
 
______________________________________________________________________ 
 
 

ALCOHOL AND DRUGS 
 
 
The Company has a duty to protect the health, safety and welfare of all employees and 
will therefore not tolerate alcohol or drug misuse within the workplace. In relation to 
drugs, the matters set out in this section apply to those drugs that are unlawful under 
criminal law and not to prescribed medication.  
 
Advice and Counselling  
 
It is the Company’s intention to deal constructively and sympathetically with an 
employee’s alcohol or drug related problems. If you have such a problem, you should 
discuss the matter with your line manager in the first instance. The primary objective of 
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any discussions will be to assist you with the problem in as compassionate and 
constructive a way as possible.  
 
If you have an alcohol or drug problem, you should seek appropriate help. If you have a 
problem which affects your conduct or performance at work and you refuse to receive 
help, the matter will be dealt with under the Company’s disciplinary procedure. Likewise, 
if after accepting help, your conduct or work performance reverts to a problem level, the 
matter may also be dealt with under the disciplinary procedure. 
 
Prohibition on Alcohol and Drug Consumption in the Workplace  
 
No alcohol or drugs must be brought onto or consumed on the Company premises at any 
time. You must never drink alcohol or take drugs if you are required to drive vehicles on 
Company business.  
 
If you represent the Company at business/client functions or attend Company organised 
social events outside normal working hours, you are expected to be moderate if drinking 
alcohol and take specific action to ensure you are well within the legal limits if you are 
driving. You are prohibited from taking drugs on these occasions.  
 
Social drinking after normal working hours and away from the Company’s premises is a 
personal matter and does not concern the Company. However, the Company will 
become concerned when your attendance or work performance or conduct at work 
deteriorates because of the pattern or amount of drink involved.  
 
Alcohol and Drug related Misconduct  
 
Action will be taken under the Company’s disciplinary procedure if misconduct takes 
place at work as a result of drinking alcohol or taking drugs, or if you are found to be 
under the influence of alcohol or drugs whilst at work. Even a small amount of alcohol 
can affect work performance and if you are found to be under the influence of alcohol 
whilst at work, there could be serious health and safety consequences. The same 
applies to being under the influence of drugs.  
 
Incapacity or misconduct at work caused by an excess of alcohol is considered gross 
misconduct. As such, you may be liable to dismissal without notice. This would also 
apply to any employee believed to be buying or selling drugs or in possession of or 
taking drugs on the Company’s premises. 
 
The Company also reserves the right to remove you from Company premises and send 
you home without pay for the rest of the day or shift.  
 
Alcohol and Drug Testing 
 
The Company reserves the right to carry out random alcohol and drug screening tests 
when it reasonably believes an employee may be under the influence of alcohol or drugs. 
If you receive a positive test result, this will be viewed as gross misconduct and may 
render you liable to dismissal without notice.  
 
Unreasonable refusal to submit to an alcohol or drug screen test will also be considered 
gross misconduct.  
 
______________________________________________________________________ 
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APPRAISALS 
 
 
A performance appraisal will be carried out at least once per year. The timing of the 
appraisal will be dependent on your job and/or your start date.  
 
Your line manager will meet with you to discuss your work performance. The objectives 
of the meeting will be to; 
 

 discuss your achievements during the previous 12 months, 
 

 identify any shortfalls in achieving objectives and establish the reasons 
why, 

 

 agree any changes required to objectives and actions required to improve 
your performance and/or enable you to achieve your full job potential, 

 

 consider any future training, development and career needs, 
 

 discuss opportunities for advancement or alternative work. 
 
It is important that you contribute to the appraisal process so as to make it a worthwhile 
exercise. The meeting will therefore be an open forum where ideas and opinions can be 
exchanged and agreed conclusions reached. 
 
You should prepare for your appraisal by considering what aspects of your performance 
you want to discuss. You should consider your successes over the previous year and 
what progress you have made in achieving your objectives. You should also be prepared 
to discuss any shortfalls and the reasons for them. 
 
After the meeting, your line manager will complete an appraisal form as a record of the 
discussion that took place. This will be given to you for you to note any points and sign. If 
you disagree with anything your line manager has written then you should record this on 
the form. You will be given a copy of the form and a copy will be kept on your personnel 
file. 
 
The completed appraisal form should be viewed as a working document. It will be 
referred to and reviewed during the year by both you and your line manager. 
 
If you feel your appraisal was entirely unsatisfactory or unfair then you may ask a senior 
manager to review your appraisal with you and your line manager. The senior manager 
may make amendments to your appraisal if s/he thinks appropriate. Their decision will be 
final. 
 
Employees in their probationary period will not receive an appraisal under the annual 
appraisal process. Their performance will be reviewed during and at the end of the 
probationary period. 
 
______________________________________________________________________ 
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AUTHORISED ABSENCES 
 
 
Annual Leave 
 
Your entitlement to paid annual leave is set out in your Contract of Employment and in 
the Holiday section of this Handbook. 
 
Religious Holidays 
 
Subject to complying with the relevant provisions as to notice and with reference to the 
needs of the business, you will normally be allowed to use your holiday entitlement to 
observe special religious holidays. 
 
Trade Union and Employee Representatives 
 
The Company will authorise absence where required to do so by law for statutory 
purposes including Trade Union activities, duties of employee representatives and safety 
representatives, and time off to accompany fellow employees to disciplinary and 
grievance hearings. Such absence will be paid or unpaid depending on the relevant 
statutory provision. 
 
Jury Service and other Public Duties 
 
Should you be called up for jury service or required to attend court as a witness, time off 
work will be granted. You must notify your line manager as soon as possible and you will 
be required to provide the Company with a copy of the court summons. 
 
You have no right to paid time off work for jury service or other public duties. Any 
payment of salary will be at the Company’s absolute discretion and will be subject to the 
deduction of monies received by you from the court for loss of earnings. You must 
therefore submit a claim to the court for loss of earnings and claim the full allowance 
available to you. 
 
Any salary paid by the Company shall be by way of a loan which you shall repay from 
such sums received from the court. 
 
If on any day on which you attend court you are told that you are not required then you 
must immediately attend for work. 
 
Compassionate Leave 
 
Leave at the Company’s discretion (with or without pay) may be granted for bereavement 
of a close relative or family member or where a close relative or family member is 
seriously ill. 
 
Membership of the Reserved Armed Forces 
 
If you are a member of the reserved armed forces, you may use your holiday entitlement 
to carry out your duties, provided you comply with the provisions set out in the Holiday 
section of this handbook. You would be expected to use all of your holiday entitlement 
before applying for further time off. 
 
Time off, other than your holiday entitlement, will only be granted at the absolute 
discretion of the Company and you have no right to be paid.  
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Medical Appointments 
 
Appointments with doctors, dentists and other medical practitioners should be made 
outside your normal working hours or at the beginning or end of your working day. This 
would not apply to appointments made for you by, for example, a hospital out-patients 
clinic. 
 
Time off work to attend medical appointments must be authorised by your line manager 
in advance. Unless there are exceptional circumstances, no more than two hours should 
be taken for one appointment. You have no right to paid time off and any payment of 
salary is at the Company’s absolute discretion. 
 
Special Leave 
 
The Company may, in special circumstances, consider requests for special leave. For 
example, this could be for the purposes of education, family matters or for important 
personal reasons. The Company would expect you to use your holiday entitlement 
before applying for special leave and any special leave will be at the absolute discretion 
of the Company. Special leave will be unpaid. 
 
General 
 
Failure to return from leave and report for work on the due date of return without 
reasonable excuse is a disciplinary offence and will be dealt with in accordance with the 
Company’s disciplinary procedure. 
 
______________________________________________________________________ 
 
 

CAPABILITY 
 
 
The Company recognises that during an employee’s employment, their capability to carry 
out their duties may deteriorate. This can be for a number of reasons, the most common 
ones being that either the job changes and the employee fails to keep pace with the 
changes or the employee changes and can no longer cope with the work.  
 
The Company also recognises the difference between a deliberate or careless failure on 
the part of an employee to perform to the standards of which they are capable. In such 
cases, the Company will use the disciplinary procedure. 
 
In cases of incapability where the employee is lacking in knowledge, skill or ability and 
cannot perform to the standard required, the Company will use the procedure set out 
below in an attempt to improve the employee’s performance.  
 
Informal Resolution 
 
Minor capability issues will be dealt with informally through counselling and training. 
Discussions will be held with you with a view to clarifying the required work standards 
and the level of performance expected. The discussions will identify areas of concern, 
establishing the likely causes of poor performance and identifying any training or 
supervision needs. Targets for improvement will be set and a timescale for review will be 
agreed.  
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In cases where informal discussion does not lead to a satisfactory improvement in 
performance, or where performance issues are more serious, the Company will adopt 
the formal capability procedure. However, the Company reserves the right to terminate 
your employment on the grounds of capability without adopting the procedure.  
 
The Company will also consider whether the unsatisfactory performance is related to a 
disability and, if so, whether there are any reasonable adjustments that could be made to 
your job so as to assist you in improving your performance.  
 
Formal Procedure 
 
The Company will notify you in writing of concerns over your performance and the basis 
for those concerns. You will then be invited to a capability hearing to discuss the matter.  
 
The hearing will normally be chaired by your line manager. You will be given the 
opportunity to respond to the Company’s concerns and give your reasons for the poor 
performance.  
 
You are entitled to be accompanied to the hearing by a Trade Union official or a fellow 
employee of your choosing. You must take all reasonable steps to attend the meeting.  
 
The purposes of the capability hearing are to; 
 

 set out the standards you have not met, 
 

 establish the likely causes of poor performance, 
 

 allow you the opportunity to explain the poor performance and to ask any 
relevant questions, 

 

 discuss measures such as additional training or supervision which may 
improve your performance, 

 

 set targets for improvement and a timescale for a review, 
 

 establish whether there are any further steps that could reasonably be 
taken to rectify your poor performance, 

 

 establish whether there is any reasonable likelihood of the required 
performance standards of being met within a reasonable time,  

 

 if dismissal is being considered, discuss whether there is any practical 
alternative to dismissal such as re-deployment either at the same or a 
lower grade.  

 
Capability Warning 
 
In the first instance, you would normally be given a capability warning. However, the 
Company reserves the right, at its absolute discretion, to issue a final capability warning 
or to dismiss in the first instance depending on the circumstances. 
 
A capability warning will set out the areas in which you have not met the required 
performance standards, the targets for improvement, any measures such as additional 
training or supervision which will be taken with a view to improving your performance, a 
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timescale for review and the likely consequences of failing to improve to the required 
standards within the review period. A copy of the warning will be kept on your personnel 
file for a period of 6 months, subject to satisfactory performance.  
 
Your performance will be monitored and at the end of the review period, the Company 
will write to you to advise you of the next step. If the Company is satisfied with your 
performance, no further action will be taken. If the Company is not satisfied with your 
performance then the matter may be progressed to the next stage. If the Company feels 
that there has been a substantial but insufficient improvement, the review period may be 
extended.  
 
Final Capability Warning 
 
Failure to improve performance in response to the capability warning will result in a final 
capability warning being issued. This will set out the areas in which you have still not met 
the required performance standards, targets for improvement, any further measures such 
as additional training or supervision which would be taken with a view to improving your 
performance, a further timescale for review and the fact that dismissal is likely if you fail 
to improve to the required standards. A copy of the final capability warning will be kept on 
your personnel file for a period of 12 months, subject to satisfactory performance.  
 
Your performance will again be monitored and at the end of the further review period, the 
Company will write to you to advise you of the next step. If the Company is satisfied with 
your performance, no further action will be taken. If the Company is not satisfied with 
your performance then the matter will be progressed to the next stage. If the Company 
feels that there has been a substantial but insufficient improvement, the review period 
may be extended.  
 
Dismissal 
 
Failure to improve performance in response to the final capability warning will normally 
lead to dismissal. Whether dismissal is with or without notice will be at the absolute 
discretion of the Company. You will be informed of the reasons for dismissal, the 
appropriate period of notice, the date on which your employment will terminate and how 
you can appeal against the dismissal decision.  
 
Alternatives to Dismissal 
 
Demotion: The Company reserves the right to demote you for such a period as is 

necessary to enable you to reach the desired standards. This period will 
not ordinarily exceed 12 months and will be reviewed by the Company 
every month. The Company also reserves the right to impose a reduction 
in your pay for the period of the demotion. 

 
Transfer: The Company reserves the right to permanently transfer you to another 

job, either at the same or a lower grade. If transfer to a lower grade then 
your terms and conditions of employment, including salary, will be 
amended accordingly. 

 
Appeal 
 
You may appeal against any decision under the capability procedure. Your appeal must 
be made in writing to the person named in the letter notifying you of the decision you are 
appealing within 5 working days of receiving the decision.  
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You will be invited to attend an appeal hearing chaired by someone other than the 
person who chaired the capability hearing. You will be given the opportunity to state your 
case and have the right to be accompanied by a Trade Union official or fellow employee 
of your choice.  
 
After the appeal hearing, you will be informed of the decision and the reasons for it. The 
decision will be set out in writing and will be final. There will be no further right of appeal.    
 
______________________________________________________________________ 
 
 

COMPANY PROPERTY 
 
 
The security of the Company’s property is the responsibility of all employees.  Property 
includes such things as premises, products, equipment and computer software. If you 
believe that the Company’s property is at risk for whatever reason, you should report the 
matter to your line manager. 
 
No property of the Company should be removed from any of the Company’s premises or 
possession without the consent of your line manager. 
 
The Company reserves the right to require you at any time to disclose to a representative 
of the Company, in the presence of a third party, the contents of any articles of clothing, 
parcels, bags etc. You may also be required to disclose the content of any vehicle in your 
charge on Company property. For further details, see the section in this handbook on 
Stop and Search. 
 
Where you have custody of keys, they must be returned to the appropriate custodian 
immediately after use. It is essential that you report immediately any loss of keys or other 
Company property entrusted to you. 
 
Where you have custody of any computers, software, client papers, telephones or other 
material or property belonging to or in the control of the Company, you are responsible 
for the care and maintenance of such equipment and are liable to reimburse the 
Company for any loss or damage. 
 
You must not use Company property or equipment or the facilities of the Company’s 
premises for private purposes, unless you have received prior written permission to do 
so from your line manager. 
 
In the interest of security, you must not enter Company premises outside normal 
business hours without notifying your line manager. 
 
If you seek to use your own equipment for carrying out any work, you must have the 
written prior approval of your line manager, with particular regard to their fitness for their 
proposed purpose. 
 
Unless otherwise specifically prescribed, the Company does not accept responsibility for 
the loss of your personal property left or carried on the Company’s premises or in a 
Company vehicle. You are advised to arrange your own insurance for your personal 
possessions. 
 
______________________________________________________________________ 
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COMPUTERS, EMAIL AND THE INTERNET 

 
 
The Company’s computer system is to be used for company business purposes and by 
authorised personnel only. The Company therefore reserves the right to access any 
electronic material created, sent, received or stored either via the Internet or internal 
networks by employees. Electronic material includes e-mails or any material that can be 
downloaded via the Internet or sent across a computer network. 
 
Computer networks and e-mail systems are the Company’s property. All copies of 
messages created, sent, received or stored on the computer systems shall remain the 
Company’s property. Messages are not your private property and as such, there should 
be no expectation of privacy in any circumstances.  
 
The Company reserves the right to access and monitor all messages created, sent, 
received or stored on its computer systems. The contents of e-mail messages may be 
disclosed internally and to third parties without further permission and at the Company’s 
absolute discretion. You must remember that even when an e-mail message is deleted, it 
is still possible for the message to be retrieved and read. The use of passwords does not 
assure confidentiality and the existence of a password does not restrict our right to 
access e-mail messages.  
 
Notwithstanding the Company’s right to retrieve and read any e-mail messages, you 
should treat e-mails as confidential and only the intended recipient must open them. You 
must only disclose information or messages obtained from e-mails to recipients 
authorised to have such information. 
 
E-mails and the Internet should not be used to create, send, receive or store any material 
which is offensive or obscene, or which contains images depicting sexual activity or 
bodily parts in a lewd manner or which are pornographic, disruptive or infringes 
copyright. The Company’s policies with regard to discrimination or harassment apply fully 
to the Internet and e-mails. You are not permitted to use the Company email address for 
personal emails. 
 
All e-mails and downloads can contain viruses. Downloads and e-mail messages must 
therefore be virus-checked before opening. It is also a term of your contract of 
employment that you are not allowed to load software onto a Company computer without 
permission. 
 
You should be aware that the same laws apply to e-mail as to any other written 
documents. Any comments that could be regarded as defamatory, inaccurate or 
misleading should therefore be avoided. 
 
Any unauthorised use of computer’s, email or the internet will be dealt with under the 
Company’s disciplinary procedure and could result in your dismissal.  
 
______________________________________________________________________ 
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CONDUCT WHILST ON COMPANY BUSINESS 

 
 
Conduct during Work hours 
 
You are required to abide by the rules and policies set out in this handbook and carry out 
your job role with due diligence. You must also follow reasonable and lawful instructions 
from your line manager or given to you by any other member of staff senior to you.  
 
You should take note of any staff notices and must conduct yourself at all times so as not 
to cause upset, distress or annoyance to fellow employees or bring the Company into 
disrepute. 
 
Conduct out of Work hours 
 
What employees do after normal working hours and off Company premises is a personal 
matter and does not directly concern the Company. However, there are certain 
circumstances where the Company will become involved. Any misconduct during the 
following will result in action being taken under the Company’s disciplinary procedure:  
 

 at office parties, office drinks events or other work related social 
occasions or gatherings, whether organised by the Company or by 
employees themselves;  

 

 at social occasions or gatherings organised by the Company’s customers 
or clients where you have been invited in your capacity as an employee of 
the Company;  

 

 work related conferences;  
 

 whilst you are working away on behalf of Company business;  
 
You are expected to be moderate if drinking alcohol and to behave in an appropriate, 
mature and responsible manner. You must take specific action to ensure you are well 
within the legal limits if you are driving. 
 
If you are found have harassed or verbally or physically abused or assaulted another 
employee or a customer or client of the Company, or otherwise brought the reputation of 
the Company into disrepute, you will be subject to disciplinary action under the 
Company’s disciplinary procedure. Such behaviour will be treated as gross misconduct 
and could render you liable to dismissal without notice.  
 
Where your off-duty conduct seriously undermines the trust and confidence that the 
Company has in its employees, whether at a work related occasion or otherwise, this 
could result in action taken under the Company’s Disciplinary Procedure. Depending on 
the circumstances of the case, the Company may consider the off-duty conduct as gross 
misconduct, which may render you liable to dismissal without notice.  
 
______________________________________________________________________ 
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CONFIDENTIALITY 
 
 
You must not, either during your employment with the Company or afterwards, disclose 
to any person other than a properly authorised employee of the Company or otherwise 
than in the proper performance of your duties, any information, document or other 
material concerning the Company or any of its clients or suppliers, which comes to your 
knowledge or which is received by you during your employment. 
 
You shall not use your position with the Company to solicit business on your own behalf 
or that of any third party nor shall you accept any commission or inducement without the 
prior authority of the Company. Any offer of inducement or commission made should be 
reported to the Company immediately. 
 
The wrongful disclosure of confidential information or any other breach of confidentiality 
will be considered as gross misconduct and would normally result in dismissal. 
 
______________________________________________________________________ 
 
 

CRIMINAL CONVICTIONS 
 
 
All applicants for employment will be asked whether they have any criminal convictions. 
Should you be offered employment and have not declared a criminal conviction then the 
Company reserves the right to terminate your employment immediately.  
 
If you are arrested or charged with a criminal offence, you are required to notify your line 
manager immediately. Your employment with the Company may be terminated if you do 
not inform your line manager as soon as is reasonably practical of any charge or 
conviction.  
 
The Company reserves the right to terminate your employment in the event of a criminal 
conviction, for whatever nature, at the Company’s absolute discretion.   
 
______________________________________________________________________ 
 
 

DEPENDANT’S LEAVE 
 
 
You have the right to take a reasonable period of time off work to deal with an 
emergency involving a dependant. 
 
This right is to enable you to deal with an unexpected or sudden problem and make any 
necessary longer term arrangements: 
 

 if a dependant falls ill or has been involved in an accident or assaulted, 
including where the victim is hurt or distressed rather than injured 
physically;  

 
 when a partner is having a baby;  
 
 to make longer term care arrangements for a dependant who is ill or 

injured;  
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 to deal with the death of a dependant, for example, to make funeral 

arrangements or to attend a funeral;  
 
 to deal with an unexpected disruption or breakdown in care arrangements 

for a dependant, for example, when the childminder or nurse fails to turn 
up;  

 
 to deal with an incident involving the employee’s child during school hours, 

for example, if the child has been involved in a fight or is being suspended 
from school.  

 
A dependant is defined as your partner, child or parent, or someone who lives with you 
as part of your family. For example, this could be an elderly aunt or grandparent who 
lives in the household. It does not include tenants or boarders living in the family home, 
or somebody who lives in the household as an employee, for example, a live-in 
housekeeper. 
 
In cases of illness, injury or where care arrangements break down, a dependant may 
also be someone who reasonably relies on you for assistance. This may be where you 
are the primary carer or the only person who can help in an emergency. 
 
In most cases, the amount of leave which the law entitles you to will be one or two days 
at the most, but this will depend on individual circumstances. You may be able to take a 
longer period of leave if the Company agrees.  
 
The right to time off for dependants does not include a right to be paid during your time 
off.  
 
You must tell your line manager as soon as possible about your absence, the reason for 
it and how long you expect to be away from work. If you are prevented from telling your 
line manager due to the nature of the emergency, you must explain the reason for the 
absence on your return to work. 
 
This right is intended to cover unforeseen matters. If you know in advance that you are 
going to need time off, you should arrange to take this time as part of your holiday 
entitlement. 
 
______________________________________________________________________ 
 
 

DISCIPLINE 
 
 
Whilst the Company would not want to impose unreasonable rules of conduct, there 
must be certain minimum standards of behaviour to maintain good employee relations. 
The following are therefore given as examples of the type of conduct that the Company 
regards as unacceptable. 
 

Misconduct 
 

 Bad time-keeping. 

 Unauthorised absence. 

 Minor damage to property. 

 Minor breach of rules. 
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 Failure to observe procedures. 

 Rudeness to customers or colleagues. 

 Unsatisfactory attendance. 

 Unsatisfactory sickness record. 

 Unauthorised use of telephones. 

 Unbefitting behaviour. 

 Failure to carry out lawful instructions. 
 

Gross misconduct 
 

 Theft of any property belonging to someone else. 

 Serious, deliberate or reckless damage to property. 

 Falsification of expense claims or self-certification forms. 

 Refusal to carry out duties or reasonable instructions. 

 Intoxication by reason of drink or drugs. 

 Possession of illegal drugs. 

 Serious breach of rules. 

 Fighting or violent, abusive, dangerous or intimidating conduct. 

 Bullying, sexual, racial or other harassment of a fellow employee. 

 Gross negligence or incompetence. 

 Conviction on a criminal charge. 

 Receiving any sentence of imprisonment. 

 Bringing the Company or its business into disrepute. 

 Sending abusive, scandalous, obscene or defamatory communications of 
any kind. 

 Unauthorised use of or access to the Internet. 

 Accessing or downloading any rude or obscene images or other material 
from the Internet or by email or otherwise being in possession of rude or 
obscene material or publications or images in any media. 

 
The above are given as examples only. Each allegation will be dealt with on its own 
merits and the Company reserves the right to determine what, if any, action to take on a 
case by case basis. 
 
Where a discipline issue arises, it is inevitable that other employees will sometimes find 
out. The Company will endeavour to ensure, wherever possible, that all disciplinary 
action is treated as confidential between you and the individuals directly involved. 
Records, witness statements and decisions will be kept confidential. 
 
During any probationary period, the Company reserves the right to end your employment 
without following any procedure. Dismissal may be with or without notice. 
 
Informal Resolution 
 
In the first instance, the Company would hope to resolve problems on an informal basis. 
Your line manager will take whatever steps necessary to establish the facts surrounding 
the complaint and will meet with you to discuss the issues. Your line manager will then 
determine whether; 
 

(i) the complaint is unsubstantiated and that no further action is necessary, 
or 

 
(ii) the complaint is proven but that the misconduct is not sufficiently serious 

to warrant formal disciplinary action and a verbal warning will be issued, or 
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(iii) the complaint is so serious that formal disciplinary action is required, or 
 
(iv) the complaint is a further example in a serious of minor misconducts and it 

is necessary to take formal disciplinary action. 
 
Your line manager will submit a written report of the hearing to be kept on your personnel 
file. 
 
Formal Procedure 
 
The Company reserves the right to omit any stage of the procedure or not to invoke the 
procedure at all. 
 
Investigation 
 
Before any disciplinary decision is made, there will always be a full investigation. It may 
be necessary to suspend you while the investigation takes place. The Company will 
always suspend an employee who is accused of gross misconduct. Suspension will be 
with pay. 
 
Disciplinary Hearing 
 
Before a decision is taken, you will be asked to attend a disciplinary hearing so that you 
can respond to the complaint. You will be told in advance what the complaint against you 
is and will be provided with any relevant information and documents. 
 
You are entitled to be accompanied at the hearing by a fellow employee or by a Trade 
Union official. 
 
If you cannot make the hearing then you should notify the Company as soon as is 
reasonably practicable. If the reason for non-attendance is the unavailability of your 
companion then you should provide an alternative date, which should be within 5 working 
days of the original hearing. 
 
If you fail to attend the hearing without first notifying the Company that you cannot attend 
then a decision will be made in your absence. 
 
Your companion cannot answer questions for you at the hearing although we will listen to 
whatever you want them to say on your behalf. If you do not want to answer questions, 
you do not have to do so, but the Company is entitled to reach a decision on the 
evidence heard. 
 
Disciplinary Sanctions 
 
The nature of the complaint may result in any of the following disciplinary sanctions and 
need not always be a verbal warning for a first offence. 
 

 Verbal Warning: This will be given in less serious cases. You will be 
warned that the consequence of future repetition is further disciplinary 
action. A record of the warning will be kept on your personnel file for a 
period of 6 months.  

 

 First Written Warning: This will contain a summary of the incident or 
circumstances and the consequences of future repetition.  The warning 
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will set out improvements in conduct required and the consequences of 
failure to improve. A copy of the warning will be kept on your personnel for 
a period of 12 months. 

 

 Final Written Warning: This will contain a summary of the incident or 
circumstances and will confirm that if you commit a further offence of 
misconduct, your employment will be terminated. A copy of the warning 
will be kept on your personnel file for a period of 12 months. 

 
A warning will usually be disregarded in any future disciplinary procedures 
after the specified time has lapsed but the Company reserves the right to 
take into account spent sanctions in future disciplinary proceedings, 
depending on the circumstances.  
 

 Dismissal: This will normally result after the previous stages of the 
sanction procedure have been exhausted i.e. while a final written warning 
remains in force.  However, dismissal may be imposed as a first sanction 
due to the seriousness of the complaint. Dismissal will usually be without 
notice. 

 
In some circumstances, the Company may decide not to dismiss you but 
to apply another sanction such as demotion or suspension without pay. 

 
The outcome of the disciplinary hearing will be confirmed in writing within 5 days of the 
hearing. 
 
Gross Misconduct 
 
If we find that gross misconduct has occurred, you will be dismissed without notice or 
pay in lieu of notice. It will only be in exceptional circumstances that another disciplinary 
sanction will be imposed.  
 
Appeals  
 
You have the right to appeal against a disciplinary decision. You must put your appeal in 
writing, setting out why you want to appeal and what you disagree with in the original 
decision. It must be sent to the person named in the letter notifying you of the original 
decision within 5 working days of you receiving written confirmation of the disciplinary 
decision. 
 
An appeal hearing will be arranged as soon as is reasonable practicable and you have 
the right to be accompanied by a work colleague or Trade Union official. The hearing will 
be chaired by someone who was not involved in the disciplinary hearing. If you cannot 
make the hearing then you should notify the Company as soon as is reasonably 
practicable. If the reason for non-attendance is the unavailability of your companion then 
you should provide an alternative date, which should be within 5 working days of the 
original hearing. 
 
If you fail to attend the appeal hearing without first notify the Company that you cannot 
attend, your appeal will be dealt with on the basis of your appeal letter. 
 
The outcome of your appeal will either be: 
 

 to reject the appeal and confirm the original disciplinary sanction; or  
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 to uphold the appeal and reduce or revoke the original disciplinary 
sanction. 

 
The result of the appeal will be confirmed in writing within 5 working days of the appeal 
hearing. The decision at the appeal stage is final. 
 
______________________________________________________________________ 
 
 

EQUAL OPPORTUNITIES 
 
 
The Company is committed to the principle of equal opportunities in employment. Less 
favourable treatment will not be tolerated in any circumstances. The Company will 
actively promote equality of opportunity in employment and oppose any discrimination on 
the grounds of a person’s sex, sexual orientation, marital status, race, colour, nationality, 
ethnic or national origin, religion, age, disability or union membership status. 
 
Furthermore, the Company will ensure that no requirement or condition will be imposed 
without justification which could disadvantage individuals purely on any of the above 
grounds.  
 
Forms of Discrimination 
 
Discrimination can occur in one of 4 ways. 
 

(i) Direct Discrimination - when you treat someone less favourably than others 
for unlawful means, for example not employing someone because of their 
gender or disability. 

 
(ii) Indirect Discrimination - when an employer has a policy, practice or procedure 

that applies to everyone but might disadvantage a particular group, and which 
cannot be justified in relation to the job. 

 
(iii) Harassment - unwanted conduct that violates a person’s dignity or creates an 

intimidating, hostile, degrading, humiliating or offensive working environment.   
 

(iv) Victimisation - when you treat someone less favourably or discriminate 
against them because they have pursued or intend to pursue their rights 
relating to alleged discrimination. 

 
Employment Practices 
 
You have a personal responsibility to adhere to the principles of equal opportunity and 
racial harmony. The Company will strive to ensure that individuals receive treatment that 
is fair and equitable, and consistent with their relevant aptitudes, potential skills and 
abilities. You will be expected to do the same. 
 
Sexual, racial and other forms of harassment will not be tolerated. Unlawful and unfair 
discriminatory conduct by any member of staff will be considered gross misconduct, for 
which the only appropriate sanction can be dismissal.  
 
Positive action will be taken to address imbalances in the workforce. For example, the 
Company may seek to encourage applications for employment from particular groups 
where they are under-represented. 
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The Company will regularly monitor policies and procedures to ensure an effective policy 
of equal opportunity. Employees will be recruited, promoted and trained on the basis of 
objective criteria. Men and women will be paid equally without any bias on the grounds of 
sex. Male and female employees will receive equal pay for the same work and for work 
rated as equivalent or of equal value.   
 
The Company will not discriminate against anyone who has a spent conviction under the 
Rehabilitation of Offenders Act 1974.  
 
Disability 
 
Reasonable adjustments to the application process will be made to ensure that 
applicants are not disadvantaged because of disability. No applicant will be considered 
unsuitable for appointment or less suitable than another applicant unless full 
consideration has been given to whether a reasonable adjustment can be made to 
counteract the effect of his or her disability upon his or her suitability.   
 
If you are a disabled employee then Company will consult with you during your 
probationary period to ensure that reasonable adjustments are made so as to enable you 
to work safely and effectively and to secure equal access to the benefits of employment. 
Outside specialists may be consulted, if appropriate. 
 
Reasonable adjustments will be made to enable a disabled employee to carry out his or 
her duties.  This will include, but is not limited to, consideration of the provision of 
specialist equipment, job re-design, re-training, flexible hours, and/or re-deployment. The 
Company will ensure that all reasonable measures are taken to retain disabled 
employees in employment. 
 
The prime responsibility for arranging the appropriate adjustment will lie with the line 
manager, who will at all times consult with the employee concerned. The expertise of the 
disabled person concerning his or her own disability will be recognised. An outside 
specialist may be consulted, if required.  
 
Once an adjustment has been made, it will be reviewed at agreed intervals to assess its 
continuing effectiveness. 
 
______________________________________________________________________ 
 
 

EXPENSES 
 
 
Expenses incurred during the normal course of business will be reimbursed by the 
Company.  
 
In order to claim back expenses, you must complete and sign a claim form and have it 
countersigned by your line manager. You should then submit the claim form to payroll. 
You are expected to provide original VAT receipts where this is reasonably practical, and 
you should give a full description of the expenditure incurred and why it was necessary. 
You should ensure all expense claims are made and submitted promptly.  
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Travel 
 
The Company will reimburse travelling expenses necessarily incurred for business 
purposes. This is limited to the cost of travel from your place of work to the business 
destination and return. Journeys between your home and normal place of work do not 
constitute business travel. The following expenses will be paid: 
 

 Where you use your own car, mileage allowance at a rate per mile as 
determined by the Company from time to time and notified to you. You 
must ensure you record your actual mileage undertaken and your car 
must be comprehensively insured for use while on Company business.  

 

 Standard class rail or coach fares.  
 

 Taxi fares where suitable public transport is not available.  
 

The Company is not responsible for any fines or penalty fares which you may receive 
while on Company business.  
 
Subsistence  
 
If you are required to stay away from home overnight on Company business, you may 
claim the costs of overnight accommodation i.e. evening dinner, bed and breakfast, at an 
appropriate hotel or guesthouse approved in advance by your line manager. The 
Company will not reimburse items of a personal nature such as alcoholic drinks, 
newspapers and private telephone calls.  
 
Telephone calls 
 
The cost of telephone calls made using your private telephone or mobile phone in 
connection with company business will be reimbursed. Itemised telephone bills are 
required to support this expense claim.  
 
Other Expenses 
 
You should obtain the prior approval of your line manager before incurring any other 
expenses.  
 
______________________________________________________________________ 
 

FIRE SAFETY 
 
 
All employees have a duty to conduct their work operations in such a way as to minimise 
the risk of fire. Employees will therefore be trained in proper fire prevention practises and 
emergency evacuation procedures.  
 
You are under a duty to report immediately any fire, smoke or potential fire hazards such 
as faulty electric cable or loose connections. All electrical equipment which does not 
require continuous operation should be switched off when not in use. You should never 
attempt to repair or interfere with electrical equipment or wiring and should not use dual 
or other socket outlets unless these have been properly authorised by the fire safety 
officer.  
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Smoke detectors and manually operative fire alarms are located at strategic points 
throughout the workplace. If a smoke detector sounds, it is the responsibility of any 
employee present to activate the alarm and evacuate the building. Fire extinguishers are 
also located in conspicuous positions at fire points throughout the workplace.  
 
You should only tackle a fire if it would pose no threat to your personal safety and must 
only use appropriate fire fighting equipment. If the situation is dangerous or potentially 
dangerous, you should activate the alarm and evacuate the building immediately. You 
should also call the emergency services (999) or notify your line manager so that they 
can make the call. 
 
Fire exists are located at strategic points throughout the workplace. Exit doors and 
corridors must never be locked, blocked or used as storage space. Emergency lighting 
has also been installed in exit corridors, above emergency exit doors and throughout the 
workplace in case of power failure. Lifts should never be used in the case of an 
emergency evacuation.  
 
You must ensure that you are familiar with the position of the nearest fire fighting 
equipment, alarms and emergency exists. Practice fire drills will be conducted on a 
regular basis to ensure familiarity with emergency evacuation procedures.  
 
In the event of the fire alarm being activated, or in any other emergency situation (such 
as a bomb scare), you must leave the building by the nearest available emergency exit in 
an orderly fashion and assemble at the designated assembly point. Designated fire 
marshals will be responsible for ensuring that all employees have evacuated the 
workplace and that everyone can be accounted for.  
 
______________________________________________________________________ 
 
 

FLEXIBLE WORKING 
 
 
You are entitled to make a request for flexible working to enable you to care for a child or 
adult for whom you have responsibility. You may request a change to the hours you 
work, a change to the times when you are required to work, or to work from home.  
 
In order to make a request for flexible working you must; 
 

a) In the case of caring for a child 
 

 be an employee,  
 

 be the parent of a child under 17, or under 18 in the case of a 
disabled child, or be the adopter, guardian or foster parent of such 
a child or be married to or the partner of such a person, 

 

 have worked for the Company continuously for 26 weeks, 
 

 make the application no later than 2 weeks before the child’s 16th 
birthday or 17th birthday in the case of a disabled child,  

 

 have or expect to have responsibility for the child’s upbringing,  
 



 25 

 be making the application to enable you to care for the child, 
 

 have not made another application during the previous 12 months.  
 

b) In the case of caring for an adult; 
 

 be making the request to help care for an adult aged 18 or over 
who is either married to you or is your partner or civil partner or is 
your relative or who lives at the same address as you. (Relative 
means a mother, father, adopter, guardian, special guardian, 
parent-in-law, step-parent, son, step-son, daughter, step-daughter, 
brother, step-brother, brother-in-law, sister, step-sister, sister-in-
law, aunt, uncle or grandparent, and this includes adoptive 
relationships and relationships of the full blood or half blood.) 

 

 have worked for the Company for at least 26 weeks, 
 

 have not made another application during the previous 12 months. 
 
Procedure  
 
You can make only one application in any 12 months and your application should;  
 

 be made well in advance of when you want it to take effect,  
 

 be in writing (whether on paper or electronically),  
 

 be dated,  
 

 state that the application is made under the statutory right to request a 
flexible working pattern, 
 

 give details of the flexible working pattern you are applying for, including 
the date from which you want it to start,  
 

 explain what effect you believe the new working pattern would have on 
your employer, and how any effects might be dealt with,  

 

 state whether you have made a previous application, and if so, when. 
 
Within 28 days, the Company will set up a meeting with you to explore the desired work 
pattern and to discuss how best it might be accommodated. It will also provide an 
opportunity to consider other alternative working patterns should there be problems in 
accommodating the desired work pattern outlined in the application. You can, if you wish, 
bring a companion to the meeting.  
 
Within 14 days after the date of the meeting, the Company will write to you to either 
agree to a new work pattern and a start date, or to provide clear grounds as to why the 
application cannot be accepted and the reasons why the grounds apply in the 
circumstances.  
 
The Company is allowed to refuse your application if one or more of the following 
grounds apply; 
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 the burden of additional costs, 
 

 a detrimental effect on ability to meet customer demand,  
 

 inability to re-organise work among existing staff,  
 

 inability to recruit additional staff,  
 

 a detrimental impact on quality,  
 

 a detrimental impact on performance,  
 

 insufficient work during the periods you propose to work,  
 

 planned structural changes. 
 
You have the right to appeal the Company’s decision within 14 days of it being notified to 
you. Your appeal should be in writing and the Company will set up a meeting with you to 
discuss your grounds of appeal. The meeting will be held within 14 days of receiving your 
appeal letter. The Company will write to you to within 14 days of the appeal meeting to 
notify you of the outcome of your appeal.  
 
______________________________________________________________________ 
 
 

GIFTS  
 
 
Occasionally, satisfied customers or other third parties may seek to reward employees 
with gifts. The Company has no desire to stop deserving employees receiving such a 
reward but there is the potential for the abuse of a customer’s generosity. Furthermore, 
certain suppliers may offer ‘reward schemes’ which allow employees to obtain gifts in 
return for ordering services or products from that supplier. 
 
The Company would want to ensure that his suppliers are competitive and that you are 
acting in the best interests of the Company. As such, the Company needs to ensure 
there is a culture of honestly and transparency in the practise of receiving gifts. For these 
purposes, a ‘gift’ is any item, monetary or otherwise, given to you on an apparent ex-
gratia basis by any third party who is the Company’s actual or potential client, customer 
or supplier.  
 
If you receive a gift, you must report this to your line manager immediately. If you fail to 
do so, this will be considered gross misconduct. If the Company discovers that a supplier 
has been used by you wholly or mainly because of the incentive of a free gift, this will 
also constitute gross misconduct.  
 
Unless the donor of the gift specifically states the gift is intended for a particular 
employee, all gifts are deemed to belong to the Company. Whether you will be permitted 
to keep the gift or not is at the Company’s absolute discretion. If the Company 
determines that you may not keep a gift but you choose to do so anyway, this will also 
constitute gross misconduct. 

 
______________________________________________________________________ 

 



 27 

 
 

GRIEVANCES 
 
 
There may be circumstances where you would want to raise concerns about the way 
Company policies and procedures are implemented or the way other people are treating 
you. The Company would encourage you to do so and the procedure set out below is 
designed to help you to take the appropriate action.  
 
It is not always possible to solve all problems to everyone’s complete satisfaction. 
However, the Company will deal with your grievances objectively and constructively, and 
you can be assured that your grievance will be dealt with fairly. 
 
Informal Resolution 
 
Any procedure is no substitute for good day-to-day communication. Most problems can 
be resolved on an informal basis and in the first instance you should discuss the matter 
with the person involved. If this is not possible, or the mater not resolved to your 
satisfaction then you should follow the procedure set out below. 
 
Formal Procedure 
 
You should set out your grievance in writing to your line manager. This written grievance 
should contain enough detail to give the Company a reasonable indication of what your 
grievances is about. If your grievance involves your line manager then you should send 
your written grievance to their line manager.  
 
Grievance Meeting 
 
A meeting will be arranged with you as soon as is reasonably practicable. You have the 
right to be accompanied by a fellow employee or Trade Union official. The purpose of the 
meeting is to allow you to fully set out your grievance. 
 
If you or your companion can not make the meeting then you should notify the Company 
as soon as is reasonably practicable. If the reason for non-attendance is the 
unavailability of your companion then you should provide us with an alternative date, 
which should be within 5 working days of the original meeting. 
 
Decision 
 
Your grievance will be fully investigated by your line manager. If need be, a second 
meeting will be held with you. In any event, a decision about your grievance will be 
conveyed to you in writing within 5 working days. If this is not possible, you will be 
notified of the delay and the reasons for it, and you will be told the date by which you will 
receive a written decision.  
 
A copy of the grievance decision will be kept on your personnel file. 
 
Appeals 
 
If you are not satisfied with the outcome of your grievance then you have the right to 
appeal. You must put your appeal in writing, setting out why you want to appeal and what 
you disagree with in the original decision. Your appeal letter must be sent to the person 
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named in the decision letter within 5 working days of you receiving written confirmation of 
the decision. 
 
An appeal meeting will be arranged with you as soon as is reasonably practicable. You 
have the right to be accompanied by a fellow employee or Trade Union official. If you or 
your companion can not make the meeting then you should notify the Company as soon 
as is reasonably practicable. If the reason for non-attendance is the unavailability of your 
companion then you should provide us with an alternative date, which should be within 5 
working days of the original meeting. 
 
If you fail to attend the appeal meeting without first notify us that you cannot attend then 
your appeal will be dealt with on the basis of your appeal letter. 
 
The appeal meeting will be conducted by someone who was not involved in your original 
grievance meeting and the outcome will either be: 
 

 to reject the appeal and confirm the original decision; or to 
 

 uphold the appeal and make a different decision. 
 
The result of the appeal will be confirmed in writing within 5 working days of the appeal 
meeting. The decision at the appeal stage is final. 
 
______________________________________________________________________ 
 
 

HARASSMENT AND BULLYING 
 
 
The Company recognises that harassment and bullying can exist in the workplace. This 
can seriously affect your working life by interfering with your job performance or creating 
a stressful, intimidating and unpleasant working environment.  
 
Harassment is unsolicited and unwelcome behaviour that adversely affects the dignity of 
the recipient. Where such behaviour is motivated by gender, marital status, race, colour, 
national or ethnic origin, nationality, sexual orientation, gender or disability, it also 
amounts to infringement of equal employment opportunity.  
 
Conduct becomes harassment if it persists after the recipient has made it clear that it is 
regarded as offensive. However, a single offensive act can amount to harassment if it is 
so serious as to be obviously offensive towards the recipient.  
 
The Company is committed to ensuring that no harassment or victimisation at work, 
whatever the motivation, is overlooked or condoned. Such behaviour can range from 
extreme forms such as violence or bullying to the less obvious like practical jokes and 
ridiculing colleagues or subordinates.  
 
The following are some examples of harassment; 
 

 unwanted physical contact or conduct which is intimidating,  
 

 suggestions that sexual favours may further a person's career, or that 
refusal may hinder it, 
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 sexual advances, propositions, suggestions or pressure for sexual activity 
at or outside work, 

 

 derogatory or demeaning remarks based on gender, or the display of 
sexually explicit material in the workplace, 

 

 jokes about race, 
 

 offensive names used, 
 

 references to people by offensive descriptions, 
 

 verbal or physical abuse. 
 
If you are the victim of harassment or bullying, you should make it clear to the harasser 
that their behaviour is inappropriate and must stop. If you feel unable to do this then you 
should report the matter to your line manager, who will deal with it on your behalf.  
 
If you consider an informal approach to be inappropriate then you should report the 
matter immediately to your line manager.  
 
Your line manager will invite you to attend a meeting, at a time and place to be agreed 
with you, to discuss the matter. They will carry out a full investigation, and depending on 
the seriousness of the allegation, the alleged harasser may be suspended while the 
matter is being investigated. You have the right to be accompanied at the meeting by a 
work colleague of your choice. 
 
Those involved in the meeting, and any subsequent investigation, will act in the strictest 
of confidence and any breach of confidence will be considered gross misconduct.  
 
On conclusion of the investigation, your line manager will meet with you to discuss the 
outcome of their investigation. They will confirm matters to you in writing.  
 
If your line manager concludes that the allegations are well founded, the harasser or 
bully will be dealt with under the Company’s disciplinary procedure. Any harassment or 
bullying will always be considered to be gross misconduct.  
 
______________________________________________________________________ 
 
 

HEALTH AND SAFETY 
 
 
The Company will regularly review working practices, including the general working 
environment and individual’ work stations, to ensure that best practices are adhered to 
and that safety hazards are identified. In particular, the Company will regularly monitor 
the safety of any equipment or machinery provided for use by employees. Maintenance 
will be regularly and scrupulously carried out and proper records kept.  
 
All equipment and machinery provided will comply with the appropriate UK standards. It 
should only ever be used for the purpose it was designed or adapted. All employees who 
use or supervise the use of such equipment or machinery will be properly trained in its 
use. 
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Health and Safety guidance will be given to all new employees upon joining the 
Company. Regular refresher updating sessions will be held for all employees and you 
are required to fully co-operate and participate. 
 
You are obliged to take reasonable care for your own safety and for the safety of others 
who may be affected by your acts or omissions. You are also required to co-operate fully 
with the Company in the arrangements made in relation to Health and Safety matters.  
For example, you must; 
  

 adhere to the prescribed safe system of working, 
 

 report any faults or defects in machinery or equipment immediately,  
 

 report any safety concerns immediately. 
 
Only those staff employed and qualified to do so may carry out repairs or maintenance to 
machinery or equipment. 
 
General Aims 
 
So far as is reasonably practicable, the Company aims to achieve the following; 
 

 premises heated to the minimum temperature required by law, 
 

 safe equipment and systems, 
 

 safe methods of handling, storage and transport of articles or goods, 
 

 provide employees with information, instruction and training, 
 

 ensure the place of work is safe with means of access and egress, 
 

 provide a safe working environment, 
 

 ensure a no smoking environment, 
 

 all storage areas are safely laid out with adequate room for access. 
 
Safety Officer 
 
The Company will appoint a safety officer to ensure that all Health and Safety obligations 
are complied with. All accidents and near misses, irrespective of triviality, must be 
reported to the Safety Officer, who will then ensure that any necessary preventative 
measures are introduced.  
 
First Aid  
 
All accidents must be recorded in the accident book. You will be notified which members 
of staff have training in First Aid.  If anyone becomes ill while at work and requires 
medical attention, arrangements will be made to call a doctor or emergency services, or 
to take the employee to Accident & Emergency at the nearest hospital. 
 
Hazards and Safety Risks 
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You have a responsibility to report any potential hazard, including infectious or other 
diseases, accidents, or injuries associated with the workplace. Examples of potential 
hazards include; 
 

 fire risks, e.g. accumulation of combustible waste, blocking or obstruction 
of fire doors, corridors, or smoking in non-smoking areas, 

 

 electrical problems, e.g. worn cables, loose connections, multiple 
connectors to power sockets, faulty wiring or trailing cables, 

 

 defective equipment,  
 

 defective flooring e.g. worn or frayed carpets, uneven or slippery surfaces, 
 

 unsuitable loading or stacking, 
 

 broken glass, and 
 

 carelessness by an employee or other person on the premises, e.g. 
attempting to repair equipment without proper training. 

 
Display Screen Equipment 
 
The Company has particular obligations where employees habitually use display screen 
equipment as a significant part of normal work. Workstations and work routines will be 
reviewed regularly to ensure that they comply with the law and that you have adequate 
breaks from the use of display screen equipment.  Regular training will be given to 
minimise Health and Safety problems.   
 
Free eye and eyesight tests are available for those appointed to use display screen 
equipment and for those who use this equipment at regular intervals.  The Company will 
pay for spectacles prescribed for your use when operating display screen equipment but 
not for designer frames or for lenses other than those prescribed specifically for use in 
connection with the operation of display screen equipment.  
 
Safety Rules 
 

 All employees should be aware of and adhere to the Company’s rules and 
procedures on health and safety.  

 

 All employees must immediately report any unsafe working practises or 
conditions to their line manager, their health and safety representatives or 
to the safety officer.  

 

 Horseplay, practical joking, running in the workplace, misuse of equipment 
or any other acts which might jeopardise the health and safety of any 
other person are strictly forbidden. 

 

 Any person whose level of alertness is reduced through illness or fatigue 
will not be allowed to work if this might jeopardise the health and safety of 
any person.  

 



 32 

 Employees must not adjust, move or otherwise tamper with any electrical 
equipment or machinery in a manner not within the scope of their job 
duties.  

 

 All waste materials must be disposed of carefully in the receptacles 
provided and in such a way that they do not constitute a hazard to other 
employees.  

 

 No employee should undertake a job which appears to be unsafe.  
 

 No employee should undertake a job until they have received adequate 
safety instruction and they are authorised to carry out the task.  

 

 All injuries must be reported to the employee’s line manager or to the 
safety officer.  

 

 All materials must be properly and safely used and when not in use, 
properly and safely secured.  

 

 Suitable and appropriate clothing and footwear must be worn at all times.  
 

 Workstations and worksites must be kept clean and tidy, and any 
spillages must be cleaned up immediately.  

 

 Walkways and passageways must be kept clear and free from 
obstructions at all times.  

 

 If a walkway or passageway becomes wet, it should be clearly marked 
with warning signs and liquid spilt on the floor should be wiped up 
immediately.  

 

 Trailing cables should not be left in any passageway.  
 

 Where objects are stored in or around a passageway, care must be taken 
to ensure that no long or sharp edges jut out into the passageway.  

 

 Employees are prohibited from using any piece of equipment for any 
purpose other than its intended purpose.  

 

 Employees should not attempt to lift or move a load which is too heavy to 
manage comfortably. Employees should ask for assistance if there is any 
danger of strain.  

 

 When lifting an object off the ground, employees should assume a 
squatting position, keeping the back straight. The load should be lifted by 
straightening the knees, not the back.  

 

 Employees should not attempt to obtain items from shelves which are 
beyond their reach. A ladder or stepping stool should be used. Employees 
should not use chairs or any makeshift device. 

 
______________________________________________________________________ 
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HOLIDAYS 

 
 
The Company’s holiday year runs from the 1st January to the 31st December. 
 
All employees are entitled to the equivalent of 5.6 weeks paid holiday each year. 
 
For those employees working 5 days per week, they are entitled to 20 days holiday to 
take when you chose, subject to the rules set out below, and 8 public holidays. For 
employees working less than 5 days per week, the number of days you can chose when 
to take are as follows; 
 

 where 4 days worked per week – 14.5 days, 

 where 3 days worked per work –  9 days, 

 where 2 days worked per week – 3.5 days, 
 
The 8 public holidays are currently;  
 

 New Year’s Day, 

 Good Friday, 

 Easter Monday, 

 May Day, 

 Late May Bank Holiday, 

 August Bank Holiday, 

 Christmas Day, 

 Boxing Day. 
 
If a public holiday falls on your normal day off then you will be entitled to an equivalent 
amount of paid time off in lieu. 
 
If you start or leave employment during the holiday year, your holiday entitlement in 
respect of that year will be calculated pro-rata for that holiday year. Furthermore, you 
may not carry any unused holiday entitlement forward to a subsequent holiday year. 
 
You should give at least 4 weeks’ notice of proposed holidays of 1 week or more. You 
are required to give 2 weeks’ notice of single days. Holidays must be authorised by your 
line manager.  
 
No holiday is authorised until such time as approval has been confirmed it to you in 
writing. If you take holiday which has not been authorised then you will be absent without 
leave and disciplinary action may be taken against you. No more than 2 weeks holiday at 
any one time will be authorised. 
 
We will try to accommodate all holiday requests but the needs of the business must take 
priority. 
 
You will be entitled to a payment in lieu of any unused holiday entitlement upon 
termination of your employment. If you have taken more than your accrued entitlement 
then the Company reserves the right to deduct a sum equivalent to the excess holiday 
taken from your final pay. The Company also reserves the right to require you to take 
any unused holiday during your notice period.  
 
______________________________________________________________________ 
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JOB FLEXIBILITY 
 
 
There may be times when you could be required to undertake additional tasks, duties or 
responsibilities. This would be particularly so during holiday periods or to cover long-term 
sickness of another employee. The Company therefore reserves the right to vary your 
job at any time, according to the needs of the Company’s business. However, you will 
not be assigned to duties or required to perform tasks which you cannot reasonably be 
expected to perform or which are outside the range of your normal skills and experience.  
 
There may also be times when you could be asked to transfer, either temporarily or 
permanently, to an alternative job within the Company. We would also seek to obtain 
your agreement to such a transfer but the Company reserves the right, at its absolute 
discretion, to transfer you without agreement.     
 
______________________________________________________________________ 
 
 

LAY OFF AND SHORT-TIME WORKING 
 
 
The Company reserves the right to put employees on lay off or short-time working 
depending on the needs of the Company’s business.  

 
If you are placed on lay off, this will paid at the statutory rate in place from time to time. 

 
If you are placed on short–time working, you will be paid at your normal hourly rate for 
the hours worked. 
 
______________________________________________________________________ 
 
 

MATERNITY LEAVE 
 
 
Antenatal Appointments 
 
You are entitled to take reasonable time off work in order to attend an appointment for 
antenatal care. You will be required to produce your antenatal appointment card as proof 
of your appointment. Time off should only be requested if it is not possible to arrange the 
antenatal appointment outside working hours. You should notify your line manager as far 
in advance of your appointment as possible. Attendance at authorised appointments will 
be paid time off work. 
 
Ordinary Maternity Leave 
 
You are entitled to ordinary maternity leave irrespective of your length of service or the 
number of hours each week you work, if: 
 

 by at least the end of the 15th week before the week in which your baby is 
expected to be born or, if that is not reasonably practicable, as soon as is 
reasonably practicable, you notify the Company of your pregnancy, the 
expected week of childbirth and the date on which you intend your 
ordinary maternity leave period to start, 
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 you produce for inspection a certificate from a registered medical 
practitioner or a registered midwife stating the expected week of childbirth. 

 
Additional Maternity Leave 
 
You are entitled to Additional maternity leave if you are entitled to ordinary maternity 
leave. 
 
Compulsory Maternity Leave 
 
We cannot permit you to work for a period of 2 weeks commencing with the day of 
childbirth. 
 
Notification Requirements 
 
At least 28 days before the start of your maternity leave, or if this is not possible as soon 
as you can before you start your maternity leave, you must notify the Company in writing 
of the date on which you want your maternity leave to start. You must also confirm that 
you are pregnant and the week in which your child is due. 
 
You should make sure that you provide the Company with a form matB1 duly signed by 
your doctor. 
 
Commencement of Maternity Leave 
 
Ordinary maternity leave commences on the date you notify the Company of your 
intended start date, being any time after the start of the 11th week before the week in 
which the birth of your child is due, or if earlier, the first day after the beginning of the 
fourth week before the expected week of childbirth on which you are absent from work 
wholly or partly because of pregnancy. 
 
You can bring forward the start of your maternity leave provided you give the Company 
at least 28 days notice in writing of the new start date. Likewise, you can delay the start 
of your maternity leave provided you give the Company at least 28 days notice in writing 
before the original proposed start date. 
 
Continuation of your Contract of Employment 
 
During your maternity leave, your contract of employment continues and you are entitled 
to the benefit of the terms and conditions which would have applied had you not been 
absent due to being pregnant or having given birth. This does not apply wages or salary. 
You are also bound by your obligations under your contract of employment subject to 
your right to take maternity leave. 
 
Keeping in Touch Days 
 
During your maternity leave, and subject to agreement, you may attend work for up to 10 
days as ‘keeping in touch days’. You do not have a right to be paid for these days and 
whether the Company pays you for any or all is a matter for the Company at its absolute 
discretion. Furthermore, payment to another employee will not imply payment to you. 
 
The Company cannot insist you attend work as keeping in touch days, nor will you be 
subject to any detriment if you do not wish to attend them. 
 
Any keeping in touch days worked do not extend your maternity leave. 
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Redundancy during Maternity Leave 
 
If during your ordinary or additional maternity leave it is not practicable for the Company 
to employ you under your existing contract of employment due to redundancy then you 
are entitled to be offered an alternative job at the end of your existing contract, if there is 
a suitable vacancy. This alternative job will be offered on terms no less favourable than 
your existing terms and conditions but may be with a successor or associated employer. 
 
Pay during Maternity Leave 
 
You are not entitled to receive your wages or salary but you are entitled to Statutory 
Maternity Pay (“SMP”). In order to qualify for SMP you must satisfy the following criteria: 
 

 You must have completed 26 weeks continuous employment by the end 
of the fifteenth week before your expected week of childbirth. 

 

 You must still be pregnant or have had your baby by the beginning of the 
eleventh week before the expected week of childbirth. 

 

 Your earnings must be more than a lower earnings limit for National 
Insurance payment purposes. 

 

 You must have started a period of maternity leave. 
 

 You must have given the Company notification of your pregnancy. 
 
SMP is payable for a maximum period of 39 weeks and is subject to deductions for tax, 
National Insurance and any other deductions which the Company can lawfully make. 
 
For the first 6 weeks of maternity leave, the rate of SMP is 90% of your average weekly 
earnings. For the remainder of the SMP qualifying period, the rate is the statutory rate or 
90% of your average weekly earnings whichever is the lesser. 
 
If you do not qualify for SMP, you may claim state Maternity Allowance directly from the 
DSS (Jobcentre Plus). 
 
Notification of Return to Work 
 
If you wish to return to work before the end of your maternity leave (both ordinary and 
additional) you must give the Company 8 weeks’ notice of your return to work date. If you 
do not do so, the Company can postpone your return so that 8 weeks’ notice has been 
given, provided that the postponed date of return is no later than the date that your 
maternity leave would otherwise have ended. 
 
Return to Work at the End of Maternity Leave 
 
Ordinary: You are entitled to return to the job you did before your period of leave on 

no less favourable terms than before with your seniority and pension 
rights preserved as if you had not been absent 

 
Additional: You are entitled to return to the job you did before your period of leave or 

if it is not reasonably practicable for us to let you return to that job, to 
another job which is both suitable and appropriate for you and on no less 
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favourable terms than before with your seniority and pension rights 
preserved as if you had not been absent 

 
Health and Safety 
 
If you are pregnant and employed in a position which has been identified as posing a risk 
to your health or to that of your unborn child, you will be notified immediately and 
arrangements will be made to eliminate the risk.   
 
For this reason, you are required to notify the Company as soon as you are aware that 
you may be pregnant and arrangements will then be made to alter your working 
conditions. If that is not possible, and such a job is available, you will be offered suitable 
alternative job. 
 
If there is no suitable alternative job, the Company has the right to suspend you on full 
pay until you are no longer at risk.  The alternative arrangements may continue after the 
birth of the child if you return to work and are still considered to be at risk. 
 
If you have any concerns about your own health or safety, at any time, then you must 
raise these immediately with your line manager. 
 
Should it be necessary for you to be suspended from work then assuming that you 
qualify for the statutory rights mentioned above, and comply with the notification 
obligations, your period of maternity leave will normally start at the beginning of the sixth 
week before the expected week of childbirth.  Assuming you are eligible, then at that 
stage, payments of SMP as opposed to normal salary will start. 
 
______________________________________________________________________ 
 
 

PARENTAL LEAVE 
 
 
In order to qualify for parental leave you must have worked for the Company for at least 
one year.  It allows parents with young to take up to 13 weeks leave to care for each 
child. The amount of leave is increased to 18 weeks for a disabled child. A disabled child 
is a child for whom disability living allowance is awarded. 
 
The right applies to mothers and fathers and to a person who has obtained formal 
parental responsibility for a child under the Children Act or its Scottish equivalent. 
Parents are able to start taking parental leave when the child is born or placed for 
adoption or as soon as they have completed one year’s service, whichever is later.  
 
The Company will require evidence that you are the parent of the child for whom leave is 
requested. This would be the birth certificate or copies of the adoption papers and for a 
disabled child, a copy of the letter confirming entitlement to disability living allowance. 
 
The key elements of parental leave are; 
 

 13 weeks’ parental leave for each child; 
 

 18 weeks leave for a disabled child, 
 

 the right to take the leave which lasts until the child’s fifth birthday or until 
five years have elapsed following placement for adoption, 
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 if you are a parent of a disabled child, you will be able to use your leave up 
until the child’s 18th birthday,  

 

 you will remain employed while on parental leave but you do not have the 
right to be paid during parental leave,  

 

 at the end of parental leave you are guaranteed the right to return to the 
same job as before, or, if that is not practicable, a similar job which has the 
same or better status, terms and conditions as the old job: where the leave 
taken is for a period of 4 weeks or less, you will be entitled to go back to 
the same job.  

 
You can take parental leave; 
 

 in blocks or multiples of one week,  
 

 after giving 21 days notice to the Company,  
 

 up to a maximum of four weeks leave in any one year,  
 

 subject to postponement by the Company for up to 6 months where 
business cannot cope, but leave cannot be postponed when you give 
notice to take it immediately after the time the child is born or is placed 
with the family for adoption.  

 
If you are the parent of a disabled child, you have the flexibility to take leave a day at a 
time or longer if you wish.  
 
Parental leave is in relation to each child. If, for example, you were the parent of twins, 
you would be entitled to 13 weeks leave for each twin. 
 
Parental leave is specific to the child and not employment. This means that if you change 
jobs, you are still only entitled to 13 weeks in total for each child. The Company will 
therefore make enquiries of your previous employer to find out how much leave, if any, 
you have already taken. 
 
______________________________________________________________________ 
 
 

PATERNITY LEAVE 
 
 
In order to qualify for paternity leave you must satisfy the following conditions;  
 

 have worked continuously for the Company for 26 weeks as at the 15th 
week before the baby is due, 

 

 be the biological father of the child or the mother’s husband or partner, 
 

 where the child is adopted, be married to, or the partner of, the child’s 
adopter 
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 have or expect to have responsibility (of if not the child’s father, main 
responsibility apart from the mother) for the child’s upbringing. 

 
You are entitled to take either one week or two consecutive weeks’ paternity leave, but 
not odd days. You can decide whether to have just one week or a fortnight but you 
cannot take a week at one time and another week later. Only one period of leave will be 
available, irrespective of whether more than one child is born as the result of the same 
pregnancy.  
 
You can choose to start the leave after the date of the child’s birth (whether this is earlier 
or later than expected), or from a chosen date. Leave can start on any day of the week 
on or following the child’s birth but must be completed within 56 days of the actual date 
of birth of the child, or if the child is born early, within the period from the actual date of 
birth up to 56 days after the expected week of birth.  
 
Notice of Intention to take Paternity Leave 
 
You must tell the Company of your intention to take paternity leave by the fifteenth week 
before the baby is expected, unless this is not reasonably practicable.  You must tell the 
Company, in any event, as soon as it is reasonably practicable. 
 
You are required to confirm;  
 

 the week the baby is due,  
 

 whether you wish to take one or two weeks’ leave, and 
 

 when you want the leave to start. 
 
You can change your mind about the date on which you want the leave to start providing 
you tell the Company at least 28 days in advance (unless this is not reasonably 
practicable). You must also confirm least 28 days in advance, the date you expect any 
payments of SPP to start, unless this is not reasonably practicable.  
 
Where the child is adopted, notice is required of the date that the adopter was notified of 
being matched with the child and the date that the child is expected to be placed with the 
adopter as opposed to the expected date of the child’s birth. 
 
Self Certification 
 
You must supply a completed SC3 or SC4 self-certificate as evidence of your entitlement 
to SPP and paternity leave. The self certificate must include a declaration that you meet 
the eligibility conditions and provide the information specified above as part of the notice 
requirements. The SC3 self-certificate applies where you are the child’s father; if the 
child is adopted then you should use an SC4 self-certificate. 
 
Return to Work after Paternity Leave 
 
You are entitled to the benefit of your normal terms and conditions of employment, 
except for terms relating to contractual wages or salary, throughout your leave. You are 
entitled to return to the same job following paternity leave.  
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Statutory Paternity Pay  
 
You will be entitled to Statutory Paternity Pay (SPP). This will be paid for either one or 
two consecutive weeks as you have chosen. The rate of SPP will be the same as the 
standard rate of Statutory Maternity Pay. You will not qualify for SPP if you have average 
weekly earnings below the lower earnings limit for National Insurance purposes. 
 
______________________________________________________________________ 
 
 

PAY 
 
 
Your contract of employment includes details of your rate of pay, the payment interval 
and any other remuneration details. Any subsequent amendments will be notified to the 
accounts department and will thereupon be incorporated into the contract or terms and 
conditions of employment. 
 
The Company reserves the right to make payments by the most expedient, secure and 
economic method available. 
 
The Company is required by law to make certain statutory deductions from your pay. At 
each pay interval you will be given an itemised pay statement, showing all calculations 
and deductions. 
 
Pay statements will either be provided to you in person or posted to your home address. 
It is therefore important that you notify the Company of any change of address. 
 
At the end of each tax year, you will be provided with a P60 showing your total pay for 
the year and the amount of tax an NI deducted. You may also be given a P11D, showing 
non-salary benefits, if appropriate. 
 
Any overpayment of pay will normally be deducted from the next payment. If this would 
cause hardship, arrangements may be made to repay the overpayment over a longer 
period. 
 
If you have any query concerning pay, you should raise it with your Line Manager. 

 
______________________________________________________________________ 

 
 

PERSONAL ATTIRE 
 
 
The Company would want all employees to portray a professional business image to its 
clients and customers at all times. You are reminded that whilst at work or otherwise on 
Company business, you represent the Company to the outside world and are therefore 
expected to dress in a manner that is suitable and appropriate to our business. 
 
Uniforms 
 
If your job requires you to wear a uniform, the Company will provide you with the 
necessary items of clothing. You will be expected to wear the uniform at all times when 
on Company business and it is your responsibility to ensure that your uniform is kept 
clean and presentable. 
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You will be required to reimburse the Company for the cost of the uniform if you 
terminate your employment for whatever reason, or you are dismissed under the 
Company’s disciplinary procedure, with 6 months of receiving the uniform. 
 
Non-Uniforms 
 
If your job does not require you to wear a uniform then you must adhere to the minimum 
following standards of dress and appearance. 
 

 Items of clothing must be clean and smart. 
 

 Hair should be kept clean and groomed. 
 

 Jewellery should be kept to a minimum and you should not wear more 
than one set of earrings. Any earrings worn should be small and 
unobtrusive. 
 

 Nose rings, eyebrow rings and other facial piercings are prohibited. 
 

 Tattoos should be kept covered and should not be visible. 
 
The following items are not acceptable; 
 

 Jeans, leggings, combat trousers, 
 

 Sports clothing such as tracksuits, football shirts and trainers. 
 
Cultural Specific Clothing 
 
The Company accepts that members of certain ethnic or religious groups are subject to 
strict religious or cultural requirements in terms of their clothing and appearance. Subject 
to necessary health and safety requirements, the Company will not insist on dress rules 
that run counter to the cultural norms of such employees. If you are uncertain as to 
whether a particular item of clothing is acceptable or not then you should speak to your 
line manager, in the first instance. 
 
The Company considers any failure to comply with this dress and appearance code to be 
extremely serious and may deal with such failures through the disciplinary procedure. 
Furthermore, you may be required to go home to change your clothing. If this happens, 
you will not be paid for the period of your absence from work. 
 
______________________________________________________________________ 
 
 

PERSONAL RECORDS and DATA PROTECTION 
 
 
The Company maintains a record of appropriate details in respect of your employment. 
These would such matters as your home address, next of kin and bank details. Such 
personal details are essential to ensure that the Company can properly manage its 
business. 
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Personal records will be kept confidential. Access to such records will be determined on 
a need to know basis and the Company will comply with its obligations under the data 
protection legislation. 
 
You must inform your Line Manager of any change in personal details as out of date 
information could have serious ramifications. For example, if you became sick at work or 
had an accident and we did not have up-to-date records, we would not be able to contact 
anyone on your behalf. 
 
Data Protection 
 
Anyone who obtains personal information (data) about other individuals is a ‘data 
controller’ and is regulated by the Data Protection Act 1998. The Act controls what can 
lawfully be done with the information and gives individuals certain rights in relation to 
data about them. 
 
The Company is necessarily a data controller in relation to the information we obtain 
about you as part of providing you with employment. Such information will include your; 
 

 name, address and date of birth, 
 

 next of kin, 
 

 sickness record, 
 

 disciplinary record, 
 

 CV and qualifications, 
 

 references, 
 

 rate of pay and bank details, 
 

 appraisals and performance record, 
 

 any criminal convictions. 
 
Some data is classified as "sensitive personal data" and would include information about; 
 

 race or ethnic origin, 
 

 political opinions,  
 

 religious beliefs or other beliefs of a similar nature,  
 

 membership of a trade union,  
 

 physical or mental health,  
 

 the commission or alleged commission of offences, or  
 

 proceedings for any offence committed or alleged to have been 
committed, the disposal of such proceedings or the sentence of any court 
in such proceedings. 
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You are required to consent to the Company processing data and such consent is given 
in your contract of employment.  
 
The Company’s Obligations 
 
Processing data would include obtaining, use, storing and distribution, and is governed 
by the following principles. 
 

Data must be; 
 

 fairly and lawfully processed, 
 

 processed for limited purposes, 
 

 accurate, adequate, relevant and not excessive, 
 

 not kept longer than necessary, 
 

 processed in accordance with the your rights, 
 

 kept securely, 
 

 not transferred to countries without adequate protection. 
 
The Company is committed to following these principles and will only obtain and process 
data about you so far as is necessary for the purposes of managing the business.  
 
Data will be kept in a secure system, either manual or computerised or a mixture of both. 
It will not be disclosed to anyone else other than the Company’s authorised employees, 
agents, contractors or advisors (except as required by law) unless you expressly 
authorise its disclosure. 
 
The Company will take all reasonable steps to ensure that the data processed is 
accurate. Data will be retained as necessary during the course of your employment and 
records will be retained for up to six years after your employment has ended. Data will 
only be retained for more than six years if it is material to legal proceedings or should 
otherwise be retained in the Company’s interests. 
 
The Data Protection Act prohibits the transfer of data outside the European Economic 
area to countries that do not have similar date protection in place except in certain 
circumstances or with your consent. Your contract of employment gives your consent to 
such transfers should they be necessary. The reason for this is that with the use of the 
Internet and email, data can be transferred to a computer or server in a non-European 
Economic area country in the course of a transfer between parties within the European 
Economic area. Also, the Company may have offices or subsidiary companies or agents 
or contractors in such countries and transfers of data could be necessary as part of our 
business or the performance of your employment contract. 
 
Your Rights under the Act 
 
The Data Protection Act gives you the following rights as a data subject. 
 
1. Access to data 
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You have the right to be told whether personal data on you is being processed by 
requesting access to data. The Company can require that any request for access 
must be made in writing. The Company may also require payment of a fee not 
exceeding the statutory maximum. You must provide the Company with any 
information reasonably requested to enable the Company to be satisfied as to 
your identity and in order to locate the information.  

 
You are entitled to a description of the data and its recipients, and to have a copy 
of the data within 40 days of the request. The copy should be intelligible and in a 
permanent form unless to provide it in this form is impossible or would involve 
disproportionate effort or you agree to accept a non-permanent copy. 

 
If the Company has previously complied with a request from you then no duty to 
comply with the current request arises until a “reasonable interval” has elapsed 
between the two. What will constitute a “reasonable interval” will depend on the 
nature of the data, why it is processed and the frequency with which it alters. 
 
Where disclosure of data would mean information relating to a third party would 
be disclosed, the Company may refuse to disclose the data unless the third party 
consents or it is reasonable to disclose the information without such consent. 
Confidential references given by the Company are excluded from disclosure (but 
not necessarily references given to the Company).  

 
You also have the right to be told about the logic used to make automated 
decisions using the data. For example, some employers will scan CV’s for certain 
information in order to select candidates for further consideration and this right 
would entitle the candidate to know what the criteria used was, unless this would 
necessitate divulgence of a trade secret. 

 
2. Rectification of data 
 

You can apply to a court for an order that the Company rectify, block, erase or 
destroy inaccurate data and where the court considers it reasonably practicable 
to do so, inform third parties to whom the data has been disclosed of the fact. 

 
3. Compensation 
 

Should you suffer damage as a result of the Company’s failure to comply with the 
Act then you may be entitled to compensation. You may also be entitled to 
compensation for any distress suffered. It would be a defence in any claim for 
compensation that the Company used such care as was reasonably required in 
all the circumstances to comply with the Act. 

 
Information to be given to You 

 
The Act provides that data will not be fairly processed unless the Company ensures that 
as far as reasonably practicable you have or have ready access to; 
 

 the identity of the data controller, 
 

 any representative of the data controller, 
 

 the purpose(s) for which the data is intended to be processed, 
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 any other information necessary to enable the processing to be fair. 
 
Any employee whose employer has not notified the Office of the Information Controller 
that he is a data controller and had these details entered in the public register is entitled 
to be given (within 21 days of making a written request) “relevant particulars”. These 
particulars are; 
 

 the data controller’s name and address, 
 

 the name and address of any representative of the data controller, 
 

 a description of the personal data being or to be processed and the 
category of data subjects to which they relate, 
 

 a description of the intended purpose of the processing, 
 

 a description of the intended recipients of the data, 
 

 a list of the countries outside the European Economic area that will or may 
be in receipt of the data from the data controller. 

 
Direct Marketing 
 
You have the right to require in writing that the Company, within a reasonable time, 
cease or not begin processing data of which you are the subject, for the purpose of direct 
marketing. Failure to comply by the Company can lead to a court order to that effect. 
 
Right to Stop Data Processing 
 
You have the right to require that the Company cease or not begin data processing 
where the processing is causing or likely to cause unwarranted and substantial damage 
or unwarranted and substantial distress to you or another person. You must give notice 
in writing, specifying why the data processing is or will be the cause of distress or 
damage and the purpose and manner of processing to which objection is made. The 
Company then has 21 days to respond with a written notice stating either that we have 
complied, or intend to comply, with the request or that the notice is regarded as 
unjustified, and the extent to which the Company has or intends to comply with it.  
 
You can make an application to the court if the Company will not comply with your 
request. However, where you have consented to the data processing, or it is necessary 
for the performance of a contract to which you are a party, or the Company has a legal 
obligation which requires it to carry out the data processing, you have no right to stop the 
data processing. 
 
Access to Data 
 
A request for access to personal data that relates to you should be made by using the 
Company’s Data Access Request form. While you remain employed by the Company, no 
fee is payable but after you have ceased to be employed, a fee at the amount permitted 
by law must be paid before access can be granted. 
 
The completed form must be returned to the data protection compliance officer with the 
fee, if applicable. The Company will provide copies of all disclosable data within 40 days 
of receipt of your request. 
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If a period of less than one year has elapsed since any previous request for access to 
data was complied with, the Company will not comply with any further request until a 
year has elapsed, unless there are exceptional circumstances. 
 
The Company will take all reasonable steps to ensure that data is as accurate as 
possible. Any inaccuracy in disclosed data should be brought to our attention in writing.  
 
Any reference supplied in confidence and on the terms that it is confidential will not be 
disclosed without the consent of the person who gave the reference. 
 
______________________________________________________________________ 
 
 

PERSONAL RELATIONSHIPS AT WORK 
 
 
The Company recognises that employees who work together may form personal 
friendships and, in some cases, close personal relationships. The Company does not 
wish to interfere with such friendships and relationships but it must ensure that 
employees continue to behave in an appropriate, professional and responsible manner 
while at work. The following is therefore aimed at striking a balance between your right to 
a private life and the Company’s right to protect its business interests.  
 
You must not allow your relationship to influence your conduct at work. Intimate 
behaviour during normal working hours or on Company premises is prohibited. This 
includes holding hands, other close physical contact, discussions of a sexual nature or 
kissing.  
 
If you embark on a relationship with another employee, you should declare this to your 
line manager as soon as reasonably practicable. It is the Company’s intention to avoid 
allegations of more favourable treatment and to avoid any difficulties if the relationship 
subsequently breaks down.  
 
In order to avoid a situation where you have managerial authority over a junior member 
of staff with whom you are having a relationship, the Company reserves the right to 
transfer one or both of you to a job. The Company will first consult with both of you to try 
and reach an amicable agreement but the Company’s decision will be final. 
 
If you begin a relationship with a client, customer, supplier or contractor and your 
relationship allows the potential for you to abuse your level of authority, you must declare 
the relationship as soon as reasonably practicable. The Company again reserves the 
right to transfer you to a job. The Company will consult with you to try and reach an 
amicable agreement on transfer but the Company’s decision will be final.  
 
If a personal relationship, or the breakdown of such a relationship, starts to affect your 
performance or conduct at work, your line manager will raise this with you and discus the 
ways in which your previous level of performance or conduct can be restored. If your 
performance of conduct fails to improve, or it reverts to a problem level, the matter will 
become a disciplinary matter.  
 
If you are having or have had a personal relationship and you are found to have afforded 
either more or less favourable treatment to the other employee because of that 
relationship, or you have exercised undue influence over a client, customer, supplier or 
contractor, this will be considered to be gross misconduct.  
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______________________________________________________________________ 
 
 

PREVENTING ILLEGAL WORKING 
 
 
Every employer is under a duty to prevent illegal working in the United Kingdom. If any 
employer is found to have employed illegal workers, they are liable to pay a fine of up to 
£10,000 per illegal worker. Furthermore, the employer could be at risk of prosecution for 
the offence of knowingly employing an illegal worker, conviction for which carries an 
unlimited fine and/or a prison sentence of up to 2 years. 
 
If an employer has carried out the necessary checks and establishes that the prospective 
employee is not permitted to work in the UK, they should refuse to employ that person. It 
is the prospective employee’s responsibility to provide the evidence that he or she is 
permitted to do the work that they are applying for. 
 
Avoiding Prosecution 
 
To comply with the legal requirements, the Company must satisfy itself that prospective 
employees are entitled to work in the UK. If not, the Company is at risk of prosecution for 
employing an illegal worker. To avoid prosecution, the law allows an employer to 
establish an ‘excuse’, or defence, against liability. In order to establish the excuse, the 
Company must have sight and retain copies of certain original documents before a 
person starts working. 
 
The law identifies two sets of documents which provide an employer with the excuse 
against liability. These are known as the ‘List A’ and ‘List B’ documents. List A 
documents would entitle the holder to work in the UK indefinitely; List B documents only 
for up to twelve months. 
 
Establishing an Excuse 
 
Employers are required to check that every prospective employee is entitled to work in 
the UK. These checks should be applied to all job applicants, irrespective of the country 
they claim to be from. The checks must be carried out before employment starts. 
 

Step One 
 

 Employee must produce a document or combination documents from 
either List A or List B. 

 
Step Two 

 

 Check the validity of the documents provided. 
 

 Be satisfied that the prospective employee is the person named in the 
documents. 
 

 Check that any photographs contained in the documents are consistent 
with the appearance of the holder of the documents. 
 

 Check the dates of birth listed to ensure that these are consistent across 
all documents. 
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 Be satisfied that the date of birth stated on any document corresponds 
with the apparent age of the prospective employee. 
 

 Check that the expiry dates of any limited leave to enter or remain in the 
UK have not passed. 
 

 Check any UK government endorsements (stamps, visas etc.) to see if the 
prospective employee is able to do the type of work on offer. 
 

 Be satisfied that the documents are genuine and have not been tampered 
with. 
 

 Be satisfied that the documents belong to the prospective employee. 
 

 f the prospective employee produces two documents which have different 
names, get further documents to explain the reason for this.  These could 
be a marriage certificate, a divorce degree, a deed poll or a statutory 
declaration. 

 
Step Three 
 

 Take copies of the relevant page or pages of the document provided. 
 

 Copies should be in a format which cannot be subsequently altered, for 
example a photocopy or scan. 
 

 In the case of a passport or other travel document, the following parts 
must be copied or scanned:- 
o the front cover, 
o any page containing the holder’s personal details, 
o any page that provides details of nationality, the photograph, date 

of birth, signature, date of expiry or biometric details, 
o any page containing UK government endorsements, noting the 

date of expiry 
o any relevant UK immigration endorsement which allows the 

prospective employee to do the type of work the employer is 
offering. 

 

 Documents other than passports or other travel document should be 
copied in their entirety. 
 

 Copy documents should be kept securely for the duration of the 
individual’s employment and for a further two years after their employment 
has ceased. 

 
Employers who acquire staff as a result of the Transfer of Undertakings (Protection of 
Employment) Regulations have 28 days in which to undertake the appropriate document 
checks. The 28 day period starts on the day after the date of transfer. 
 
Repeat Checks 
 
For those employees who are only able to provide documents from List B, the Company 
only has an excuse against liability for a period of twelve months.  The Company will 
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therefore carry out follow-up checks at least once every twelve months.  A record of the 
date on which the check was made will be kept. 
 
If an existing employee who is subject to repeat checks refuses to produce documents to 
establish their ongoing entitlement to work in the United Kingdom then this may provide 
the employer with a valid and fair reason for dismissing that employee.  However, the 
employer would still be required to follow a fair dismissal procedure. 
 
List A Documents 
 
Single Documents 
 
1. A British passport or a United Kingdom and colonies passport showing the right of 

abode in the UK. 
 
2. A passport or national identity card of the European Economic Area (EEA) 

country or Switzerland. 
 
3. A resident’s permit, registration certificate or document certifying or indicating 

permanent residence issued by the Home Office, Border and Immigration Agency 
or UK Border Agency to a national of an EEA country or Switzerland. 

 
4. A permanent resident’s card issued by the Home Office, Border and Immigration 

Agency or UK Border Agency to a family member of a national of a EEA country 
or Switzerland. 

 
5. A biometric immigration document issued by the UK Border Agency which 

indicates the person named in it is allowed to stay indefinitely in the UK or has no 
time limit on their stay in the UK. 

 
6. A passport or other travel document endorsed to show that the holder is exempt 

from immigration control, is allowed to stay indefinitely in the UK, has the right of 
abode in the UK or has no time limit on their stay in the UK. 
 

Combination Documents 
 
7. An immigration status document issued by the Home Office, Border and 

Immigration Agency or UK Border Agency with an endorsement indicating that 
the person named in it is allowed to stay indefinitely in the UK or has no time limit 
on their stay in the UK, together with an official document issued by a 
government agency or a previous employer giving the person’s permanent 
national insurance number and their name. 

 
8. A full birth certificate issued in the UK which includes the name(s) of at least one 

of the holder’s parents, together with an official document issued by a 
government agency or a previous employer giving the person’s permanent 
national insurance number and their name. 

 
9. A full adoption certificate issued in the UK which includes the name(s) of at least 

one of the holder’s adoptive parents, together with an official document issued 
by a government agency or a previous employer giving the person’s permanent 
national insurance number and their name. 

 
10. A birth certificate issued in the Channel Islands, the Isle of Man or Ireland, 

together with an official document issued by a government agency or a previous 
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employer giving the person’s permanent national insurance number and their 
name. 

 
11. An adoption certificate issued in the Channel Islands, the Isle of Man or Ireland, 

together with an official document issued by a government agency or a previous 
employer giving the person’s permanent national insurance number and their 
name. 

 
12. A certificate of registration or naturalisation as a British citizen, together with an 

official document issued by a government agency or a previous employer giving 
the person’s permanent national insurance and their name. 

 
13. A letter issued by the Home Office, Border and Immigration Agency or UK Border 

Agency to the holder which indicates that the person named in it is allowed to 
stay indefinitely in the UK, together with an official document issued by a 
government agency or a previous employer giving the person’s permanent 
national insurance number and their name. 

 
List B Documents 
 
Single Documents 
 
1. A passport or travel document endorsed to show that the holder is allowed to stay 

in the UK and is allowed to do the type of work in question, provided that it does 
not require the issue of a work permit. 

 
2. A biometric immigration document issued by the UK Border Agency which 

indicates that the person named in it can stay in the UK and is allowed to do the 
work in question. 
 

3. A resident’s card or document issued by the Home Office, Border and 
Immigration Agency or UK Border Agency to a family member of a national of a 
European Economic Area country or Switzerland. 

 
Combination Documents 
 
4. A work permit or other approval to take employment issued by the Home Office, 

Border and Immigration Agency or UK Border Agency, together with either a 
passport or another travel document endorsed to show the holder is allowed to 
stay in the UK and is allowed to do the work in question, or a letter issued by the 
Home Office, Border and Immigration Agency or UK Border Agency confirming 
the same. 
 

5. A certificate of application issued by the Home Office, Border and Immigration 
Agency or UK Border Agency to or for a family member of a national of a EEA 
country or Switzerland stating that the holder is permitted to take employment, 
which is not less than six months old, together with evidence of verification by 
the UK Border Agency Employer Checking Service. 

 
6. An application registration card issued by the Home Office, Border and 

Immigration Agency or UK Border Agency stating that the holder is permitted to 
take employment, together with evidence of verification by the UK Border 
Agency Employer Checking Service. 
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7. An immigration status document issued by the Home Office, Border and 
Immigration Agency or UK Border Agency to the holder with an endorsement 
indicating that the person named in it can stay in the United Kingdom and is 
allowed to do the type of work in question, together with an official document 
issued by a government agency or a previous employer giving the person’s 
permanent national insurance number and their name. 

 
8. A letter issued by the Home Office, Border and Immigration Agency or UK Border 

Agency which indicates that the person named in it can stay in the United 
Kingdom and is allowed to do the work in question, together with an official 
document issued by a government agency or a previous employer giving the 
person’s permanent national insurance number and their name. 

 
For the purposes of both List A and List B combination documents, an ‘official document’ 
would be a document issued by 
 

 a previous employer, 
 

 HM Revenue and Customs, 
 

 the Department for Work and Pensions, 
 

 Jobcentre Plus, or 
 

 the Employment Service 
 

which contain the National Insurance number and name of the holder. Such documents 
could be a letter on headed paper, a P45, a P60 or a National Insurance number card. 
 
Accession State Workers 
 
On 1 May 2004, ten new countries joined the European Union and became part of the 
EEA.  Nationals from these countries are free to come to the UK to live and work.  
However, the government established a worker registration scheme to monitor the 
participation of workers from eight of these countries. They are 
 

 Czech Republic,  
 

 Estonia, 
 

 Hungary, 
 

 Latvia, 
 

 Lithuania, 
 

 Poland, 
 

 Slovakia, 
 

 Slovenia. 
 
Workers from these countries are referred to as the ‘A8 countries’. 
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An A8 national is required to register with the UK Border Agency unless exempt from 
registration. They will be will be exempt if they  
 

 are self employed, 
 

 have been working legally in the United Kingdom for 12 months without a 
break in employment;  
 

 are providing services in the UK on behalf of an employer who is not 
established in this country;  
 

 have dual citizenship of the UK, another country within the EEA that is not 
listed above, or Switzerland;  
 

 are the family member of a EEA or Swiss citizen (except the countries 
listed above) and that person is working in the UK, or are the family 
member of a Swiss or EEA citizen who is living in the UK as a student, or 
a retired or self-sufficient person.  

 
On 1 January 2007, Bulgaria and Romania joined the European Union and also became 
part of the EEA.  These countries are referred to as ‘A2’ countries. Nationals from these 
countries are free to come to the United Kingdom but are only able to work in the UK if 
they hold a valid accession worker authorisation document or if they are exempt from 
authorisation. 
 
An A2 national would be exempt from authorisation if they 
 

 are coming to the UK under the seasonal agricultural workers scheme and 
hold a valid work card issued by a SAWS operator; or  
 

 were given leave to enter or remain in the United Kingdom before 1 
January 2007 and their passport has been endorsed with a condition 
restricting their employment to a particular employer or category of 
employment. If this leave to enter or remain expires before they qualify to 
be exempt from work authorisation requirements, or they wish to engage 
in employment other than the job for which the leave was granted, they 
will need to obtain an accession worker card.  

 
Employing an A8 or A2 worker 
 
If employing workers from either an A8 or A2 country, an employer should comply with 
the following. 
 
1. For both A8 and A2 workers, establish an excuse. 

 
An excuse will be established if the employer follows the 3 step process set out 
previously 

 
2. For A8 workers, get them to register. 

 
A8 workers may start working with an employer before registering but must apply 
to register with the UK Border Agency within one month of starting employment.  
The employer must provide the employee with evidence of employment in the 
form of an employment contract or confirmation letter.  The employer should take 
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a copy of the employee’s application for registration before they send it to the UK 
Border Agency and keep this copy until they receive notification that the 
employee has been registered.  The UK Border Agency will send the employer a 
copy of the registration certificate confirming registration. 
 
An employer who employs a non-exempt unregistered A8 worker for more than 
one month without retaining a copy of the application form or registration 
certificate will be liable to prosecution.  The maximum penalty is a fine of £5000. 
 
An employer who continues to employ an A8 worker who has been refused 
registration also commits an offence. 

 
3. For A2 workers, obtain proof of authorisation. 

 
An A2 worker is required to obtain authorisation or exemption from authorisation 
from the UK Border Agency before they start working in the UK. Employers 
should not employ an A2 worker without first obtaining evidence of authorisation 
or exemption.  This will be in the form of a card or a certificate and will set out any 
conditions on employment. 
 
An employer who employs a non exempt A2 worker without authorisation will be 
liable to prosecution. The maximum penalty is a fine of £5,000. 
 

4. For both A8 and A2 workers who claim to be exempt, obtain evidence of 
exemption. 
 
Evidence of exemption can be provided to the worker by the UK Border Agency. 
It can take the form of a registration certificate confirming their right to live and 
work in the UK or their exempt status. Family members of an EEA citizen can 
obtain a residence card to confirm the same. 
 
Exempt workers are not obliged to obtain a registration certificate but there are 
penalties for an employer who employs a non-exempt worker. It is therefore in the 
employer’s best interests to only employ workers who claim to be exempt if they 
provide evidence of their exemption. 
 

______________________________________________________________________ 
 
 

PROBATIONARY PERIOD 
 
 
Employment with the Company is subject to a probation period of 6 months. Those 
employees joining the Company as a result of a transfer of undertaking will not be 
subject to a probationary period. 
 
During your probationary period, you will be required to demonstrate your suitability for 
employment and your progress will be monitored on a regular basis. Your line manager 
will meet with you at the end of the first, third and fifth months to discuss your progress. 
 
The probation period can be extended at the Company’s discretion. This is without 
prejudice to the Company’s right to terminate your employment before the expiry of the 
probationary period. 
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At the end of your probationary period, the Company will confirm your employment or 
otherwise. The notice period during the probationary period will be 1 week and the 
Company’s disciplinary procedure will not apply. 
 
______________________________________________________________________ 
 
 

RECRUITMENT 
 
 
It is the Company’s policy that all vacancies will be advertised internally as well as 
externally. Existing employees are encouraged to apply for vacant posts if they feel they 
have the requisite skills, qualifications and experience.  
 
The recruitment process will be conducted in such a way as to result in the selection of 
the most suitable person for the job in terms of relevant experience, abilities and 
qualifications. The Company’s equal opportunities policy will be followed at all stages of 
the recruitment and selection process. Advertisements, whether internal or external, will 
invite applications from all suitably qualified and experienced people.  
 
The selection process will be carried out consistently for all jobs at all levels. All 
applications will be processed in the same way. The staff responsible for short-listing, 
interviewing and selecting candidates will be clearly informed of the selection criteria and 
of the need for their consistent application. Person specifications and job descriptions will 
be limited to those requirements that are necessary for the effective performance of the 
job.  
 
Wherever possible, all applicants will be interviewed by at least two interviewers. All 
questions asked of applicants will relate to the requirements of the job and will be in no 
way discriminatory or personally intrusive. The selection of new staff will be based on the 
job requirements and the individual’s suitability for the job in question. If it becomes 
necessary to assess whether personal circumstances will affect the performance of the 
job (for example, if the job involves unsociable hours or extensive travel), this will be 
discussed objectively, without detailed questions based on stereotypical assumptions.  
 
The Company will seek at least two written references in relation to external applications, 
one of which must be from the last or most recent employer. If this is the perspective 
employee’s first job, their school or higher or further education lecturer will be asked to 
provide a reference in place of the previous employer. 
 
All applicants will also be asked to provide documented proof of qualifications and 
eligibility to work in the United Kingdom. Any offer of employment will be conditional upon 
satisfactory references and documentation.  
 
With internal applicants, a reference will be sought from your line manager. The 
Company reserves the right for the interview panel to access and view your personnel 
file as part of the selection process.    
 
______________________________________________________________________ 
 
 

REDUNDANCY 
 
 
What is Redundancy? 
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A redundancy situation arises when one of the following occurs or is likely to occur; 
 

 the Company closes down altogether, 
 

 the place at which you work closes down, 
 

 a specific job is no longer needed, 
 

 the Company needs to employ fewer people.  
 
Dismissal by reason of Redundancy. 
 
A decision to dismiss someone for redundancy is not one that will ever be taken lightly. It 
can arise due to circumstances such as; 
 

 relocation of the business, 
 

 change in trading conditions,  
 

 advances in technology, or 
 

 changes in business needs. 
 
When it becomes apparent that redundancies are a possibility, the Company will look at 
how to avoid this by considering all reasonable alternatives. These may include 
retraining employees who would otherwise be redundant as well as finding new work for 
them in their existing roles. 
 
If redundancy is unavoidable, staff for redundancy will be objectively selected from an ‘at 
risk’ pool. You will be warned as soon as possible if you are being considered for 
redundancy and there will be a period of consultation. 
 
If a decision is made to dismiss you because of redundancy, the Company will inform 
you and give you formal notice of the date that you will be leaving. During that period, 
you will be given time off work to look for a new job and attend interviews.  
 
The Company will endeavour to follow the following procedure when redundancies 
become unavoidable.  
 
Redundancy Procedure 
 
Warning 

 
Warning of potential redundancies will be issued to all employees. Warning can be given 
in a letter to every employee, by notice on a notice board, at a staff meeting or by some 
other means, so long as all employees are warned. Warning should include in general 
terms the business reasons for making redundancies. 

 
 

Identification of ‘At Risk’ Employees 
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The Company will to determine which group of staff are at risk of redundancies and how 
many staff from the at risk group are to be made redundant. Staff in the at risk group will 
be notified of the fact. 

 
Consultation 

 
The Company will meet with at risk employees to consult about; 

 

 alternatives to redundancies i.e. cut in hours, cut in pay, stop using 
temporary/agency staff, 

 

 the number of staff to be made redundant; 
 

 the selection criteria to be used to select staff for redundancy, 
 

 any vacant jobs within the company which may be alternative employment 
for any one selected for redundancy. 

 
Consultation can take place over more than one meeting. 

 
The Company will consider any issues raised by employees during the consultation 
process. Where appropriate, any necessary action in response to issues raised will be 
taken i.e. terminating employment of temp/agency staff, amending selection criteria. 

 
The Company will then meet with the at risk employees to confirm; 
 

 whether there are any alternatives to redundancies, and if not, 
 

 the numbers to be selected, and 
 

 the selection criteria to be used. 
 

Selection 
 
The Company will assess al at risk employees using selection criteria. Those employees 
scoring the lowest will then be selected for redundancy. 

 
Dismissal  

 
If selected for redundancy, the Company will write to you to confirm your selection and 
invite you to a meeting to discuss their selection. The letter will confirm that dismissal by 
reason of redundancy is a possible outcome of the meeting and your right to be 
accompanied to the meeting by union official or fellow employee. 

 
You will be considered for suitable alternative employment within the company, should 
any vacancies exist. A vacant job would be deemed suitable if you could do the job or 
could be trained to do it without undue expense. Whether that job is reasonableness 
alternative employment or not would judged from your perspective i.e. it is you to decide 
whether you would take a job with a lower salary or which amounted to a demotion. 

 
The Company will confirm your financial entitlements on redundancy. 
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After the meeting, the Company will write to you to confirm dismissal by way of 
redundancy. Dismissal can be with or without notice. If you are working your notice, you 
will be allowed reasonable paid time off work to look for alternative employment. 
 
The letter will confirm your financial entitlement and right to appeal dismissal. 
 
Appeal 
 
You have the right to appeal against a disciplinary decision. You must put your appeal in 
writing, setting out why you want to appeal and what you disagree with in the original 
decision. It must be sent to the person named in the letter notifying you of the original 
decision within 5 working days of you receiving written confirmation of the disciplinary 
decision. 
 
An appeal hearing will be arranged as soon as is reasonable practicable and you have 
the right to be accompanied by a work colleague or trade union official. The hearing will 
be chaired by someone who was not involved in the disciplinary hearing. If you cannot 
make the hearing then you should notify the Company as soon as is reasonably 
practicable. If the reason for non-attendance is the unavailability of your companion then 
you should provide an alternative date, which should be within 5 working days of the 
original hearing. 
 
If you fail to attend the appeal hearing without first notify the Company that you cannot 
attend, your appeal will be dealt with on the basis of your appeal letter. 
 
The result of the appeal will be confirmed in writing within 5 working days of the appeal 
hearing. The decision at the appeal stage is final. 
 
Statutory Redundancy Pay 
 
Subject to a qualifying period of two years’ continuous employment (and certain other 
exceptions), if you are made redundant you are entitled to a statutory redundancy 
payment, paid free of tax and deductions.  
 
Statutory redundancy pay (SRP) is calculated as follows: 
 
[no. of year’s service] x [week’s pay] x [age factor] = SRP 
 
A week’s pay   is subject to a maximum amount set by the Government. 
  
The age factor is   half, one, or one and a half depending on your age during the year of 
calculation.  
 
For every year when you were 41 or over during the whole of the year, you receive one 
and a half-week’s pay. 
 
For every earlier year when you were 22 or over during the whole of the year, you 
receive one week’s pay. 
 
For every earlier year, you receive half a week’s pay.  
 
______________________________________________________________________ 
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RETIREMENT 
 
 
The Company’s normal retirement age is 65. When you reach this age, your employment 
will come to an end by reason of retirement. 
 
The Company will notify you of your retirement date at least 6 months but not more than 
12 months before your 65th birthday. 
 
You have the right to request not to be retired and the Company has a duty to consider 
your request. Any such request must be made in writing, no less than 3 months but no 
more than 6 months, before your retirement date. Failure to do so will mean you lose 
your right to have your request considered and you will be retired on your retirement 
date. 
 
You must specify as part of your request not to retire whether you would like to continue 
working either indefinitely or for a specified period or until a specified date. 
 
You will be invited to a meeting to discuss your request not to retire. You have the right 
to be accompanied by a work colleague of your choosing. After the meeting, you will be 
notified in writing of the Company’s decision as soon as is reasonably practicable. 
 
You have the right to appeal the Company’s decision. Any appeal must be made in 
writing within 5 working days of receiving the decision. Your appeal letter should be 
addressed to the person sending you the decision letter. 
 
You will be invited to an appeal meeting and have the right to be accompanied by a work 
colleague of your choosing. The Company will notify you of the appeal decision in 
writing, as soon after the meeting as is reasonable practicable. The Company’s decision 
on appeal is final. 
 
______________________________________________________________________ 

 
 

SICKNESS ABSENCE 
 
 
The Company will presume that all sickness is genuine. However, the Company may 
withhold pay for all or part of any absence where that absence is unauthorised. In 
particular, prolonged or persistent absence or absence immediately preceding or 
following a public, statutory or other holiday may be treated as unauthorised unless 
supported by a medical certificate or authorised by your line manager. It may also give 
rise to disciplinary action being taken.   
 
Notification  
 
If you are absent from work due to illness or injury which incapacitates you from doing 
your job, you must notify your line manager or some other nominated person by 
telephone as soon as you fall sick and know that you will be unable to get to work. In any 
event, such notification must be no later than 30 minutes before your normal start time or 
by 11:00am, whichever is the earlier. 
 
You must give sufficient details on the telephone about your illness or injury and an 
indication as to when you expect to return to work.  You are expected to regularly update 
the Company throughout your absence by telephone or post. 
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For absences of up to seven consecutive calendar days, you should phone your line 
manager on a daily basis. If you are unable to phone then you should arrange for 
someone to phone on your behalf. 
 
For absences of more than seven consecutive calendar days, you should phone your 
line manager at least once per week. If you are unable to phone then you should arrange 
for someone to do phone on your behalf. 
 
Evidence of Illness  
 
The Company will accept self-certification or medical-certification as evidence of genuine 
illness or injury, depending on the length of your absence. 
 

 Self Certification 
 

If your absence lasts up to seven calendar days (including Saturday and 
Sunday) you must complete a self-certification form stating the reasons for 
your absence. If the reasons are deemed satisfactory, your absence will 
be authorised for sick pay purposes.  

 

 Medical Certificates 
 

If you are absent for more than seven calendar days including Saturdays 
and Sundays (or as soon as you know you will be away from work more 
than seven calendar days) you must get a medical statement from your 
own doctor. This should be sent to your line manager as soon as you 
receive it from your doctor. 

 
Conduct during Sickness Absence 
 
The Company would not expect anyone absent from work due to sickness or injury to; 
 

 participate in sports, hobbies or social activities inconsistent with the 
alleged illness or injury or which could aggravate it and delay recovery, 

 

 undertake any other work whether paid or unpaid, 
 

 engage in any work around the house in terms of home improvements or 
building and similar activity, or 

 

 engage in any other activity inconsistent with your alleged illness or injury. 
 

It should be noted that the above are examples and should not be taken as exclusive 
reasons for doubting medical certificates. 
 
Holidays during Sickness Absence 
 
Going away on a holiday (whether pre-booked or not) or taking part in other outside 
activities or attending conferences, meetings, sports or leisure activities during sick leave 
may be deemed gross misconduct if it is inconsistent with your illness or injury and you 
may be subject to disciplinary action.  However, the fact that you are on sick leave does 
not affect your right to accrue annual leave under the Working Time Regulations. 
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Medical Examinations 
 
You may be asked to come to work to discuss your absence when you are off sick or we 
may visit you at home. You may also be required to submit to a medical examination 
during or after any absence from work due to sickness or injury.  
 
Should a doctor appointed by the Company require details of your medical history, you 
will be required to give your written consent, giving him permission to contact your doctor 
(either GP or Consultant) for your medical records or for a medical report. Any 
unreasonable refusal to give such consent may be deemed misconduct and dealt with 
under the disciplinary procedure. Your rights under the Access To Medical Records Act 
1988 and Access To Health Records Act 1990 are not affected. 
 
You may be required to submit to a medical examination by an independent consultant at 
the Company’s expense and will be required to give your written consent to a report 
being sent to our doctor who will disclose to us any relevant details regarding your fitness 
to work.  You will give your GP consent to liaise with our doctor regarding your case.  All 
medical information will be kept confidential. 
 
Light Work 
 
The Company has the right to require you to undertake any reasonable duties, having 
due regard to the nature of any illness or injury, including requiring you to attend for work 
and undertake alternative or light duties or work shorter hours. If you are required to work 
shorter hours then your normal pay will be pro-rata to those reduced hours. 
 
Infectious / Contagious Diseases  
 
You must report to your line manager as possible if you come into contact with anyone 
suffering an infection or contagious disease or contract such a disease yourself.  The 
Company may require you to stay at home on sickness absence at the Company’s 
absolute discretion even if you do not feel unwell yourself. You will not be allowed to 
return to work without clearance for your doctor. 
 
Sick Pay 
 
The pay that you receive when off sick will be Statutory Sick Pay (SSP) paid directly to 
you by the Company, subject to you qualifying for payment of SSP, or Incapacity Benefit 
which you must claim direct from your local DSS office if you are not entitled to receive 
SSP. 
 
Loans during Periods of Absence 
 
If you are absent from work through injuries caused by the actionable negligence, 
nuisance or breach of statutory duty of any third party in respect of which damages are 
recoverable then you must inform your line manager immediately. Any payment made for 
all or part of any absence under the sick pay scheme by the Company (other than SSP) 
shall be by way of a loan that must be repaid in full from monies recovered from the third 
party. 
 
If damages are settled on a proportionate basis then the Company will require full details. 
The amount of any repayment required will be determined by the Company but will not 
exceed the actual damages recovered. 
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Return to Work 
 
On return to work, you will be required to complete a back to work questionnaire. You will 
also be required to attend a back to work interview with your line manger. The purpose of 
the meeting will be to ascertain your well-being and consider the absence in relation to 
your overall absence record. Your line manager will determine whether your level or 
pattern of sickness absence should be dealt with under the Company’s capability 
procedure. 
______________________________________________________________________ 
 
 

SMOKING 
 
All Company premises are no smoking premises and smoking is prohibited in all areas of 
the workplace at all times. This also includes Company cars and other Company 
vehicles.  
 
The Company does not provide smoking breaks. If you chose to smoke, you must do so 
outside your working hours. If you smoke during authorised breaks then you must do so 
away from the workplace and not on Company premises. 
 
If you are found to be smoking in the workplace or during your normal working hours 
then you will be subject to disciplinary action. The matter will be considered gross 
misconduct and may render you liable to dismissal without notice.  
 
If a client, customer, contractor, agency worker or supplier does not comply with the 
Company’s no smoking policy, they will be warned that they are committing an offence 
and requested to immediately refrain from smoking. If they refuse, they will be asked to 
leave the Company’s premises or ejected from the premises if they refuse to leave.  
 
Those who do not comply with the no smoking policy are also liable to a fixed penalty 
fine and a possible criminal prosecution. They will also expose the Company to similar 
action. The company will therefore rigorously enforce its no smoking policy.    
 
______________________________________________________________________ 

 
 

STOP AND SEARCH 
 
 
It is an unfortunate fact of life that some employees may occasionally be dishonest or 
may try to bring drugs or alcohol into the workplace. In order to counter these potential 
problems, the Company reserves the right to carry out personal searches of employees 
in the workplace.  
 
Searches will be conducted with having regard to the section in this handbook on equal 
opportunities and dignity at work. They will also be carried out on an entirely random 
basis and may be carried out at any time whilst an employee is at work. 
 
Searches will be confined to requesting you to empty out the contents of your pockets or 
bag and to remove any jacket, coat, shoes or other outer clothing. You will be searched 
by either a Line Manager or a designated security officer who is of the same sex as you 
and the search will take place in private. If you would like to have a fellow employee 
present while being searched then this will be arranged.  
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If the Company still has reason to believe that you may be in possession of illegal 
substances despite a negative search, the Company may request the police attend the 
workplace to deal with the matter on a more formal basis. 
 
The Company will keep a record of all personal searches, including the date, time and 
result of each search and the identities of the employee and searching officer. This 
information will be stored confidentially. It will be reviewed on a regular basis to ensure 
that searches are being carried out fairly and randomly.  
 
If the Company has a reasonable reason to request you undergo a search and you 
refuse to submit to a personal search without reasonable excuse, this will be a 
disciplinary matter and dealt with under the Company’s disciplinary procedure.   
 
______________________________________________________________________ 
 
 

TELEPHONES  
 
 
Company Telephone System 
 
Use of the Company telephone system for personal calls is only permitted in 
emergencies. However, no communications made using the Company’s communication 
systems are private and all sets of communications may be monitored by the Company. 
Permission must be obtained in advance for an international telephone call.  
 
The use of the Company telephone system for contacting premium rate telephone 
services of whatever description is strictly prohibited. If contacting a premium rate 
telephone service is a required on behalf of a client, you should notify your line manager 
of such requirement in advance of making any such contact. 
 
Abuse of the Company telephone system could result in disciplinary action being taken 
against you.  In some circumstances, this could result in your dismissal. 
 
Personal Mobile Phones 
 
Personal mobile phones should not be audible during working hours. The use of 
personal mobile phones for the making and receiving of calls or texts during working 
hours is prohibited. If there is some special reason why you need to be contactable by 
personal mobile phone then you should notify your line manager 
 
______________________________________________________________________ 
 
 

TIMEKEEPING 
 
 
You are expected to report for work punctually and to observe the normal hours of work 
laid down in your Contract of Employment. If you are going to be late for work, you must 
make every effort to contact your line manager by telephone to notify them of this fact 
and of the time you expect to arrive at work. If you are then late for work, you must report 
to your line manager and explain to the reasons for your lateness.  
 
If it becomes necessary for you to leave work before your normal finishing time, or to 
take time off work during normal working hours, prior authorisation must be obtained 
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from your line manager. You must then report to your line manager on re-starting work. 
In respect of family emergencies, please see the section in this handbook on time off for 
dependants for further information.  
 
Your line manager will monitor your timekeeping on an ongoing basis. Persistent 
lateness will be dealt with under the Company’s disciplinary procedure.  
 
You must not leave your place of work, except in the normal course of your job duties 
and during authorised breaks, without the prior authorisation of your line manager. You 
have no contractual or statutory right to be paid for time not worked due to lateness or 
absence and any payment made by the Company in such circumstances are made in its 
absolute discretion.     
 
______________________________________________________________________ 
 
 

TRAINING AND DEVELOPMENT 
 
 
At the commencement of your employment, you will receive training for your specific job 
role. As your employment progresses, your skills maybe extended to encompass new job 
activities within the business. The Company therefore provides a range of training and 
development opportunities to its employees. These include;  
 

 training to enhance your skills in your current job role,  
 

 training leading to a recognised qualification, 
 

 training which is mandatory to entitle you to carry out your job, 
 

 health and safety training, 
 

 equal opportunities training.  
 
Individual training and development needs will be explored with you as part of the 
performance appraisal process. You are expected to attend any training courses that the 
Company determines appropriate or necessary.  
 
The costs of attending training courses may or may not be met by the Company, at its 
absolute discretion.  
 
Some training may be mandatory and even then, the Company will decide at its absolute 
discretion whether to fund the training or not. If you are required to attend training 
courses which you must pay for yourself, the Company may deduct the costs of that 
course from your wages. Furthermore, if you are required to hold a licence, or the 
equivalent thereof, in order to do your job, the Company reserves the right, at its 
absolute discretion, to decide whether to pay for that licence or not. 
 
Where the Company pays for training and you terminate your employment for whatever 
reason or are dismissed by the Company as a result of disciplinary action then you will 
be required to refund the costs of any training as follows; 
 

Termination of employment 
within 12 months  
of completing training 100% of cost 
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Termination of employment 
within 12 months + 1 day  
and 16 months of completing training 75% of cost 
 
Termination of employment 
within 16 months +1 day and  
20 months of completing training 50% of cost 
 
Termination of employment 
within 20 months + 1 day and  
24 months of completing training 25% of cost 

 
Termination of employment 
after 24 months of completing training 0% of cost 

 
The Company reserves the right to deduct any refund from your final wage. Where there 
is an outstanding amount after deduction from wages, you will still be required to pay the 
outstanding amount. 
 
______________________________________________________________________ 
 
 

UNAUTHORISED ABSENCE 
 
 
Any absence from work will only be authorised in the following cases; 
 

 absence due to genuine personal sickness or injury and you have 
complied with the notification rules set out in the Sickness and Injury 
Absence section of this handbook, 
 

 you had written prior permission to be absent from work, 
 

 your absence is due to a genuine reason outside your control and which is 
an acceptable reason to the Company, or 
 

 an emergency. 
 
If you fail to attend for work without prior permission or without notifying the Company 
and you do not have a legitimate reason for your absence then your absence will not be 
authorised and you will be absent without leave. 
 
Any unauthorised absence will be without pay and will be considered gross misconduct 
under the Company’s disciplinary procedure. 
 
The Company will deduct any over payment of wages from the wages paid immediately 
following the unauthorized absence. 
 
______________________________________________________________________ 
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WASTAGE 
 
 
The Company adopts a policy of ‘minimum waste’ so as to ensure an effective and 
efficient business. You are able to promote this policy by taking extra care during your 
normal duties to avoid unnecessary or extravagant use of services, time, or products. For 
example, lights should not be left on at the end of the working day and computers should 
be fully shut down when not in use.  
 
The Company also expects you to take due care of Company property. Any damage to 
such property that is a result of your carelessness, negligence or deliberate vandalism 
will render you liable to pay the full cost of repair or replacement. Furthermore, any loss 
to the Company that is a result of your failure to observe rules, procedures or 
instructions, or as a result of your negligent behaviour or unsatisfactory standards of 
work, will also render you liable to reimburse the Company the full cost of the loss.  
 
Should you refuse to reimburse the Company then any such sums will be deducted from 
your wages. If to deduct the amount in one lump sum would cause unnecessary 
hardship, the Company may seek to recover the amount over a period of time.  
 
______________________________________________________________________ 
 
 

WHISTLEBLOWING 
 
 
Whistleblowing is when a worker discovers something that is wrong and alerts his 
employer or the relevant authorities to that wrong doing. The law protects such people 
from detrimental treatment but to be protected, a whistleblower must fall within stringent 
legal rules and must act in good faith; if they are motivated by malice or personal gain, 
they will not be protected. 
 
Who is Protected? 
 
A worker who makes a qualifying disclosure to one of a specified category of persons is 
protected. 
 
‘Worker’ is defined widely and includes employees, contractors under an employer’s 
control, persons on training schemes and also doctors, dentists and other professionals 
providing National Health Service schemes. 
 
What is Protected? 
 
A ‘qualifying disclosure’ is information which the worker reasonably believes shows 
wrongdoing of one or more of the following kinds; 
 

 a criminal offence was committed or is being committed or is likely to be 
committed, 

 

 a person has failed or is failing or is likely to fail to comply with a legal 
obligation, 

 

 a miscarriage of justice has occurred or is occurring or is likely to occur, 
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 the health and safety of any individual has been endangered or is being 
endangered or is likely to be endangered, 

 

 the environment has been damaged or is being damaged or is likely to be 
damaged, 

 

 that information tending to show any matter falling within any one of the 
above categories has been, is being, or is likely to be deliberately 
concealed. 

 
However if the person making the disclosure commits a criminal offence by making it 
then the disclosure would not be a qualifying disclosure. 
 
For the qualifying disclosure to be a ‘protected disclosure’, it must be made to one of the 
following categories of person: 
 

 the employer  
 

 where the disclosure relates to the conduct of person other than the 
employer, or matters for which another person other than the employer 
has legal responsibility, that other person; 

 

 a legal adviser in the course of getting legal advice; 
 

 a Minister of the Crown (where the worker is employed by someone 
appointed by a Minister of the Crown or a body whose members are so 
appointed); 

 

 to one of the prescribed persons set out in the Public Interest Disclosure 
(Prescribed Persons) Order 1999 (e.g. health and safety problem 
disclosure is to the Health and Safety Executive; Fraud to the Secretary of 
State for Trade and Industry; consumer protection matters to the Local 
Authority Consumer Protection unit; tax matters to the Inland Revenue); 

 

 a person other than those set out above where the worker acts in good 
faith, reasonably believes the information to be substantially true, does not 
make the disclosure for personal gain, and it is in all the circumstances 
reasonable to make the disclosure AND 

 
(i) the worker reasonably believes he will be subjected to a detriment 

if the disclosure is made to his employer or the prescribed person; 
 
(ii) there is no prescribed person and the worker believes that the 

wrongdoing will be concealed or destroyed by the employer; 
 
(iii) the worker has previously disclosed the same information to the 

employer or the prescribed person; 
 

 any other person where the disclosure is one of an “exceptionally serious 
failure” made in good faith, not for personal gain, where it was reasonable 
to make the disclosure. 
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What Protection does the Worker have? 
 
The worker is protected from any detriment or dismissal as a result of making a protected 
disclosure. Dismissal is automatically unfair and there is no limit on compensation for 
such a dismissal. 
 
You as our Employee 
 
The Company fully supports your right to raise any matter which concerns you and would 
actively encourage you to do so. In the first instance, you should discuss the matter with 
your line manger but if they are not able to help then you should raise it with a senior 
member of staff. 
 
If you feel unable to raise the matter yourself then you could always get someone to do 
raise it on your behalf. This could be a union representative, if you are a member of a 
union, or a fellow employee, but you should always bear in mind confidentiality.  
 
The Company would expect you to consider the matter before reporting it. Just because 
you think something is happening does not necessarily mean that it is and the last thing 
the Company would want is distressing and hurtful rumours being circulated. 
 


