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[bookmark: _Toc522195012]Error! No bookmark name given.1.	Introduction


We are extremely proud of our organisation and the team we have assembled to support it.  We have designed our employment policies and procedures to make sure everyone is treated fairly and consistently. We have developed them to make you aware what we expect of you and what we offer in return. As an independent business we are entirely responsible for your employment.

Our objective is to match our needs with your job satisfaction whenever possible. We want to motivate all employees to achieve our aims. We aim to provide the highest standards of quality and service in everything we do. We adopt a number of principles in preparing our employment policies to help us achieve this:-

· Provide pay and benefits that are fair and competitive for the job.

· Reflect a sensitivity to the attitudes and views of all our employees.
[bookmark: _GoBack]
· Promote high standards of occupational health and safety. 

· Fully promote and utilise knowledge, skills and experience to maximise the efficient and timely operation of our activities.

· Whenever possible, address future needs by offering development opportunities and advancement to employees with ability, ambition and integrity.

Each of us has an important part to play. And we are all reliant upon each other to generate a harmonious and efficient working environment.  

This handbook sets out our policies and procedures. These help us pursue our commitment to develop and maximise potential and maintain lasting and mutually beneficial working relationships.

We sincerely hope that you enjoy a long and rewarding career with us.  Please read this handbook carefully and let us know if you have any queries.
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[bookmark: _Toc522195013]2.	Error! No bookmark name given.Starting Employment 


[bookmark: _Toc522195014]Confirmation of Employment

We make an offer of employment with brief details of your job, start date, pay etc following application and interview.  We cannot incorporate everything about your terms and conditions in this offer. We therefore issue a principal statement of terms and conditions of service within two months of starting employment. The principal statement plus the details in this handbook summarise your main terms and conditions of employment. 

[bookmark: _Toc522195015]Misrepresentation

Your employment is subject to the factual accuracy of information you provide at recruitment. Such information may include:-

· Your right to work in the UK.

· Your qualifications. 

· The content of your C.V. or references.

· Your status with the Disclosure and Barring Service or equivalent body.

· Your freedom to enter into an employment contract with us without breaching a prior undertaking to someone else. 

If we discover you supplied false or misleading information to secure your employment, we will investigate this as a disciplinary matter. Potentially this is gross misconduct. Infringement may lead us to end your employment. 

Before you start work, we routinely verify your entitlement to work in the UK. If documentation you provide identifies ‘limited leave to remain in the UK’ we will conduct appropriate checks with you periodically.

If your employment status changes or legal entitlement to work is revoked, you must tell us immediately. We may have no alternative but to end your employment. 

We may verify information you supply to obtain employment at any time by consulting a third party or statutory agency.

[bookmark: _Toc497835926][bookmark: _Toc522195016]Personal Information and Data Protection

Throughout your employment it is necessary for us to obtain, process and retain legitimate personal information about you. We, our representatives or appropriate third parties may need such information.  Normally this is to fulfil contractual provisions such as paying you or recording your sickness absence. We must also use it to fulfil legal obligations such as paying tax or ensuring you receive statutory benefits. 

Less frequently, we may have an additional, legitimate interest in collecting and processing such data. This could be to measure the ethnic diversity of our workforce, absence levels, gender pay gaps etc. We will anonymise such information where possible. No decision that affects you personally is made relying solely on automated processing of such information. Decisions that affect you personally are always made by appropriate managerial input. 

We are accountable for the personal data we collect and:-

· Process it lawfully, fairly and in a transparent manner.

· Collect it only for specified, explicit and legitimate purposes.

· Confirm it is adequate, relevant and limited to what is necessary for the purpose.

· Ensure it is accurate and, where necessary, up to date.

·  Keep it in a format which identifies data subjects for no longer than necessary.

· Process it in a manner that ensures appropriate security.

When you join us we establish a personnel file for you. This contains relevant personal details. Typically, it will contain your application form, letter of engagement and a copy of your written terms of employment. It may also contain induction details, personal contact information and the identity of your next of kin.  We inevitably add relevant information during the course of your employment. This could be training records, details of pay awards, annual appraisals, grievances, disciplinary outcomes etc.

We and/or our representatives retain such personal data and other relevant information on HR systems. Such data may be collected, processed and retained securely in paper form or electronically. We only collect and process the minimum amount of personal information necessary to fulfil each specific purpose. 

Privacy considerations are uppermost in the design and operation of our HR systems. We retain all information confidentially with strictly restricted access and only for as long as necessary. It is securely destroyed or erased when its use has been fulfilled. We appreciate that an inadvertent breach of security may lead to destruction, loss, alteration, unauthorised disclosure or access of personal data. 

In the event of a significant breach to your personal data (e.g. by hacking) we will advise you directly. A significant breach is typified as one that would potentially have detriment to your rights or freedoms. In such circumstances we will advise you of the breach as promptly as possible. We may also have to inform the appropriate supervisory authority. 

You have the right to seek access to personal information we hold about you without charge. You should set out in writing the specific information you want and pass the request to your line manager. We will respond within one month. This period can be extended by up to two months where requests are complex or numerous. We can refuse manifestly unfounded or excessive requests; particularly those which are clearly repetitive. Alternately, we may charge reasonable fees reflecting our administrative costs in facilitating their provision. We may also charge for further copies of the same information, previously supplied.

If you believe information we hold is incorrect or no longer retained for a relevant purpose, please advise us immediately. You may ask us to erase personal data you believe no longer fulfils an appropriate purpose. 

We will advise you if we believe there is still a legitimate interest in maintaining such data. Where we do not propose to take any action regarding your request, we will tell you why. You may then be able to raise your concern with the appropriate supervisory authority. In the UK this is normally the Office of the Information Commissioner. 

Where we rectify incorrect or incomplete information we will also advise any relevant third parties (e.g. HMRC). 

[bookmark: _Toc522195017]Probationary Employment

Your initial period of employment is regarded as a probationary period. Your offer letter or principal statement of terms and conditions will contain the details.  During this period we review with you your on-going performance and suitability. Sometimes it is necessary to extend the probationary period with your knowledge. 

Probationary reviews are a normal facet of day to day management. Ultimately we hope to confirm your position.  It will not be appropriate or necessary to be accompanied by a work colleague or trade union representative at review meetings. Any criticism will be constructive. It is aimed at achieving and sustaining improvement to enable your employment to be confirmed. 

However, if you do not reach the standards we require, your employment may be terminated.  This can be at any time during the probationary period (or extension).  Where this is in prospect we will write to confirm the performance or conduct not meeting our standards.  We will arrange a final review meeting to consider your response.  You may be accompanied by a work colleague or trade union representative at this meeting.

During probation either party may terminate the employment with one week’s notice, unless otherwise set out in your principal statement. 

Error! No bookmark name given.
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[bookmark: _Toc522195019]Conduct at Work

During work times our organisational needs are paramount. You should make sure your efforts and energies are concentrated on achieving work objectives.

We expect you to conduct yourself in a reasonable manner towards any person with whom you come into contact on our behalf.

We expect you to observe reasonable instructions or requests issued by those authorised to act on our behalf. 

[bookmark: _Toc522195020]Conduct Outside Working Hours

We have no wish to intrude upon your activities or interests outside work. However, we expect you not to engage in any activity outside working hours which:-

· Could result in adverse publicity to our organisation.

· May cause us to question your integrity. 

· Prevents you from performing your duties/responsibilities to our satisfaction. 

· Prevents us meeting our legal obligations.

Infringements may lead us to investigate further. Disciplinary action, including dismissal in the most serious circumstances, may follow. 

[bookmark: _Toc522195021]Confidentiality

Your employment with us places you in a position of trust and confidence. During your employment you will inevitably see and use sensitive confidential information and data about people’s relationship with this organisation.  This may relate to other employees, clients, suppliers etc. It is important to recognise that you are dealing with privileged information. 

You must not, except in the proper performance of your job or as required by law, disclose confidential information relating to our organisation. This also applies where we must respect an obligation of confidence to anyone else. This is both a legal and contractual obligation. You must respect it even after you leave our employment. Confidential information/data includes but is not limited to:-

· Sensitive information/data about other employees and those who undertake work or other activity on our behalf.

· Sensitive information/data about or received from customers, clients, suppliers etc.

These provisions apply to information/data acquired through your employment and not publicly available other than by your disclosure.

You must not disclose, publish or misuse such information/data. You must not supply it to any unauthorised person or organisation. This applies irrespective of whether you are doing so for your own purpose or benefit or for any other reason.
You must not remove or transmit any of our or clients’ documents, material or data physically or electronically. You must not send/store information/data onto your own or any external storage device or medium. We must specifically authorise any deviation from this policy in advance. The only exceptions are where you do so in the proper performance of your job or as required by law.

[bookmark: _Toc351714880][bookmark: _Toc522195022]Dress and Appearance 

Your appearance, personal hygiene and what you wear at work are all very important. You must always project an acceptable, professional image which helps achieve our legitimate business aims. What is appropriate may vary according to the particular job.  However, you must always be well groomed and wear neat, clean and tidy clothing appropriate to your role.

We do not try to prescribe exhaustively what is and isn’t acceptable. Our expectations are reasonable and not unduly restrictive. We expect you to use common sense to apply this guidance. If you are unsure, please check with your manager before wearing something to work. We may ask you to change if we feel it is inappropriate. If you have to return home, the cost is your responsibility and we will expect you to make up any time lost.

We recognise the diversity of culture and religion within our workforce. We are sensitive to the potential impact of culture and religion on dress and appearance. We will look sympathetically at varying or adapting our expectations appropriately. However, our priorities are principally measured by considerations such as health and safety, hygiene and professional reputation.

[bookmark: _Toc351714958][bookmark: _Toc522195023]Protective Clothing and Equipment 

Where we issue protective clothing or equipment, this is for your protection. You must wear/use it at all appropriate times. If you attend work without it, we may send you home to collect it. The cost is your responsibility and we will expect you to make up any time lost.

If you don’t wear protective clothing or use safety equipment we provide, this may result in disciplinary action.  Remember, you have a personal responsibility for your own health and safety and that of others. Please make sure you exercise this responsibly. This applies not only in how you use protective clothing/equipment but also to its care and maintenance.

[bookmark: _Toc522195024]Uniforms

We will individually advise you if we require you to wear a uniform for work. Where required, you must do so at all times during your working hours. It must be clean and presentable each time you attend for work. 

You must take good care of it and launder it regularly. 

You must not alter uniform we provide without our approval. You must not wear it socially, outside of working hours.

Uniforms that we supply remain our property. We replace them periodically or when due to normal wear and tear. We reserve the right to charge you for replacements necessitated by loss or damage caused through carelessness or inappropriate usage. You must return all your current uniform items when we replace them or when you leave our employment.





[bookmark: _Toc522195025]Wearing Jewellery Safely

Please do not wear any jewellery to work which could risk your safety or the safety of others. In particular, please do not wear jewellery that may get caught or pulled. This includes chains and necklaces, bracelets and bangles, sleepers, hoops and dangling earrings.

Do not wear dress or stone-set rings. These can inadvertently scratch someone, catch in equipment or machinery or drop into products or inaccessible places.

[bookmark: _Toc522195026]Friends and Relatives Contact

Please ask friends and relatives not to visit you at work except in the case of emergency.

[bookmark: _Toc522195027]Error! No bookmark name given.Fundraising/Collections

You must seek prior permission before you make any collection or undertake fundraising at work.

[bookmark: _Toc522195028]Gambling/Betting

All unauthorised forms of gambling/betting are forbidden at work, whether during or outside of working hours.

[bookmark: _Toc522195029]General Attendance (Absence/Timekeeping)

Please arrive ready to start work at your official starting time. You must observe any time recording procedures relating to your job. Lateness and absence will be recorded. Unacceptable levels of timekeeping and attendance will result in disciplinary action.

If you need to leave work during working hours you must obtain permission from your line manager.

[bookmark: _Toc522195030]Gifts and Hospitality

It is our policy to conduct our business in an open, honest and transparent way. We do not condone the use of corrupt practices or acts of bribery to obtain an unfair advantage. We adhere to the highest ethical standards and this is reflected in every aspect of the way in which we operate.

Do not accept gifts from customers, suppliers, any other person or organisation with whom we do (or might develop) business. This avoids any misunderstandings or allegations of impropriety. It is important you do not act inconsistently with our standards or, however inadvertently, impugn our integrity. Accepting a gift which influences or seems to influence your actions or decisions on our behalf may do this.

You must not accept money, gifts or other rewards from clients, suppliers etc contrary to our normal practices. Do not accept inappropriate levels of hospitality. Accepting lunch may be acceptable. Accepting a free holiday will not. If unsure, check first with your line manager.

You may accept small, genuine tokens of appreciation or gratitude which are commensurate with common practice in our organisation. They must be proportionate and reasonable and you must declare them to your line manager. You must not treat the person/organisation that provides such gift more favourably than other clients/suppliers, etc. If unsure, check first with your line manager.

Where you are unsure, or feel refusal of a gift or hospitality might cause difficulty, consult your line manager first.

This policy does not apply to promotional items such as stationery or pens with a logo or company name. This is always provided the items have no significant value. 

We are committed to this policy and take a "zero tolerance" approach to any act of bribery or corruption by a member of staff. We view breaches as serious misconduct which, following investigation, may lead to disciplinary action. The penalty may include summary dismissal where we believe gross misconduct has taken place. 

We will review this policy from time to time in the light of experience. 
Error! No bookmark name given.
[bookmark: _Toc522195031]Housekeeping

Work areas, kitchens, utensils, vending areas, rest room facilities etc should be left clean and tidy at all times. 

[bookmark: _Toc522195032]Job Flexibility

We expect you to adopt a flexible approach to your work pattern. You must carry out reasonable alternative duties, where necessary.  We are dependent on this flexibility to adapt to the changing nature and volume of work. This helps to protect the future of the organisation and your employment.

[bookmark: _Toc522195033]Key Holder Responsibilities

We will advise you personally if your role includes key-holder responsibilities. It is essential that
you take such responsibilities very seriously. We regard failure to adhere to key-holder responsibilities as a major security issue and serious misconduct. Any breach will result in investigation which in turn may result in disciplinary action and possibly dismissal.

You must safeguard and protect the property(ies) where you work at all times. You must follow
the advised security procedures when entering and leaving the premises. You must keep keys,
fobs or other access devices securely or on your person throughout working hours. You must not leave them unattended or permit access by a non key holder. When away from the premises you must store them securely at home.

We will advise you personally if your role includes key-holder responsibilities. Where it does, it is essential that you treat such responsibilities seriously. Failure to do so poses a major security risk for our clients and we regard this as serious misconduct. We will investigate any breach which, in turn, may lead to disciplinary action and possibly dismissal.

You must safeguard the property(ies) where you work at all times. Keep keys, access fobs or other entry devices securely on your person at work. Do not leave them unattended or lying around at any time. When away from the premises you must store them securely at home. Never entrust them to anyone who is not specifically authorised to have them. 

You must follow the entry and exit procedures that our client(s) set out for you. Do not admit anyone else to the premises unless you know they are authorised to be there. This includes your children, family members or friends.

You must advise us immediately if you mislay or lose keys or any other access device. You must not copy or re-programme keys or access devices without explicit authority.  You must co-operate fully with clients, their security advisors and/or the police in the event of loss or theft.

We will make clear the arrangements that apply during your holidays or sickness. Should you leave, you must always return keys, access devices etc. promptly. We deal with procedures for leavers in greater detail at section 19 of this handbook.

[bookmark: _Toc522195034]Lost Property

Please report any item of lost property to management immediately. Similarly, please hand any item you find to your line manager. We will then attempt to locate the owner.

[bookmark: _Toc522195035]Media and Public Statements 

You must not make public statements or communicate with the media about any matter relating to our organisation.

You must not supply information without approval (whether in writing or electronically) which in any way impacts upon our organisation.

This extends to comments you make or images you upload to blogs and social networking sites like Facebook, You Tube or Twitter. 

[bookmark: _Toc522195036]Mobility

Your principal statement of terms and conditions of service indicates where you work. It is a condition of your employment that, given reasonable notice, you transfer anywhere we operate. This will be within reasonable travelling distance and may be temporarily or permanently.  This mobility is essential to our efficient operation. We will consult you before any such transfer.
Error! No bookmark name given.
[bookmark: _Toc522195037]Outside Interests

Normally we will not object to other employment, activities or interests as long as you request permission. You must not undertake other employment without approval. You must not engage in other activity, paid or unpaid, which interferes with performing your role. If we give you permission, you must notify us of all the hours you work. We need this to make sure there is no infringement of Working Time Regulations. 

We do not allow employment that directly competes or conflicts with our interests. Anything you propose to do which may adversely reflect on our organisation will not be approved. We reserve the right to withhold consent at our absolute discretion. We make clear at engagement if it is a condition that you do not work for any other organisation. 

You must not undertake work for others during your working hours and/or use our facilities or materials. You must always obtain specific approval in advance and this will only be agreed in exceptional circumstances. We regard infringements as a serious breach of our rules which can, following investigation, lead to your dismissal. 
Error! No bookmark name given.
[bookmark: _Toc522195038]Parking

If you leave a private vehicle on or around our or client premises you do so at your own risk. We accept no liability for any loss or damage caused.

[bookmark: _Toc522195039]Performance Review

We monitor performance on an on-going basis. In this way minor issues can be identified quickly and rectified promptly by retraining or informal counselling. Our managers take a positive approach to problem solving and efficiency improvements.

We will formally review your performance if informal mechanisms are unsuccessful and volume or quality of work remains unacceptable. This may be by reference to your targets or include general comparison with other employees. Review may lead to referral to our capability or disciplinary procedure as appropriate. We will always consider whether training, mentoring or other support mechanisms may assist you.

[bookmark: _Toc497835959][bookmark: _Toc522195040]Personal Details

Please inform us of changes in your personal circumstances e.g. new address, telephone number, next of kin.  It is important such information is up to date so we can make contact e.g. in an emergency.  This may include contact outside of normal working hours in urgent circumstances. Please ensure anyone whose personal details you supply is aware that we may contact them in an emergency.

[bookmark: _Toc522195041]Personal Mobiles

If you bring your personal mobile into work, you should not use it during your normal working hours. 

[bookmark: _Toc522195042]Personal Property

Please do not bring valuable personal items to work. Do not leave anything unattended or overnight. We cannot accept liability for loss or damage to personal property you bring to work.
Error! No bookmark name given.
[bookmark: _Toc522195043]Private Work 

Normally, you must not undertake private work for people who currently use our services. A client may not be able to differentiate between your role as our employee and services you offer privately. Such work may also compromise employee liability and professional negligence insurance provisions. 

[bookmark: _Toc522195044]Random Checks 

We reserve the right to conduct random checks on you or your property while you are engaged on our activities.  Where such random checks are conducted, we will allow a work colleague to accompany you. We may ask you to remove the contents of pockets, bags, parcels, vehicles etc.  This does not imply we have suspicions about you. Such checks are random.

You may refuse to co-operate with a random check. However, we may consider this a breach of contract on your part.  We also reserve the right to involve the police at any stage.

[bookmark: _Toc522195045]Selling and/or Buying Goods

You must not buy and/or sell goods of any kind at work without authority.  This applies during and outside of working hours; whether on your own behalf or for others.



[bookmark: _Toc522195046]Stock/Property

You must not remove our property without approval. It must only be used for the work purpose intended.

You must report damage or loss of our property, goods or equipment to your manager immediately. This includes, but is not limited to, cash, stock, equipment and vehicles.

We will investigate whether your carelessness, negligence, not following procedures or other wilful act caused the loss or damage. We may take disciplinary action if we believe it did.

You may also be liable to pay our reasonable costs to make good our losses for such items. This includes costs incurred for hire equipment or where we have to reimburse a third party. We may claim against our insurers for repair or replacement or other losses incurred. You may be required to pay any insurance excess that accrues. 

We advise you in advance, in writing, of the amount we will recover from pay or other monies owing.

[bookmark: _Toc522195047]Telephones/Tablets

Our clients’ telephones are for business use only; prior permission must be obtained before making personal calls.  We will only consider permission if the call is of an urgent/essential nature.  Please tell your family and friends that incoming calls are restricted to urgent/essential matters only.

Mobile telephones and tablets that we issue should only be used in the performance of your duties for business purposes.  They should not be used for private data access, personal calls or sending personal text messages/email.  You are liable for the cost of personal calls/messages/email and data usage. You may also face disciplinary action. 

[bookmark: _Toc522195048]Work Related Activities 

If you attend work-related activities outside working hours please conduct yourself in an appropriate, mature and responsible manner. These include our or our clients’ social events. Do not do anything that may harm this organisation or bring it into disrepute. Examples of unacceptable behaviour include:-

· drunkenness 
· the use of illegal drugs
· unwelcome familiarity or harassment 
· violence or threats of violence 
· serious verbal abuse

Infringements are subject to disciplinary investigation and action. We may consider such behaviour to amount to gross misconduct.
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[bookmark: _Toc522195049]4.	Error! No bookmark name given.Equal Opportunities and Diversity


We promote a working environment in which diversity is recognised, valued and encouraged. We acknowledge the multi-cultural and diverse nature of the UK workforce and society in general. We are committed to principles of fairness and mutual respect where everyone accepts the concept of individual responsibility. It is therefore your responsibility to make sure you observe and adhere to this policy at all times. We view any breach seriously. We will investigate and potentially take disciplinary action. This may include dismissal in instances we consider gross misconduct.

We recognise that discrimination in the workplace in any form is unacceptable and in most cases unlawful.  Our policy seeks to ensure job applicants and employees are treated fairly and without favour or prejudice.  We are committed to applying this throughout all areas of employment. This includes recruitment and selection, training and development, benefits, rewards and promotion, dealing with grievances and disciplinary issues. 

Our policy complies with current legislation. We review it regularly and will update it if the law changes. However, we recognise that equality of opportunity is best achieved by day to day commitment throughout the organisation.  We offer support and training where necessary to achieve and maintain this.

[bookmark: _Toc459287972][bookmark: _Toc522195050]Recruitment and Promotion

The selection methods we use for recruitment and promotion are related to the requirements of the job.  We do not seek irrelevant qualifications, experience or skills.  Applicants are short-listed/selected solely on the basis of their assessed capability for the role.

[bookmark: _Toc459287973][bookmark: _Toc522195051]Our Recruitment and Employment Principles

We embrace principles supportive of equal treatment without discrimination and with the protection of employment law for all staff.

They are broadly based on principles developed by the United Nations and Institute for Human Rights and Business regarding migrant workers. However, we have chosen to extend relevant principles to all our staff. 

We treat all staff equally; without discrimination and with respect for their human rights. All staff enjoy the protection of relevant UK law in respect of their employment. 

In particular:-

· We bear the full costs of recruitment and do not charge staff fees for hiring, placing or promoting them.
· We provide written statements of terms and conditions of employment to all staff as required by law. These documents explain everything in a clear and transparent way. 
· We support the right to seek, obtain and hold employment without discrimination and with complete respect for dignity.
· We do not coerce anyone to work for us. When you choose to work for us you do so voluntarily.
· You must prove your entitlement to work in the UK. However, we do not hold or retain original passports, identity documents or residency papers. You should retain such documents personally.
· Everyone is paid regularly, in accordance with their terms and conditions. We provide a written summary of pay and deductions (pay slip) on every occasion.
· Everyone has the right to join or not join a trade union at their complete discretion.
· We provide safe and decent working conditions with suitable training as necessary. Our operations comply with or exceed statutory health and safety standards.
· We provide formal grievance provisions through which staff are free to lodge a work related complaint or raise a matter of concern. 
· We do not impede anyone’s freedom of movement or their opportunity to seek employment elsewhere.

[bookmark: _Toc522195052]Protected Characteristics

No job applicant, employee or anyone our organisation deals with receives less favourable treatment because of their protected characteristics. The protected characteristics are:-

· Age
· Disability
· Gender Reassignment
· Marriage and Civil Partnership
· Pregnancy and Maternity
· Race (including colour, nationality, ethnic or national origin)
· Religion or Belief
· Sex
· Sexual Orientation

[bookmark: _Toc522195053]Your Responsibilities

Each and every one of us is a stakeholder in the success of this policy. We expect you to make a positive contribution towards maintaining an environment of equal opportunity throughout the organisation. Please make sure you observe this policy at all times. In particular, you have individual responsibility to adopt the following:-

· Do not take unlawful discriminatory actions or decisions contrary to the spirit of this policy.

· Do not discriminate against, harass, abuse or intimidate anyone on account of their protected characteristics.

· Do not place pressure on any other employee to act in a discriminatory manner.

· Resist pressure to discriminate placed on you by others and report such approaches to an appropriate manager.

· Co-operate when we investigate, including providing evidence of conduct which may amount to discrimination.

· Co-operate with any measures introduced to develop or monitor equal opportunity.

Discrimination is not just treating one person less favourably than another. It can take place because:-

· Someone associates with a person with a protected characteristic.

· Someone is believed to possess a protected characteristic (even though they don’t).

· Something particularly disadvantages people who share a protected characteristic more than others. 

We expect you to treat, and be treated by, other employees and the people our organisation deals with considerately and with respect. 

If you feel subject to discrimination, make clear to the individual concerned that you find it unacceptable. Person-to-person discussion at an early stage may be enough to resolve it without involving anyone else. Alternately, seek the help of a trusted colleague and ask them to approach whoever has caused you offence.

If the behaviour continues, or you consider an instance to be particularly serious, please implement the grievance procedure.  We assure you that grievances will be dealt with promptly and in a discrete and caring manner. 

Should you feel an individual grievance is not appropriate to the situation, you may consider using our confidential reporting procedure.
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[bookmark: _Toc522195054]5.	Error! No bookmark name given.Non-Harassment and Bullying Policy

[bookmark: _Toc426984083][bookmark: _Toc452555089][bookmark: _Toc522195055]Our Policy

We support your right and opportunity to seek, obtain and hold employment without discrimination and with respect for your dignity. Our equal opportunities and diversity provisions embrace principles supportive of equal treatment without discrimination. We expect and require everyone to recognise and observe the statutory protected characteristics.

Bullying and harassment in the workplace are discriminatory acts which are unacceptable and in most cases unlawful.  We are committed to providing a working environment which is harmonious and acceptable to all. We extend this principle to the people our organisation deals with.
[bookmark: _Toc418262532][bookmark: _Toc426984084][bookmark: _Toc452555090][bookmark: _Toc522195056]What Is Bullying? 

Bullying may be characterised as “offensive, malicious, intimidating or insulting behaviour”. It can be an “abuse or misuse of power through means that undermine, humiliate, denigrate or injure the recipient”.
[bookmark: _Toc426984085][bookmark: _Toc452555091][bookmark: _Toc522195057]What Is Harassment?

Harassment is “unwanted conduct related to a relevant protected characteristic, which violates an individual’s dignity or creates an intimidating, hostile, degrading, humiliating or offensive environment for that individual”. 

Harassment is not only unacceptable language or behaviour which causes the recipient to be embarrassed, offended or threatened. Someone may complain about particular behaviour that they find offensive even though it was not directed at them. Neither does the person complaining need to possess a particular protected characteristic. It may also be behaviour directed at someone who associates with a person who has a protected characteristic or because they are believed to possess a protected characteristic (even if they don’t). 
[bookmark: _Toc426984086][bookmark: _Toc452555092][bookmark: _Toc522195058]Your Responsibilities

It is your duty to treat people with respect; appreciating their feelings and considering their well-being in what you say or do. What may be acceptable to one person may upset and/or intimidate another.  Bullying and harassment take many forms and can range from relatively mild banter to actual physical violence. They can be delivered in many ways and this policy applies to all forms of communication including text messages, email and comments posted on social networking sites. 
[bookmark: _Toc426984087][bookmark: _Toc452555093][bookmark: _Toc522195059]Some Examples

The following are examples of behaviour which we find unacceptable:-

· Coarse or insensitive jokes and pranks;
	
· Coarse or insensitive comments about appearance or character;

· Display or distribution of offensive material whether written or pictorial;

· Deliberate exclusion or isolation from conversation or activities;

· Unwelcome familiarity or body contact;

· Abusive, insulting, or threatening language;

· Demands, threats or abuse of power to intimidate or obtain favours;

· Threatened or actual violence.

This is not intended as an exhaustive list.

We will investigate all allegations of such behaviour. Offenders are liable to disciplinary action and, in serious cases, dismissal.

If you feel you are being bullied or harassed, the first step is to make clear you want it to stop. Tell the person bullying or harassing you that you find such behaviour unacceptable.  Person-to-person discussion at an early stage is often enough to stop harassment. Alternately, you could seek the help of a trusted colleague and ask them to approach the person causing offence on your behalf. 

If the behaviour continues, or you consider an instance to be particularly serious, please implement the grievance procedure.  We assure you that grievances will be dealt with promptly and in a discrete and caring manner.

Where you make or support a complaint in good faith, you will not be victimised for doing so whatever transpires. 

We are unable, however, to protect anyone who maliciously makes or supports an untrue complaint. We investigate such occurrences utilising our disciplinary procedure.
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[bookmark: _Toc522195060]Error! No bookmark name given.6.	Training and Development 


[bookmark: _Toc522195061]Induction Training 

You will be taken on a tour of the premises when you start work. This is to familiarise you with the layout and facilities and introduce you to any colleagues.

We will train you as appropriate in aspects of your role. This will help you to keep to our methods/practices, make sure you work safely and achieve required standards.
Error! No bookmark name given.
[bookmark: _Toc522195062]Development Training

We will discuss and agree your participation in internal and external training activities in advance. We will meet agreed costs incurred in such training. 
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[bookmark: _Toc522195063]Error! No bookmark name given.7.	Hours of Work, Pay and Other Benefits


[bookmark: _Toc522195064]Deductions from Salary/Wages

We can require you to repay to us, by deduction from pay or any other method acceptable to us:-

· Reasonable losses to property or monies sustained by us, any other employee, our clients, customers or visitors. This applies when due to your carelessness, negligence, recklessness, breach of procedures/rules or dishonesty/commission of an unlawful act.

· Insurance excesses imposed by our insurers because of your act or omission or a penalty imposed upon you. An example of this is the potential impact of penalty points for those who drive our vehicles.   

· Any damages, expenses or other monies reasonably payable by us to a third party for your act or omission.

· Remuneration, expenses or other payments made in error or by your inappropriate claim/misrepresentation. 

· Holiday pay already paid which exceeds your accrued holiday entitlement at the date of leaving our employment. 

· The reasonable cost of replacing equipment and/or property entrusted to you during employment. This applies if you fail to maintain it properly or do not return it before leaving our employment.

· An amount equal to our reasonable loss or the extra cost of covering your duties should you fail to work your full contractual notice. This applies when you leave our employment early without our agreement. 

· Fines or fixed penalty notices for parking, congestion charges etc you incur while driving our vehicles.

· Attachment of earnings orders and any other statutory deductions orders issued to us.

· Costs resulting from any training agreement you have signed, should you leave our employment before it expires.

· Any other sums you owe including, but not limited to, outstanding loans, advances and relocation expenses.

[bookmark: _Toc522195065]Deduction Procedure 

We follow our deduction procedure in respect of any deduction we make from your pay. Any deduction is by way of compensation, based on a genuine assessment of our costs. Where relevant and appropriate, we will set out a pre-estimate of losses. A deduction will only be made in respect of circumstances entirely attributable to you/your action. We do not use the deduction provision to impose penalties. However, we may separately investigate the circumstances utilising our disciplinary provisions.

We will tell you in advance in writing about amounts we intend to recover from monies owing to you.

Any deduction is without prejudice to our supplementary right to investigate and take disciplinary action. We may also pursue civil recovery as appropriate in the individual circumstances we encounter.  

[bookmark: _Toc405304198][bookmark: _Toc522195066]Flexible Working

You can request flexible working if you have at least twenty-six weeks continuous employment at the time of your application. Only one request can be made in any twelve month period. Successful applications for flexible working normally result in a permanent change to your terms and conditions of employment.

We will consider your request in accordance with the current provisions of the ACAS code of practice.

Please make statutory requests for flexible working in writing and send to your line manager. Please state whether you have made a previous request and if so, when. Please date your request and be sure to include the following details:

· The change to working conditions and/or flexible working pattern you are seeking. 

· When and why you would like the changes to take effect. 

· If it’s only for a limited term, how long it would last.

· If you wish it to apply permanently or for an initial trial period.

· What effect you consider the request will have on our organisation and how this could be accommodated.

· Whether you are making the request under the Equality Act 2010 e.g. a “reasonable adjustment” for a disability.

We will consider your request objectively and discuss it with you as soon as possible. Wherever possible, we will conduct discussions privately. If we need additional time to consider the implications, we will advise you. We will aim to conclude the process within three months and write to you with our decision. 

There are statutory business reasons why we may reject a request. These are:

· The burden of additional costs is unacceptable to the organisation.

· We are unable to reorganise work among existing staff.

· We are unable to recruit additional staff.

· The change would have a detrimental impact on quality.

· The change would have a detrimental effect on our ability to meet customer demand.

· The change would have a detrimental impact on performance.

· There is insufficient work during periods you propose to work.

· Your request does not fit with business changes or a reorganisation we are planning.

If we reject your request, you may appeal. A more senior manager without prior involvement will hear your appeal, wherever possible. You must submit your grounds of appeal in writing within five working days.

You may be accompanied by a work colleague at any meetings that take place.
Error! No bookmark name given.
[bookmark: _Toc522195067]Hours of Work

Your principal statement of terms and conditions of service will refer to your hours of work.
Error! No bookmark name given.
You may also have the opportunity to opt-out of the restriction of an average forty-eight hour working week by signing a relevant agreement upon starting work for us. Such opportunity is subject always to any over-riding legal restrictions e.g. drivers’ hours, young workers etc.

[bookmark: _Toc522195068]Overtime Payments/Additional Hours 

Your principal statement of terms and conditions of service identifies our expectations about working additional hours. It will identify if you qualify for payment/paid time in lieu.  Where overtime rates apply, this is only when you work the equivalent of a full-time working week first.
Error! No bookmark name given.
[bookmark: _Toc497835997][bookmark: _Toc522195069]Pension Provisions

To help you save for retirement, the law requires us to provide an auto-enrolment, workplace pension scheme. You are eligible for enrolment if you meet certain statutory criteria. Currently, the following normally apply:- 

· You are at or above the current minimum weekly/monthly statutory earnings threshold.
· You are 22 years of age or older.
· You are under the current state pension age.

If you meet these criteria we must automatically enrol you into our pension scheme. You can opt out if you want.  However, staying in means you have your own personal pension when you retire. Your pension still belongs to you; even if you leave our employment. 

Automatic enrolment schemes feature three elements that comprise your “pension pot”.  These are your own contributions, our contributions and the Government's contributions (by way of tax relief).  We automatically write to eligible new starters and those whose wages have moved them above the statutory earnings threshold. Our letter explains your options and provides further information such as:-

· Details of the scheme and who runs it.

· When you will be enrolled into it.

· The amount you will pay under the scheme by way of deduction from your salary/wages.

· Details of your right to opt out of membership.

Every three years we must go through a statutory re-enrolment process. Where you previously opted out (and in certain other circumstances) we may have to re-enrol you. We will write to you if we believe this applies to you. You can again opt out if you wish.

[bookmark: _Toc522195070]Salaries/Wages

Your principal statement of terms and conditions of service indicates your rate of pay.  It sets out the frequency and method by which we pay you. It identifies if you are entitled to payment/paid time in lieu for extra hours you work.   Regular pay statements indicate your pay and any deductions we have made e.g. P.A.Y.E. and National Insurance.

Please raise any problems with your pay immediately e.g. under-payment, overpayment or incorrect deductions. Error! No bookmark name given.Where we overpay you, this is normally recovered in full from your next pay. We will give you advance warning of any such deduction. We will discuss any individual hardship with you. We may agree that significant sums are repaid over a longer period.
Error! No bookmark name given.
[bookmark: _Toc522195071]Tax Year Details

[bookmark: _Toc452555114]The tax year changes in the first week of April each year. Following the end of the tax year we will issue you with form P60. This indicates your total pay and relevant deductions made for National Insurance and income tax.  Form P60 is issued as a legal provision. You must carefully retain the copy we supply.  Please make sure you keep this document in a safe place.
[bookmark: _Toc522195072]Working Additional Hours

You may work additional hours over and above your normal hours. Your principal statement of terms and conditions of service normally identifies the applicable provisions. Where we commission such work it is because of business need. We must normally authorise it in advance and we try to provide as much notice as is reasonably practicable. 
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[bookmark: _Toc522195073]Error! No bookmark name given.8.	Annual, Bank and Public Holidays


[bookmark: _Toc522195074]Annual Holiday Entitlement

Your principal statement of terms and conditions of service specifies your annual holiday entitlement. 

We base your holiday entitlement around your “working week.” A "working week" may vary from employee to employee. We describe your “working week” in your principal statement of terms and conditions of service. Part-time staff receive an entitlement which is strictly pro-rata to full-time staff.

[bookmark: _Toc522195075]Calculation of Entitlement

We normally calculate your holiday entitlement as a set number of working days or hours.   We set this figure out in your principal statement. Special arrangements may apply if you work for us irregularly.

Where you start or leave our employment during the leave year, we calculate your holidays on a pro rata basis.

[bookmark: _Toc522195076]Carrying Forward Annual Leave

We believe that it is mutually beneficial and leads to a better work-life balance for you to take all your annual holiday entitlement in the current leave year.
Error! No bookmark name given.
You must normally use all your holiday entitlement during the current holiday year. If you don’t, you forfeit what is left. 

[bookmark: _Toc522195077]Error! No bookmark name given.Christmas Closure

Error! No bookmark name given.We may require a portion of your annual holiday entitlement to be taken during the Christmas/New Year closure period.  The precise number of days and the dates on which they are to be taken will be confirmed annually. We normally do this at the beginning of each holiday year. 
[bookmark: _Toc452555121][bookmark: _Toc522195078]Holiday Pay 

We calculate holiday pay using contractual hours; normally at basic rates of pay.  Please see your principal statement of terms and conditions of service for details.

This will make clear any obligation to work additional hours, beyond normal contractual hours, under your terms and conditions. Where you have such an obligation, we may need to reassess your holiday pay should you work regular additional hours. 

The same applies if you do not work fixed or regular hours/days of work each week. The normal holiday pay reference period for those working irregular hours is the average weekly hours over the previous twelve weeks worked. 

[bookmark: _Toc522195079]Holiday Requests

We are as accommodating as possible when granting time off for holidays.  We consider all holiday requests on a "first come, first served" basis. We reserve the right to vary requests to meet the needs of the organisation and maintain adequate staffing levels.  You may not normally change your holiday dates once confirmed.

You must use our holiday request procedure to make holiday requests. Please make sure you submit requests in good time.  You must not book holidays without receiving prior authorisation. If you take holidays without authorisation, you will be subject to disciplinary action. 

Should you disregard our procedures, we will not be liable for any financial loss you incur. This may include forfeit of your deposit, reservation penalties etc.
Error! No bookmark name given.
To plan our holiday rota effectively, we normally expect four weeks notice of holidays of a week or more. We normally expect at least one week’s notice of a single day’s holiday.

Normally we do not allow more than two consecutive working weeks of annual holiday. We may make an exception for a “once in a lifetime” opportunity. However, we must first consider the needs of the organisation and staffing levels. Our decision in this respect will be final.

[bookmark: _Toc522195080]Holiday Year

Please consult your principal statement of terms and conditions for details of our holiday year.

[bookmark: _Toc522195081]Leaving During the Holiday Year

If your employment ends, we may require you to take any accrued untaken holidays before you leave.  We pay any outstanding balance with your final pay if you cannot use up all holidays due.

If holidays taken exceed those due when your employment ends, we deduct an equivalent sum from final pay. We will notify you of the detail in writing in advance. 

[bookmark: _Toc522195082]Payment in Lieu
Error! No bookmark name given.
By law, we may only consider payment in lieu of untaken holidays when you leave our employment.
Error! No bookmark name given.
[bookmark: _Toc522195083]Peak Periods

We may not allow 	holidays at certain times where we know we will be extremely busy. We will normally advise you of such periods at the beginning of the leave year. We may make exceptions for “once in a lifetime” opportunities. However, we must first consider the needs of the organisation and staffing levels. Our decision in this respect will be final.

[bookmark: _Toc522195084]Public/Bank Holidays

We identify Public/Bank Holidays that are part of annual holidays in your principal statement of terms and conditions. 

[bookmark: _Toc522195085]Sickness during Authorised Holidays

Should you fall ill during a period of approved annual leave, you may convert such days to sick leave. A corresponding period of annual leave may be taken at a later date. You must agree such later period in the normal way. You must notify us of your illness as soon as possible. 
Error! No bookmark name given.
You should notify us personally or, otherwise, via a relative, friend or neighbour. Please do this
by telephone at the earliest opportunity. 

Email communication or sending a text message is not acceptable.

If you cannot return to work when originally due back from holiday, you must keep us notified of progress. You must also provide consecutive medical certificates to cover the total period (in English).

This facility only applies to sickness during the statutory period of annual holidays (the first four working weeks).

[bookmark: _Toc522195086]Statutory Sick Pay 

If you convert a period of approved annual leave to sick leave the statutory sickness scheme may apply. We may also need to recover overpayment of salary/wages and substitute SSP. We will also require a medical certificate in English, irrespective of the duration of the sickness.
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[bookmark: _Toc522195087]Error! No bookmark name given.9.	Health and Safety 


[bookmark: _Toc452555130][bookmark: _Toc522195088]Adverse Weather and Other Disruptive Circumstances   

There may be occasions when unusual/unforeseen circumstances affect your ability to work normally. These include:

·  Adverse weather conditions, such as a severe snowfall.
·  Disruption to public transport because of strikes.
·  Road closures due to accidents or terrorist threats.

In such situations we expect you to make every reasonable effort to reach your workplace. You should adapt your means of travel if necessary, even if this means you will arrive late. Where we issue protective clothing or equipment you must wear/utilise it. 

We do not expect you to risk your or the health and safety of others to reach or undertake work. You must personally notify your line manager if you believe you will be unable to reach your workplace on time. You must do this as soon as possible; preferably at least one hour before your normal start time. In all situations you must make contact no later than one hour after your scheduled start time.  You should make every reasonable effort to get to work later in the day if the situation improves.   

Dependent upon the circumstances, you may request such time as holiday or unpaid leave. We may also agree that you make up the time at a later date. We will consider whether it is possible for you to work at another location or from home.

Where conditions worsen and you are at work, we may decide that work must cease. We may decide that it is appropriate for you to leave work early. We may decide to postpone or cancel work on succeeding day(s). We will only take such action where there is a risk to your or other people’s health and safety.  Where there is the potential for disruptive problems to persist we will try to put contingency arrangements in place. 

You must not leave your workplace without first obtaining our approval. We will consider it unauthorised leave if you do. This will normally result in the period being without pay. We may also take disciplinary action.

We will advise you as quickly as possible of any contingency arrangements we intend to implement. In exceptional circumstances, we may be forced to advise you that work cannot take place. This is normally for safety reasons and may be by third party decision. The area around a dangerous building may be closed by the local authority, for instance. The police may make an area a crime scene. Such decisions are beyond our control. We may have to send you home or advise you not to leave for work at all.  If we continue to pay you normally, we can require you to make up lost hours. Such hours do not attract additional remuneration or premia payments. 

Where such circumstances continue for a longer period, we may have no alternative but to invoke our lay-off provisions.
[bookmark: _Toc452555131][bookmark: _Toc522195089]Alcohol and Drugs  

Error! No bookmark name given.We require you to attend work in a fit and appropriate state.  Impairment from the effects of drugs or other substances (whether legal, illegal or supplied on prescription) or alcohol is unacceptable.  You must not report for or be unfit at work due to drugs, psychoactive substances, intoxicants, alcohol etc. To do so is a serious infringement of our safe working procedures.  Where we believe there is an infringement, disciplinary action will be taken.  This can include summary dismissal in serious cases. 

You must not consume alcohol on client premises at any time. Please refrain from consuming alcohol off our premises during working hours, including meal breaks etc.

We may take disciplinary action, for instance:-

· after an accident or incident where we believe drug use or consuming alcohol contravened our rules;

· where we believe you reported for work under the influence of drugs or alcohol;

· where your behaviour puts health or safety at risk or causes injury or damage.  For example, you have an accident when driving a vehicle under the influence of alcohol;

· where your misuse has unacceptably compromised our interests.

[bookmark: _Toc452555132][bookmark: _Toc522195090]Prescription Drugs, Patent Remedies and Psychoactive Substances

The effects or side effects of prescription drugs and patent medicines can potentially jeopardise your normal work. The use of psychoactive substances (sometimes referred to as “legal highs”) is now illegal. 

It is your responsibility to ascertain whether anything you take or use may impact adversely on your work. This applies even where the product, medication etc. has been legally supplied. 

Consult your manager if you are concerned that the impact of such medication may be unsafe/inappropriate at work.  We will individually agree action, including temporary exclusion from tasks/duties, if it places you or others at risk.

[bookmark: _Toc522195091]Health and Safety at Work

We each have a duty of care for our own health and safety and that of others. This applies whether they are employees, customers, visitors etc. You must cooperate with us and adhere to our rules and procedures to protect health and safety. We attach great importance to providing employees with a healthy and safe working environment. We accept our legal responsibilities to provide a safe place and systems of work. We provide suitable equipment for employees to do their jobs safely. During induction you will be informed of our health and safety policies and any specific rules relating to your job. You must not interfere with any measures we have introduced for safety and/or protection of employees’ health. 

We treat breaches of safety rules or procedures as infringements of our disciplinary provisions. We deal with such breaches under our disciplinary procedure. We regard serious breaches as gross misconduct. We may summarily dismiss you if we believe your behaviour constitutes gross misconduct.

If you have an accident at work, however minor, you must record it in our accident book.  If you are working off site, please document it at the site where you are working and notify us subsequently.  You MUST provide:-

· Details of the nature of the accident or injury.

· Any first aid or other treatment received. 
· The names of any witnesses with contact details if possible.

· The date, time and place the accident occurred.

Smoking is not permitted anywhere on our or client premises except in specifically designated outdoor areas.  This restriction includes the use of electronic “cigarettes”. 
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Error! No bookmark name given.
[bookmark: _Toc522195092]Error! No bookmark name given.10.	Sickness/Injury Absence, Payments and Conditions


[bookmark: _Toc522195093]Absence - Notification

You must notify Error! No bookmark name given.your line manager by telephone at the earliest opportunity on the first day of sickness absence.  Please do this before your normal starting time if possible. In any event, you must always contact us within one hour of your scheduled start time. Please contact us personally. If your illness prevents this, please ask a relative, friend or neighbour to contact us. 

We do not accept Error! No bookmark name given.email communication or sending text messages.

It is essential we know you are ill so we can cover your duties and responsibilities. This minimises disruption and helps us maintain a reasonable workload for your colleagues.

Please tell us the reason for your absence and how long you expect to be off work. You must keep us regularly informed of progress, especially if your absence continues longer than expected.

[bookmark: _Toc522195094]Following our Procedures

We expect you to follow our sickness procedures. If you do not observe them we may regard your absence as unauthorised. We may withhold sickness payments and take appropriate disciplinary action.
[bookmark: _Toc522195095]Holidays and Long Term Sickness

Statutory holiday entitlement will continue to accrue during a period of sickness.

If your employment ends because of long-term sickness, we pay any untaken statutory holiday entitlement with final wage/salary.

You do not accrue contractual holidays exceeding the statutory holiday entitlement (currently four working weeks) during sickness.

[bookmark: _Toc522195096]Independent Medical Examination

We reserve the right to ask you to undergo an independent medical examination at our expense where we consider it necessary.

[bookmark: _Toc522195097]Infectious Conditions

You must not report for work without medical clearance if you have an infectious condition.  If in any doubt about your illness, please consult your doctor and notify us of the outcome immediately. Your doctor must confirm that it is appropriate for you to return to work. You must not report for work until they do so. They must supply you with a ‘fit note‘(statement of fitness to work) if your absence will exceed seven days.

[bookmark: _Toc522195098]Light/Alternative Duties

Your doctor may suggest you can undertake reasonable alternatives if you are certified unfit to perform normal duties. This could mean e.g. you undertake alternative/light duties or work shorter hours for a period. We will consider the nature of your sickness/injury and any guidance on the ‘fit note‘. Where your doctor suggests something we cannot accommodate, we will continue to treat the situation as though you remain unfit. 

[bookmark: _Toc522195099]Medical Report

We may seek access to a written medical report supplied by your doctor or specialist where necessary. This provides us with details of your health and fitness to return to undertake normal/alternative duties.  We will seek your written consent on every occasion.

[bookmark: _Toc522195100]Repeated or Continued Absence

You must keep us notified at frequent intervals where absence is likely to extend for some time.  You must keep us supplied with consecutive medical certificates to cover the entire period.

We will review your overall absence where there is repeated or continued absence.  This applies even where absence is certificated.  We sympathise with genuine periods of sickness absence and have regard to the Equality Act 2010.  However, we must focus on the needs of the organisation.  We cannot operate efficiently with high levels of absenteeism. Our capability procedure identifies the detailed provisions that apply. 

We may obtain an occupational health advisor’s opinion. We will consider any reasonable adjustments that your doctor or specialist suggests.  We will consult you about available options and carefully consider your views.

There is now a government backed “Fit for Work” scheme. This can involve an assessment by a registered occupational health professional where you are absent for four weeks or more. The purpose of such assessment is to produce a plan; including advice and recommendations to facilitate your return to work.

Either we or your general practitioner may make a referral. You must give your specific consent to be eligible for a “Fit for Work” assessment. 

Medical opinion may suggest that no improvement is likely within a reasonable timescale.  Equally, we may explore options to manage a permanent incapacity or disability but consider them impractical.  In such circumstances, we may have to consider dismissal on the grounds of capability.

[bookmark: _Toc522195101]Return to Work

You must notify Error! No bookmark name given.your line manager by telephone no later than midday on the working day before the day you intend to return to work.  This allows us to stand down temporary cover and plan for you to resume your duties and responsibilities.

If you do not notify us of your intended return to work and turn up without prior notice, we may regard this as a breach of sickness procedures. We may take disciplinary action in such circumstances. This especially applies where we have specific alternatives in place to cover your duties. 

[bookmark: _Toc522195102]Self-Certification

You must submit a self-certification form during your initial absence. Otherwise, you will be required to complete one on your return to work.

You may only self-certify for up to seven consecutive days (including Saturdays and Sundays).

We may require a medical certificate from you for absence of less than seven days in certain circumstances.

[bookmark: _Toc522195103]Seven Days or More Absence 

You must provide a ‘fit note’ (statement of fitness to work) from your doctor/specialist when absence exceeds seven days.  This may identify suitable temporary support which your doctor believes could allow you to return to work sooner.

Where we receive and accept a “Fit for Work” return to work plan, we may not require further fit notes. We will confirm this with you at the time. 

[bookmark: _Toc522195104]Sick Pay

We are responsible for the payment of statutory sick pay (SSP) during authorised sickness/injury absence.  There are specific qualifying criteria for the payment of SSP (laid down by Government Regulation).  We pay SSP for absence through sickness/injury for four or more consecutive days, where you qualify.  We make such payment through your normal pay.  Payments are subject to statutory deductions (N.I. and income tax) in the normal way.

SSP is only payable on 'qualifying days'.  These are days you would normally be at work.  However, the first three qualifying days of absence do not attract SSP.  These are called 'waiting days'.  Where there are linked periods totalling four days or more (i.e. more than one such period of absence within a fifty-six day period) this is a linked period.  You only serve one period of waiting days.

Error! No bookmark name given.We do not provide a contractual sick pay scheme. We pay statutory sick pay (SSP) only to those employees who qualify.
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[bookmark: _Toc522195105]Error! No bookmark name given.11.	Maternity, Paternity, Adoption and Family Friendly Provisions


[bookmark: _Toc398729486][bookmark: _Toc405381829][bookmark: _Toc522195106]Maternity

[bookmark: _Toc398729487][bookmark: _Toc405381830][bookmark: _Toc522195107]Our Procedures

· We carry out a health and safety risk assessment to protect the health of new and expectant mothers.  We do this once you tell us you are pregnant.  We also risk-assess if you have given birth in the last six months or are breast-feeding.

· We will take account of your condition and the work you normally do.  We try and make adjustments if we believe you cannot carry out your usual work.  Alternately we look for other suitable work for you to do.

· If we cannot find suitable work for you to undertake, we will suspend you from work on full pay.  We do this until the risks to you/your baby’s health have passed or suitable alternative work becomes available.

· You may take reasonable time off with pay during working hours for antenatal care advised by a registered medical practitioner.  Please arrange appointments outside of your working hours if possible.  Alternately, please arrange them for the start or end of your working day.  Please show your line manager your appointment card for second and subsequent appointments.

· You may change your mind about the date on which you want maternity leave to start.  If you do, you must give us at least four weeks’ notice in writing.

· You may change your mind about the date on which you want maternity leave to end.  If you do, you must give us at least eight weeks’ notice in writing.

· Pregnancy-related illness in the four weeks before your expected week of childbirth triggers maternity leave.  This is to protect your and your baby’s health and safety.

· You cannot work under any circumstances for at least the first two weeks after giving birth.

· Subject to eligibility, you may terminate maternity leave and switch to shared parental leave instead. Please see the “shared parental leave” and “shared parental pay” sections. 

· We may suggest or you can request up to ten ‘keeping in touch days’ (KIT days). You can use KIT days for work, attendance at meetings with colleagues, undertaking training etc. 

· We must mutually agree any KIT day requests between us.  There is no legal obligation for KIT days to be offered or undertaken. Any KIT days you work do not extend the period of maternity leave. 

· KIT days are separate and distinct from shared parental leave “In Touch” (SPLIT) days.

[bookmark: _Toc398729488][bookmark: _Toc405381831][bookmark: _Toc522195108]Regulations

The Regulations relating to statutory maternity provisions are complex.  In order to assess your entitlements correctly we need the following information:

· When your baby is due;

· When you would like your maternity leave to start;

· A copy of the MatB1 certificate issued by your doctor or midwife;

· How many weeks of maternity leave you are likely to take personally.

We need this information no later than fifteen weeks before your expected date of childbirth; preferably earlier.

You are entitled to up to fifty-two weeks of maternity leave, irrespective of length of service.  This consists of twenty-six weeks ordinary maternity leave (OML) and twenty-six weeks additional maternity leave (AML).  The legal provisions that apply to OML and AML differ slightly.

You continue to benefit from your terms and conditions of employment during OML and AML.  There are some exceptions.  The most notable exception is remuneration.  You remain bound by your obligations of employment.  For instance, you must continue to observe our confidentiality provisions.

You normally have the right to return to the same job. Where this is not reasonably practicable, you may return to a suitable and appropriate alternative. If you are made redundant during maternity leave, we will offer you any suitable alternative employment we identify.

You are normally entitled to statutory maternity pay (SMP) if your earnings are above the National Insurance lower limit.  This is paid for thirty-nine weeks. This applies providing you have twenty-six weeks’ continuous employment by the fifteenth week before your expected week of childbirth.  You may take a further thirteen weeks of maternity leave but this is without statutory maternity pay.

If you do not qualify for statutory maternity pay, you may still be entitled to claim Maternity Allowance from the Government.  

[bookmark: _Toc398729489][bookmark: _Toc405381832][bookmark: _Toc522195109]Taking Holidays during Maternity Leave

You cannot take paid holidays during maternity leave.  If you are not returning after the birth of your child, payment for outstanding holidays is made when you leave.

Your holidays accrue as normal during maternity leave.  Maternity leave may run over from one holiday year to the next.  You should take holidays accrued in the first holiday year before your maternity leave starts.  You should take holidays accruing in the second holiday year at the end of maternity leave.  Alternately, they may be taken after you return to work. When you advise us you are pregnant we will agree with you when to take your holidays.

[bookmark: _Toc398729492][bookmark: _Toc405381833][bookmark: _Toc522195110]Adoption

If you are the primary adopter, you are entitled to up to fifty-two weeks’ adoption leave. You must be newly matched with a child for adoption. You must request your start date for adoption leave within seven days of being matched.  Adoption leave consists of twenty-six weeks ordinary adoption leave (OAL) and twenty-six weeks additional adoption leave (AAL).

You are normally entitled to statutory adoption pay (SAP) if your earnings are above the National Insurance lower limit.  This is paid for thirty-nine weeks. You must also have twenty-six weeks’ continuous employment by the date you are matched with the child. You may take a further thirteen weeks of adoption leave but this is without statutory adoption pay.

We may suggest, or you can request up to ten ‘keeping in touch days’ (KIT days) during adoption leave.  You can use KIT days for work, attendance at meetings with colleagues, undertaking training etc.  We must mutually agree any KIT day requests between us.  There is no legal obligation for KIT days to be offered or undertaken. Any KIT days you work do not extend the period of adoption leave. Kit days are separate and distinct from shared parental leave “In Touch” (SPLIT) days.

If you are adopting with a partner, you need to decide which of you will be the primary adopter. That person will claim the adoption leave/pay.  The other person (the secondary adopter) may qualify for paternity leave and pay. Please see “Paternity and Arrangements for Partners” below.

Subject to eligibility, you may terminate adoption leave and switch to shared parental leave instead. Please see the “shared parental leave” and “shared parental pay” sections. 

You must be the child’s primary adopter to qualify. Your spouse, partner or civil partner may qualify for paternity (secondary adopter) provisions. You must share the main responsibility to care for the child from placement for adoption. Please see “Shared Parental Leave” below. 

As the primary adopter, you may attend up to five adoption appointments with pay. The secondary adopter may attend up to two adoption appointments without pay.

[bookmark: _Toc398729494][bookmark: _Toc405381834][bookmark: _Toc522195111]Parental Leave

You have the right to apply for unpaid parental leave if you have at least one year’s continuous service.  You must be the parent of a child under eighteen years old.  Each parent can take a total of eighteen weeks leave for each child under the age of eighteen. Similar provisions apply if you adopt a child or young person under the age of eighteen. 

You can only take up to four weeks’ parental leave each year.  You must take it in blocks of a minimum of one week.  A part week counts as a full week.  In the case of a disabled child you have the flexibility to take leave one day at a time.

You must normally give at least 21 days’ notice of your intention to take parental leave.  We have the right to postpone the leave for up to six months for business reasons.

Part time employees receive a proportion of the leave.  For example, an employee working two days may take a total of eighteen weeks at two days per week.  This provides a maximum of thirty-six days in total.

[bookmark: _Toc398729491][bookmark: _Toc405381835]Parental leave that you took while employed elsewhere still counts towards the total of eighteen weeks per child.

[bookmark: _Toc522195112]Paternity and Arrangements for Partners 

Fathers are normally entitled to take up to two weeks’ paternity leave following the birth.  You must take the leave as a single block of either one or two weeks. You cannot take odd days or two separate weeks.  You must have at least twenty-six weeks continuous employment by the fifteenth week before the expected week of childbirth.   

You are normally entitled to statutory paternity pay if your earnings are above the National Insurance lower limit. You must use your statutory paternity entitlement before moving to shared parental leave. You are ineligible for statutory paternity leave and pay once you move to shared parental leave/pay.

You may also take paternity leave if you are the mother’s partner and will share responsibility for the child’s upbringing.

You must make your request by the fifteenth week before the expected week of childbirth.  You must also give us at least four weeks’ notice of when you want the leave to start.

Your spouse, civil partner or partner, or the mother of your child may propose to return to work early.  She may not use all her fifty-two weeks of statutory maternity leave.  In such circumstances you may be eligible to request shared parental leave. We will require a signed declaration from you when you make such request. 

You must be the child’s father or the spouse, civil partner or partner of the child’s mother/primary adopter to qualify. You must also share the main responsibility to care for the child from birth or placement for adoption. Please see “Shared Parental Leave” below. 

An expectant father (or the partner of a pregnant woman) may also attend up to two antenatal appointments with her. Similarly, a secondary adopter may take time off to attend up to two adoption meetings. Time off is without pay. You must advise us of the date and time of the appointments. You must also confirm your eligibility to attend by reason of your relationship with the expectant mother or expected child. 

[bookmark: _Toc405381836][bookmark: _Toc522195113]Shared Parental Leave 

Eligible parents can share the care of their child for up to fifty weeks following birth or adoption. This also applies to certain intended parents in a surrogacy arrangement and to same sex partnerships. Where you reduce your full, personal maternity/adoption leave entitlement you potentially become eligible for shared parental leave. When you take shared parental leave you may also be eligible for shared parental pay. Your partner must separately liaise with their employer about any request for shared parental leave or pay.

The statutory provisions underpinning shared parental leave (and shared parental pay) are complex. Not everyone is eligible. As with maternity, you continue to benefit from your terms and conditions of employment during shared parental leave.  There are some exceptions.  The most notable is remuneration.  

You also remain bound by your employment obligations.  For instance, you must continue to observe our confidentiality provisions. You normally have the right to return to the same job. Where this is not reasonably practicable, you may return to a suitable and appropriate alternative. If you are made redundant during shared parental leave, we will offer you any suitable alternative employment we identify.

If you are eligible, please advise your line manager if you wish to utilise shared parental leave/pay. You must do so at least eight weeks prior to any shared parental leave you wish to take. You must also end/give notice to end your maternity/adoption entitlements. It may be necessary to arrange a meeting to discuss your request. You may wish to be accompanied by another employee or trade union representative. 

Shared parental leave is only available to two people. These are the mother/primary adopter and the child’s father or the spouse, civil partner or partner of the child’s mother/primary adopter. Both parents must share the main child care responsibilities from birth/placement for adoption.

You must have a minimum of twenty-six weeks’ continuous service with us. You must have achieved this by the end of the fifteenth week before the due date/matching date. You must also still be working for us at the start of each period of shared parental leave.

You must formally advise us of your request and provide any necessary evidence we require. This will include:-

· The name of the other parent and amount of shared parental leave you each wish to take. 

· When you envisage taking the leave. 

· A signed declaration from your partner including details such as their national insurance number. 

· Their formal consent to the amount of shared parental leave you intend to take. 

Where you are the mother’s/primary adopter’s partner, you must meet the “employment and earnings test”. This requires you to have worked for at least twenty-six weeks in the sixty-six weeks leading to the due date/matching date. You must also have achieved the statutory earnings level for at least thirteen of those sixty-six weeks.

You may decide to take shared parental leave as a single, continuous period of weeks. However you can request up to three discontinuous, separate periods. Where you suggest discontinuous periods we will consider your request carefully. However, we have the right to refuse or modify suggestions which our business needs cannot accommodate.

You may wish to vary or cancel a period of shared parental leave. You must give written notice to do so at least eight weeks in advance.

[bookmark: _Toc405381837][bookmark: _Toc522195114]Shared Parental Leave “In Touch” Days 

We may suggest or you can request up to twenty shared parental leave “in touch” days (SPLIT days).  You can use SPLIT days for work, attendance at meetings with colleagues, undertaking training etc. 

We must mutually agree any SPLIT day requests between us.  There is no legal obligation for SPLIT days to be offered or undertaken. Any SPLIT days you work do not extend the period of shared parental leave.

[bookmark: _Toc405381838][bookmark: _Toc522195115]Shared Parental Pay

Where eligible, you may be entitled to shared parental pay during shared parental leave. The amount available will depend on how much the mother/primary adopter reduces their maternity/adoption pay period or maternity allowance period. 

To claim shared parental pay you must also meet the following conditions:-

· The mother/primary adopter must be/have been entitled to statutory maternity/adoption pay or maternity allowance. They must also have reduced their maternity/adoption pay period or maternity allowance period.

· You must intend to care for the child during weeks when shared parental pay is payable.

· Your average weekly earnings must not be less than the lower earnings limit for national insurance purposes. This applies to the eight weeks up to and including the fifteenth week before the child’s due date/matching date. 

· You must remain in continuous employment until the first week of shared parental pay has begun.

· You must give your line manager written notice of your entitlement at least eight weeks before receiving shared parental pay. Ideally you should do so when you give notice of your wish to take shared parental leave.

Your notice must include:-

· The start and end dates of any maternity/adoption pay or maternity allowance.

· The number of weeks of shared parental pay available. How many you and your partner each intend to claim. 

· A (non-binding) indication of when you expect to claim shared parental pay.

· Your signed declaration confirming the information is correct and you meet, or will meet, the criteria. 

· Your confirmation that you will inform us immediately should your eligibility cease.

You must also provide a signed declaration from your partner confirming:- 

· Their agreement to you claiming shared parental pay and for us to process the payments to you. 

· Where your partner is the mother/primary adopter, they have reduced their maternity/adoption pay or maternity allowance accordingly.

· Where your partner is the mother/primary adopter, they will immediately inform you should they cease to satisfy the eligibility conditions.

[bookmark: _Toc405381839][bookmark: _Toc522195116]Time Off for Incidents Affecting Dependants

You may take reasonable time off during working hours to deal with incidents involving a ‘dependant’.  A dependant is a relative such as a spouse, partner, parent or child.  It also extends to someone living as part of your family for whom you have care responsibilities.  This time off is unpaid.

You may use such time off to deal with urgent issues such as a dependant falling ill or being injured.  It may be to organise emergency care.  It may be to resolve an immediate problem with a dependant child during school hours.  It is only to provide time to arrange alternatives and is not a long-term solution in itself.

There is no qualifying service relating to this leave.  We will not unreasonably refuse requests.  You must inform us as soon as reasonably practicable of the reason for the time off.  Please advise your Line Manager immediately if you are at work.  Otherwise, please telephone us at the time the incident occurs or as soon as possible afterwards.  Please also tell us as soon as you are back at work.

[bookmark: _Toc405381841][bookmark: _Toc522195117]Summary of Provisions

Our family friendly policy is intended to provide a summary of the most important provisions.  We cannot provide comprehensive information about all the circumstances that may apply.  Content is also subject to changes in statutory provision over which we have no control.
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[bookmark: _Toc522195118]Error! No bookmark name given.12.	Special Leave


[bookmark: _Toc522195119]Attendance at Court as a Witness

You may be required by the Crown Prosecution Service to attend court as a witness. You should tell your line manager at the earliest possible opportunity if you are. You may be able to claim an allowance for loss of earnings. When you attend court, you will be issued with the appropriate claim form. You need to pass this to us. We then verify your loss of earnings so that you can submit the claim. It is your responsibility to make sure you are reimbursed correctly by the court. We cannot correct this through your wages.

Attendance as a witness is without pay, other than loss of earnings allowance you receive from the court.

[bookmark: _Toc522195120]Bereavement

Error! No bookmark name given.If a member of your immediate family dies, please tell your line manager if you wish to request compassionate leave. We view such requests as sympathetically as possible but must also have regard to operational needs. We consider each request individually. We normally provide time e.g. to register a death, arrange and/or attend a funeral and attend probate interviews. We will advise you whether time off we approve is with or without pay. We will also consider requests for short-notice annual leave. We may also allow short periods of time to be made up later if possible. 

[bookmark: _Toc522195121]Jury Service

You should tell your line manager at the earliest possible opportunity if summoned for jury service. Jury service normally lasts no longer than ten working days. You are then normally exempt from further jury service within a two year period.

The court provides you with a “Certificate of Loss of Earnings or Benefit” when first appointed.

We need to certify this before you return it to the court. You must claim the relevant daily allowance and tell us the number of days you served. It is your responsibility to make sure you are reimbursed correctly by the court. We cannot correct this through your wages.

Absence for jury service is without pay other than loss of earnings allowance you receive from the court.

[bookmark: _Toc522195122]Time Off For Other Reasons

There may be occasions when you request time off to attend appointments e.g. with your doctor or dentist. You may need to deal with domestic issues not covered by statutory regulation. Requests for such time off are granted at our discretion. We will indicate whether payment is to be made. We will also consider short-notice annual leave. We may also allow short periods of time to be made up later if possible. Such requests should be kept to an absolute minimum. Please arrange appointments outside normal working hours wherever possible.
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[bookmark: _Toc522195123]Error! No bookmark name given.13.	Data Storage, Email, Internet and Social Networking


[bookmark: _Toc425251568][bookmark: _Toc522195124]Introduction

During your employment you may have access to our internet, intranet and/or email systems. You may also have access to data storage/sharing systems and devices. Use of such facilities is important operationally. They can provide effective communication with customers and colleagues alike.

However, usage is not without risk and must conform to our policies and procedures.  It is a serious disciplinary offence if you fail to observe our rules and requirements.  We will take appropriate disciplinary action.  This may result in dismissal for serious infringements.  We also monitor your use of our databases, email and the internet for compliance with data protection and computer misuse legislation.

[bookmark: _Toc425251569][bookmark: _Toc522195125]Legal Implications

Your use of our data, email and the internet (including social networking sites) must accord with all legal obligations and have specific regard to the following:

· You must not post defamatory or derogatory statements about us, our employees, clients, suppliers etc. This applies to business and personal email. It also applies to all contributions you make on internet/social networking sites.

· You must not upload, download or otherwise transmit commercial software or any other copyright materials belonging to others. You must receive express authorisation before doing so even where our organisation is licensed to use such material. 

You commit an offence under the Computers Misuse Act and/or the Data Protection Act or
General Data Protection Regulation if you:-

· Deliberately access or disclose computer programs or data without authority.

· Access programs or data with the intent to commit or facilitate the commission of an offence.

· Intentionally make unauthorised modification of computer programs or data held in a computer.

· Deliberately access or disclose personal data or information without authority.

[bookmark: _Toc522195126]Monitoring Email

We cannot guarantee your privacy when using email communication (both internally and externally) and you should not expect it. We reserve the right to access your email at any time. This includes periods of holiday or sickness. We routinely monitor and review email usage to:-

· Establish information and produce statistics relevant to our operation.

· Determine whether or not communications relate to us.

· Reduce the level of inappropriate unsolicited email (spam) we receive.

· Manage our network to make sure our systems operate efficiently and securely.

· Identify unauthorised usage, including breaches of these rules and procedures.

· Prevent or detect crime.

· Intercept communications that may contain viruses. 

· Monitor volume and nature of email whether sent individually or more generally. 

Email is not a substitute for face to face or telephone communication. Take care that the content of messages cannot be misinterpreted. Email is inherently insecure. It must not be used to send confidential or sensitive information unless authorised. Even then, appropriate security controls/encryption must be put in place. Emails can be copied, cascaded or misdirected to people you did not intend to receive them. They may become contractually enforceable or even be used in legal proceedings against us. 

· The style and content of email messages must be consistent with standards we identify. 

· Do not send confidential, personal or other sensitive information by email unless specifically authorised. 

· Contracts can be offered, accepted and varied by exchange of email and may be binding. This can apply even if you do not have authority to conduct such activity on our behalf.

· We are potentially liable for inaccurate, inappropriate or defamatory content you circulate. We hold you accountable for all email communications you initiate that may affect us. This applies whether what you say is contained in official or your own personal email.

· Make sure statements made in emails are factually correct and expressed appropriately. 

· Only send email to those for whom it is directly relevant. Only c.c. or b.c.c. your messages when it is absolutely essential.

· Do not use the “reply to all” facility incautiously or cascade “chain”, “junk” or “spam” emails to anyone else. 

· Use the “reply” facility only when you have something specific to say. Don’t clog up other users’ inboxes simply by saying “thanks”.

· Keep passwords secure. Do not divulge them to any other person or organisation. Do not allow anyone to see you enter passwords.

[bookmark: _Toc522195127]Policy Infringements

Please tell your line manager if you become aware of any infringement of this policy or receive inappropriate email. You can also raise matters of concern formally by using the grievance or confidential reporting procedure. 

[bookmark: _Toc522195128]Security Rules

· You are responsible for the security of all IT equipment provided for your use. 

· Lap-tops should be locked away securely at the end of the working day. They must not be left on view or unattended in vehicles. 

· You should keep passwords secure and never divulge them to any other employee. 

· Log off or lock your computer whenever you leave it to prevent inappropriate access by others. 

· Only keep information relevant to your role on our behalf on lap-tops or PCs we provide.

You must take great care to comply with our policies and procedures when utilising email or accessing the internet. You must not compromise our information security by inappropriately processing data electronically. You must always operate according to the standards we identify. 

[bookmark: _Toc522195129]Social Networking 

You should not make contributions relating to this organisation on social networking sites unless part of your role. You should not comment about any other employee, client, supplier etc. This applies whether you use our equipment or your own and whether in work time or your own. Such contributions may impact detrimentally upon our interests, whether inadvertently or otherwise. We will view infringements as a serious breach of our rules. This may result in disciplinary action and, potentially, dismissal. 

We hold you accountable for all contributions that you make. Anything you post can impact upon us even if you did not intend this. It does not matter whether your post was made personally or on our behalf. Consider carefully whether what you intend to say could be detrimental to our interests. You should take great care not to post anything that could be considered inflammatory. You must ensure you do not publish inaccurate, inappropriate or defamatory content. We will view infringements as a serious breach of our rules. This may result in disciplinary action and, potentially, dismissal.

We appreciate that many people use social networking sites such as LinkedIn or Twitter. You may do this personally or even in your professional capacity on our behalf. If you identify details of your role within our organisation, we can clearly be associated with what you say.  Therefore, anything you post on such sites must not infringe the provisions above.

You may also develop a database of contacts on such sites. It will inevitably contain a mixture of connections. You may obtain some from our contact database. You may create some with our clients, other employees etc. during your employment. Some may be contacts from former roles or your personal acquaintances. Where you develop contacts through your work on our behalf, our confidentiality provisions apply. You must respect them even after you leave our employment. Confidential information includes, but is not limited to, information and data about other employees, customers, clients, suppliers etc. We may require you to supply details of contacts established as part of your employment before you leave. We may require you to delete such contacts from your account(s) at our entire discretion.

Where you have a grievance or concern about something associated with work, do not use social networking to air it. You should normally discuss it with your line manager at an early opportunity. We also have a confidential reporting system which is available to all employees. This provides you with an appropriate means of raising matters of concern about any aspect of our organisation.



[bookmark: _Toc522195130]Using the Internet and Email 

Error! No bookmark name given.Our facilities must only be used for official purposes. Do not use our equipment to send email or access the internet (including social networking sites) for non-business purposes. This applies whether during working hours or in your own time.

Internet and email usage must always accord with our policies and procedures. The examples below are typical of infringements we regard as serious. Infringements can result in disciplinary action and potentially we may dismiss you. 

The examples below are indicative and not intended to be exhaustive:-

· Sending messages or images that are potentially offensive, libellous, obscene or contravene our equal opportunities policy. 

· Sending messages or images that could constitute bullying or harassment or are potentially detrimental to our organisation’s interests. 

· Accessing the internet or sending email for any illegal purpose or acting in breach of the   Computers Misuse Act, Data Protection Act or General Data Protection Regulation. This includes downloading or watching television programmes without any requisite licence.

· Accessing or distributing pornographic images, graphics or text depicting nudity, intercourse or sexual acts.

· Using our networks or equipment without approval to access social networking sites such as Facebook or YouTube during working hours.

· Engaging in on-line gambling using our network or equipment.

· Downloading or distributing copyright information and/or software without express approval. 

· Setting up websites, web pages, blogs etc using our facilities or in our name without express approval.

· Publishing images, pages or contributions on external websites (including social networking sites) without express approval. This restriction relates to our organisation, any employee, client, supplier etc. 

· Buying or selling things and engaging in online auctions on your own behalf or in our name without express approval.
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[bookmark: _Toc522195131]Error! No bookmark name given.14.	Disciplinary Procedure


[bookmark: _Toc522195132]Introduction

We intend this procedure to assist and encourage you to achieve and maintain appropriate standards of conduct and performance. We do not construe the procedure simply as taking punitive action. We make every effort to ensure any action we take is consistent, fair and reasonable to all.

[bookmark: _Toc452625454][bookmark: _Toc522195133]General Principles

· We always consider informal action in preference to using formal disciplinary procedures as a first resort.

· We fully investigate all potential disciplinary matters before any action is taken.

· We may suspend you on full pay while we investigate more serious allegations.  Such action is entirely precautionary and not a pre-judgement of the outcome.

· We will give you notice of any disciplinary hearing and detail of the complaint(s) in advance.  We will provide written copies of evidence and relevant witness statements.

· A work colleague or trade union representative can accompany you at formal disciplinary hearings and appeals.  Union representatives must be certificated by that union to act as a worker’s companion.

· We will provide suitable notice of meetings.  We will consider one adjournment if the date or time selected is inconvenient to your representative.

· We will give you the opportunity to provide your views during the hearing and before any decision is made.

· We will appoint an appropriate representative of management to conduct disciplinary investigations. 

· We will appoint an appropriate representative of management to conduct disciplinary hearings. 

· Where practical, investigations and hearings are undertaken by separate representatives of management. 

· Where the disciplinary penalty is dismissal, the reason(s) will be confirmed in writing by an appropriately authorised representative of management.

· You have the right to appeal against any formal disciplinary action imposed or against your dismissal.  A more senior representative of management without prior involvement will hear appeals, wherever possible. 

· Only someone specifically authorised by our organisation can take the decision to discipline or dismiss you.



[bookmark: _Toc452625455][bookmark: _Toc405382680][bookmark: _Toc522195134]Rights of Appeal

Informal action about minor issues of misconduct or unsatisfactory performance is part of day to day management.  It carries no right of representation or appeal.

You are entitled to appeal following the imposition of any formal disciplinary penalty including a decision to dismiss.  We will send you a letter setting out the outcome of the disciplinary hearing.  If you wish to appeal, you must do so in writing within five days of receipt. A more senior representative of management without prior involvement will hear appeals, wherever possible.

Because our organisation is very small, the management structure is extremely restricted. It may not be possible for your appeal to be conducted by someone senior without prior involvement. As a consequence, the appeal may be conducted by the same person.

[bookmark: _Toc522195135]Short Service 

In the first two years of your employment, including any probation period, we reserve our right to shorten this procedure. We may do this if we believe that warnings or further training will not lead to sufficient or sustained improvement. In particular, we may consider dismissal for an initial breach of disciplinary provisions other than gross misconduct. 

You retain the right to be accompanied by a work colleague or trade union representative at any formal hearing. You also retain the right of appeal against any penalty we impose.

[bookmark: _Toc522195136]The Process we Follow

[bookmark: _Toc522195137]Informal Action

We normally deal with minor issues of misconduct or unsatisfactory performance informally. In some cases we may offer extra training, coaching, advice or support. This is a normal facet of day to day management and not part of our formal disciplinary procedure. As such, it will not be appropriate or necessary to be accompanied by a work colleague or trade union representative. 

We hold informal discussions in private. We will take account of your opinions and any mitigating circumstances you provide. Criticism will be constructive. We aim to achieve and sustain improvement through such discussion. We may confirm what is agreed in writing where appropriate.

If it emerges during discussion that the matter is more serious than previously envisaged, we will adjourn the meeting. We will reconvene it at a later date under our formal disciplinary procedure. You may then be accompanied by a work colleague or trade union representative if this happens.

[bookmark: _Toc522195138]Misconduct 

We may issue a written warning if you repeat inappropriate activity or improve insufficiently following a previous informal warning. Misconduct may also be sufficiently serious in itself to warrant a written warning without previous informal warning. Such warning will identify the problem and the improvement we require. We will set out the time-frame for improvement and any support available. We will keep a record on your personnel file for twelve months. We will then consider it spent, subject to you achieving and sustaining the improvement we require.



[bookmark: _Toc522195139]Serious Misconduct

We may issue a final written warning if you repeat inappropriate activity or improve insufficiently following a previous written warning. Misconduct may also be sufficiently serious in itself to warrant a first and final written warning without previous written warning. The final written warning will identify the problem and the improvement we require. We will set out the time-frame for improvement and any support available. We will keep a record on your personnel file for twelve months. We will then consider it spent, subject to you achieving and sustaining the improvement we require.

[bookmark: _Toc522195140]Ending your Employment 

We may dismiss you if there is further inappropriate activity or you fail to improve to the required standard. An instance of misconduct may also be so serious in itself that it warrants dismissal without previous warning. We normally refer to this as an act of gross misconduct. We will provide you with the reasons for dismissal in writing. We will make clear the date on which your employment ends. 

We will terminate employment with notice or payment in lieu of notice in the event of your contractual dismissal for misconduct. We will summarily terminate your employment (i.e. without notice or payment in lieu of notice) for gross misconduct.

[bookmark: _Toc522195141]Gross Misconduct

We may suspend you on full pay for a short period while we investigate an allegation of gross misconduct. A disciplinary hearing will then take place. We may summarily dismiss you if we believe your behaviour constitutes gross misconduct. Summary dismissal is dismissal without notice or payment in lieu of notice.  

[bookmark: _Toc522195142]Gross Misconduct Examples

The examples below are indicative of matters we regard as gross misconduct. This list is not intended to be exhaustive:-

· Theft of money or property. 

· Action intended to defraud/deceive.

· Fighting, physical assault and threatening behaviour.

· Behaviour or action that potentially brings our organisation into serious disrepute.

· Serious insubordination.

· Serious breach(es) of health and safety rules or procedures.

· Deliberate and serious damage to property.

· Discriminatory conduct, bullying or harassment.

· Deliberately accessing internet sites containing pornography, offensive or obscene material.

· Serious incapability at work due to alcohol or non-prescribed drugs or substances.

· A serious breach of trust or confidence.
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[bookmark: _Toc522195143]Error! No bookmark name given.15. Capability


[bookmark: _Toc522195144]Introduction

Performing your job inadequately and deliberately not performing to the standards we expect are potentially different. Lack of capability is where we believe your knowledge, skill or ability to perform your role is currently deficient. There may be some other compelling reason why you are not working to the standards we require. This may include medical circumstances or disability. Our aim is to improve your performance. However, where this is not possible, you may be dismissed due to your lack of capability.  We make every effort to ensure any action we take is consistent, fair and reasonable to all. 

We may be able to deal with minor issues informally outside of this procedure. We may therefore follow the informal action process initially, rather than resorting to the formal capability procedure. We use the informal process identified in the disciplinary procedure.

[bookmark: _Toc522195145]Capability Provisions

We follow the principles and arrangements set out in our disciplinary procedure unless we identify different, specific capability provisions here. This includes matters such as taking informal action, representation and rights of appeal.

[bookmark: _Toc452547159][bookmark: _Toc522195146]General Principles

· We always consider informal action in preference to using formal procedures as a first resort.

· We fully investigate all potential capability matters before any action is taken.

· We will give you notice of any capability hearing and detail of the concern(s) in advance.  We will provide written copies of evidence where applicable.

· A work colleague or trade union representative can accompany you at formal capability hearings and appeals.  Union representatives must be certificated by that union to act as a worker’s companion.

· We will provide suitable notice of meetings.  We will consider one adjournment if the date or time selected is inconvenient to your representative.

· We will give you the opportunity to provide your views during the hearing and before any decision is made.

· We will appoint an appropriate representative of management to conduct capability hearings.

· Where the outcome is dismissal, the reason(s) will be confirmed in writing by an appropriately authorised representative of management.

· You have the right to appeal against any formal capability action imposed or against your dismissal.  A more senior representative of management without prior involvement will hear appeals, wherever possible. 

· Only someone specifically authorised by our organisation can take the decision to apply a formal capability action.  This applies to warnings, sanctions taken against you or your dismissal.

[bookmark: _Toc522195147]Formal Procedural Arrangements

[bookmark: _Toc522195148]Performance

We will hold a formal capability meeting if you fail to perform duties to required standards. This applies where possible lack of knowledge, skill, ability or other compelling reasons are identified. We will tell you in advance in writing where you are not performing to the required standards. We will give you the opportunity to offer reasons for this during the meeting.

This is a formal meeting and you can be accompanied by a work colleague or a trade union representative. The meeting will be chaired by someone specifically authorised by our organisation to hold a formal capability meeting.

We will confirm the outcome in writing following the meeting. We may give you a written warning as a result.  If we give you a written warning, we will outline the improvements we require. We will identify any training we deem necessary and you must undertake this. We will provide any support outlined in the letter. We may, for instance, offer closer supervision by a manager or mentoring by a colleague. You have the right to appeal against our decision to give you a written warning (see rights of appeal below).

After giving you a reasonable time to reach the required standards we will consider your progress. We will decide whether or not further measures are required. The capability process will normally end, subject to you achieving and sustaining the required improvement. 

We will hold a second formal capability meeting if we are not satisfied with your progress. We will tell you in writing, in advance, where you are not performing to the required standards. We will again give you the opportunity to offer reasons for this during the meeting.

This is a formal meeting and you can be accompanied by a work colleague or a trade union representative. The meeting will be chaired by someone specifically authorised by our organisation to hold a formal capability meeting.

We will confirm the outcome following the meeting. We may give you a final written warning as a result.  If we give you a final written warning, we will outline the improvements we require and any support available. As before, we will identify any additional training we deem necessary and you must undertake this. We may offer closer supervision by a manager or mentoring by a colleague.  We will confirm the detail in the final written warning letter which we send you. 

We will make clear that failing to achieve required improvements within this further period normally results in further formal action. This may include a formal hearing to consider whether you should be dismissed.  You have the right to appeal against our decision to give you a final written warning. Please see the rights of appeal section for details.

After giving you a reasonable time to reach the required standards we will again consider your progress.  The capability process will normally end, subject to you sustaining the required improvement.

Where you fail to improve sufficiently following two periods for improvement, we normally hold a further formal meeting. At this meeting we will consider whether you should be dismissed.  Exceptionally, we may feel it appropriate to offer a further period for improvement.  



[bookmark: _Toc522195149]Hearing to Consider Dismissal due to Lack of Capability

We will tell you in advance, in writing, where you have failed to improve to the required standard. We will hold a formal hearing to consider this. We will decide whether you should be dismissed for lack of capability. We will again give you the opportunity to offer reasons for your performance during the meeting.

This is a formal meeting and you can be accompanied by a work colleague or a trade union representative. The hearing will be chaired by someone we specifically authorise to conduct proceedings which may lead to dismissal.

We will confirm the outcome following the hearing. We may dismiss you as a result.  In such circumstances, we will provide you with the reasons for dismissal in writing.  We will make clear the date on which your employment ends.  We terminate employment with notice in the event of contractual dismissal for lack of capability. We may substitute payment in lieu of notice at our entire discretion.  You have the right to appeal against our decision to dismiss you. Please see the rights of appeal section for details.

Exceptionally, we may feel it appropriate for a further period of improvement to be offered. 

[bookmark: _Toc522195150]Medical Capability

Our decision making process takes account of medical evidence where reasons for poor performance are linked to medical capability. We deal with matters in a manner which meets current disability discrimination legislation. We always endeavour to:- 

·  Obtain up-to-date medical advice from your doctor/specialist, the “Fit for Work” service or  
 occupational health specialist;

· Consider adjustments to the working environment or any alternative employment available, where reasonably practical.

· Provide extra support where reasonably practical.

· Consult you about available options and consider your views on your health and continuing employment. 

We normally dismiss where medical opinion indicates no, or insufficient, improvement is likely within a reasonable timescale. This also applies where we explore options to manage incapacity but do not consider them to be reasonably practical.

[bookmark: _Toc522195151]Medical Evidence

Where we wish to contact your doctor or the “Fit for Work” service, we will indicate this in writing.  We will secure your written consent.  You have the right to withhold this. However, we always prefer to consider your doctor’s opinion or a “Fit for Work” return to work plan.  Otherwise, we must rely solely on the information currently available to us and/or our own occupational health advisor’s view.  In those circumstances we may conclude we have no alternative other than dismissal.



We will provide you with a copy of the letter to your doctor. We will give you a copy of any medical report subsequently supplied. You may ask your doctor for sight of the report before it is supplied to us. It is your responsibility to contact your doctor urgently to view the report. If you wish to make observations about it, you can do so. If you disagree with your doctor’s opinion, you may ask them to change the report. Your doctor may prefer to attach a statement identifying where you both disagree. Alternately, you can send your opinions to us separately in a written statement. 

Where you decide to examine the report, you may subsequently withhold consent from it being sent to us. In such circumstances you must tell us immediately. We will then rely solely on the information currently available to us and/or an occupational health advisor’s view. In such circumstances we may conclude we have no alternative other than dismissal.

[bookmark: _Toc522195152]Disability

Please make us aware of any disability which is having an impact upon your performance at work. We will then discuss matters with you personally. There is a statutory definition of disability. This is “someone with a physical or mental impairment which has a substantial and long term adverse effect on their ability to perform normal day to day activities”. 

We will take account of any potential impact which your disability may have on your work. We will consider any reasonable adjustment that would assist in overcoming this. We may ask for medical or other appropriate expert advice to assist us. This includes whether temporary or permanent adjustment is feasible. If we wish to obtain an expert opinion or feel medical advice would be appropriate, we will consult you. We will then follow a similar course to that identified in the medical evidence section above.

[bookmark: _Toc452625474][bookmark: _Toc522195153]Reasonability

We will act reasonably at all times.  We base any decision on the merits of the situation, supported appropriately by medical, disability or other expert advice.  Where expert opinion between your advisor(s) and our advisor(s) differ, we may agree to an independent, expert opinion.  This only applies where it could be expeditious in resolving the situation.

We also need to stress that dismissals on the grounds of ill health are not disciplinary sanctions. They normally do not fall within the provisions of the ACAS Code of Practice on Disciplinary and Grievance Procedures.

[bookmark: _Toc522195154]Representation

You can be accompanied at formal capability meetings by a fellow employee or trade union representative. This applies where an outcome is that you may be given a formal warning or dismissed. It also applies where you are appealing against a warning or dismissal decision. You are not entitled to representation where we deal with minor issues informally, outside of this procedure.

Union representatives must be certificated by that union to act as a worker’s companion. We will provide suitable notice of all formal meetings and appeal hearings. We will consider one adjournment if the date or time selected is inconvenient to your representative.

[bookmark: _Toc522195155]Rights of Appeal 

Informal action about minor issues of unsatisfactory performance is part of day to day management.  This carries no right of appeal.

We will send you a letter setting out the outcome of each formal meeting or hearing.  You are entitled to appeal against our decision as set out in this letter.  If you wish to appeal, you must do so in writing within five days of receipt of our letter.

Any appeal will be heard as a formal meeting and you can be accompanied by a work colleague or a Trade Union representative.  A more senior representative of management without prior involvement will hear appeals, wherever possible.

We will confirm the outcome in writing following the appeal meeting.

Because our organisation is very small, the management structure is extremely restricted. It may not be possible for your appeal to be conducted by someone senior without prior involvement. As a consequence, the appeal may be conducted by the same person.

[bookmark: _Toc522195156]Short Service

In the first two years of your employment, including any probation period, we reserve our right to shorten this procedure. We may do this if we believe that warnings or further training will not lead to sufficient or sustained improvement. In particular, we may consider dismissal for lack of capability after giving you one reasonable opportunity to reach the required standards. We may do this without recourse to a second opportunity to improve. 

You retain the right to be accompanied by a work colleague or trade union representative at any formal hearing. You also retain the right of appeal against any penalty we impose.

[bookmark: _Toc522195157]Suitable Alternatives

We will always examine whether it is possible to offer alternative work we consider more suited to your capabilities. This is subject in every instance to the availability of a suitable opportunity.  We will make clear in writing any revised terms and conditions and seek your written agreement. You are entitled to decline such alternative work. In this case we will revert to the stage of the formal capability procedure previously reached. Ultimately, if you fail to achieve improvements we require it normally results in dismissal.
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[bookmark: _Toc522195158]Error! No bookmark name given.16.	Confidential Reporting


We operate a confidential reporting procedure. It’s available to everyone irrespective of length of service or position. 

Our procedure provides you with access to a safe and effective means of reporting matters of genuine concern. This could be something inappropriate about the way you believe we run our organisation. It could be something inappropriate you believe another employee is doing. It could be perceived misconduct or some other wrongdoing. It is not intended for personal matters relating to your own contractual terms and conditions of employment. You must deal with such matters through our grievance procedure.

We acknowledge that it is never easy to report a concern. This is particularly the case when you observe serious misconduct or discover unlawful acts.  However, we urge you to refer such matters at the earliest opportunity. This allows us to respond speedily and effectively, before problems worsen. As far as we are able, we will deal with anything you report promptly and confidentially. To ensure this, it’s important you follow our procedure. 

[bookmark: _Toc522195159]Guiding Principles

· We must all be watchful for unlawful or unethical conduct at work. Preventing and eliminating workplace wrongdoing is important. We all have a duty to report such inappropriate behaviour or activity. 

· We will consider matters you raise under this procedure confidentially. We will investigate them promptly and thoroughly.

· We will not victimise or penalise you for raising a reasonable belief under this procedure. This applies equally if you come forward with genuine concerns which later turn out not to be justified.

· You cannot be instructed to cover up wrongdoing or told not to report genuine concerns. This applies even if the person telling you to do so is someone in authority such as a manager. To tell you to behave in this way is itself a serious disciplinary offence.

· If anyone attempts to intimidate, bully, harass or victimise you for reporting something through this procedure you must tell us. To behave in this way is itself a serious disciplinary offence.

· We treat misconduct or wrongdoing uncovered following an investigation under this procedure as a disciplinary matter. We may also have to report it externally; for instance to a statutory body.

[bookmark: _Toc351715023][bookmark: _Toc522195160]Our Procedure

· Initially, you should report concerns to your line manager. If you are unsure whether to raise the matter, you can talk confidentially with that person. If you have concerns your manager may be involved, please contact a more senior manager/director.

· Your line manager will either investigate your allegation personally or refer it to someone more senior. You will be advised if it is to be referred elsewhere. On conclusion of the investigation, we will advise you of the outcome. We will explain what action we are taking. If we do not intend to take any action, we will explain why.
· If you do not receive an acknowledgement of your concerns within seven days, please contact a more senior manager/director. You can also do this should you believe investigation has been insufficient. Very occasionally you may believe your concerns have not been considered at a high enough level. Again, please contact a more senior manager/director in such circumstances. It’s very important to us that you have complete confidence in this procedure.

[bookmark: _Toc522195161]Public Interest Disclosures

The law provides special protection for workers who make what are known as “public interest disclosures”. This is colloquially referred to as “whistle-blowing”. Officially they are qualifying disclosures made in accordance with current public interest disclosure legislation. They only apply when you report something which is in the public interest. You must reasonably believe it to be so because it concerns:-

· A criminal offence.

· A miscarriage of justice.

· An act creating risk to health and safety.

· An act causing damage to the environment.

· A breach of another legal obligation we may have.

· Our concealment of any of the above.

We do not expect you to provide definitive proof of such wrongdoing. However, you must have a reasonable belief that it is, has been or is likely to take place. Providing you follow the above procedure, we will investigate urgently. We do not expect you to undertake this aspect yourself. Our guiding principles are always at the forefront of any investigation we mount.

It’s possible our investigation may not satisfy every concern you have. Where the matter is a protected disclosure you may be able to refer it to a statutory agency. This only applies where you refer something you reasonably believe is in the public interest, as defined above. Statutory agencies include HM Revenues and Customs, Office of Fair Trading, Health and Safety Executive and Environment Agency.

[bookmark: _Toc351715024][bookmark: _Toc522195162]Making Malicious Allegations

If we identify that you deliberately made or supported malicious allegations, we may consider this to be gross misconduct. We will investigate this using our disciplinary procedure. Following investigation, should we conclude your actions amounted to gross misconduct; this can result in your dismissal. 

[bookmark: _Toc522195163]Approaching External Organisations

Under no circumstances should you approach a commercial organisation, the media etc. instead of utilising this procedure. Neither should you publish or promote your concerns on social networking sites, blogs etc. If you do so, you jeopardise our opportunity to investigate your concerns properly. Such action also negates our promise to deal with matters confidentially. If you fail to use this procedure it also impedes our ability to provide you with the protections it envisages. We may consider deliberate breaches to be acts of serious misconduct. We will investigate your actions utilising our disciplinary procedure. Following investigation, should we conclude your actions amounted to gross misconduct; this can result in your dismissal. 





Section 16










[bookmark: _Toc522195164]Error! No bookmark name given.17.	Grievance Procedure


Where possible, you should try to settle minor, day to day, work-related issues informally. Please do this via your line manager. If the issue concerns your line manager, you can raise it with their manager. We recommend discussing any concern promptly. This is often the best way to resolve matters speedily, effectively and without need for formality.

[bookmark: _Toc522195165]Our Procedure

Our formal grievance procedure allows you to express a complaint or identify a matter of concern still remaining unresolved. It provides an opportunity for us to consider issues you can't resolve informally. You can also use it where you believe an informal approach would be inappropriate. The procedure is open to you at any time and we always try to deal with issues fairly and consistently.

If you wish to have a grievance formally investigated, please submit it to us in writing. Please provide full details of the matter and tell us about the solution you are seeking. This should normally be addressed to Error! No bookmark name given.your line manager. They will arrange a meeting to discuss and consider it. If the grievance is about your manager, address it to their manager. Following the meeting we will confirm the outcome in writing.

[bookmark: _Toc522195166]Appeal

If you feel a matter has still not been satisfactorily resolved, you may appeal in writing.  This must be done within five days of receiving the written outcome from the meeting.  Appeals will be heard, wherever possible, by a more senior representative of management without any prior involvement in the matter.  The outcome of the appeal is final.

Because our organisation is very small, the management structure is extremely restricted. It may not be possible for your appeal to be conducted by someone senior without prior involvement. As a consequence, the appeal may be conducted by the same person. 

[bookmark: _Toc522195167]Representation

A work colleague of your choice or trade union representative may accompany you at grievance hearings or appeals. Union representatives must be certificated by that union to act as a worker’s companion. We give suitable notice of meetings and will consider one adjournment if date or time is inconvenient to your representative.
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[bookmark: _Toc522195168]Error! No bookmark name given.18.	Lay-Off and Redundancy


[bookmark: _Toc522195169]Lay-Off 

Where there is a reduction in work or something affects our organisation’s normal operations, we may lay you off. Alternately, we may seek to introduce shorter working hours. During lay-off you will only be entitled to receive statutory guarantee payments. 

We will, where possible, offer you any alternative work available. You should not refuse this unreasonably. We reserve the right to select those best suited to carry out whatever work is available.

You remain continuously employed during a lay-off period. We expect you to remain available to attend work as required.

[bookmark: _Toc522195170]Redundancy

If we have to consider potential redundancies we follow certain procedures.

A decision to proceed with a redundancy programme will be because:-

· We are ceasing carrying on the business for the purpose of which you are employed.

· We are ceasing or intend to cease to carry on the business in the place where you are employed.

· We no longer require you to carry out work of a particular kind. This is because the work has ceased or diminished or is expected to cease or diminish.

· We no longer require you to carry out work of a particular kind. This is because the work in the place where you are employed has ceased or diminished or is expected to cease or diminish.

We initially consider measures to avoid potential redundancies or deal with a short-term decline in activity. These may include:-

· Ensuring overtime working is reduced to an absolute minimum.

· Restricting recruitment, where such recruitment could have a bearing on the outcome of any redundancy situation.

· Investigating if other measures such as using untaken holidays, introducing short-time working or considering lay-off could avoid potential redundancies.

If we pursue a redundancy programme, we will notify all potentially affected employees of our proposals. We will consult fully and meaningfully with those concerned.  We will discuss selection criteria where applicable. We will not take a final decision without giving those concerned an opportunity to consult and explore alternatives with us.
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[bookmark: _Toc522195171]Error! No bookmark name given.19.	Leaving the Organisation


We may set out specific rules regarding notice periods and ending employment in your principal statement of terms and conditions. Where these exist, they take precedence over the more general terms below.

[bookmark: _Toc522195172]Leaving Without Working Notice

If you fail to work your full contractual notice period without agreement, we may face extra costs unnecessarily. We may deduct the reasonable extra costs of covering your role from any final monies due to you.  

[bookmark: _Toc522195173]Leaving With Notice

We may require you not to attend your normal place of work during your notice period. We may require you not to perform your regular duties and may provide reasonable alternatives. This is at our absolute discretion.

You must remain available for us to contact you and to work if we wish. You may not take any alternative employment during this period except with our express written consent. We may expect you to take any accrued annual leave.

We may make a payment in lieu of notice at our absolute discretion. Where we offer such payment, subsequent discovery of any repudiatory breach of contract on your part will lead to revocation. Where payment has already been made and we discover such conduct, we have the right to seek recovery.

[bookmark: _Toc522195174]Resignation

You need to give notice in writing to voluntarily end your employment. We identify the notice period we require in your principal statement of terms and conditions. Please set out the reason for your decision to leave and submit your letter to your line manager. 

[bookmark: _Toc522195175]Retirement

If you wish to retire, please notify us of your planned retirement date in writing at the earliest opportunity. We set out the minimum notice to end your employment (which includes by your retirement) in your principal statement of terms and conditions.  

We appreciate as much prior notice of retirement as possible. This will help us in our succession planning. We will also consider requests to work flexibly before your chosen retirement date. For example, you may wish to reduce your hours on a gradual basis in the lead up to your chosen retirement date.  If you wish to explore this option, please discuss the matter with your line manager in the first instance.

[bookmark: _Toc522195176]Return of our Equipment/Property

You must return any property we have issued to you before you leave. Property includes, for example, keys, documents, mobile telephones, disks/data, other records, personal protective clothing and equipment, ICT equipment, vehicle, stock and samples. This list is by way of example and not exhaustive.

In the case of summary dismissal, you must surrender our property immediately when we indicate the outcome of the disciplinary hearing.

If you fail to return our property/equipment, you are liable for the cost of making good our reasonable losses. The same applies if you return it in an unsatisfactory condition. We will take account of deterioration caused by normal wear and tear. We advise you in advance, in writing, of any amount we intend to recover from pay or other monies owing. We may pursue civil recovery measures, at our entire discretion. 
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[bookmark: _Toc522195177]Error! No bookmark name given.20.	Alterations and Modifications


This employee handbook and your principal statement of terms and conditions of service specify important matters regarding your employment. In the event of any difference between the two documents, the wording of your principal statement takes priority.

We reserve the right to make reasonable alterations to this handbook and any other terms and conditions of service.  We may set out minor changes in a general notice.  

We will only implement significant alterations following consultation with those affected. We will implement any changes following the consultation period and subject to the outcome of any written concerns we receive.



